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STATE OF NEW HAMPSHIRE
DEPARTMENT OF HEALTH AND HUMAN SERVICES
DIVISION OF PUBLIC HEALTH SERVICES

Lori A. Shibinette 29 HAZEN DRIVE, CONCORD, NH 03301
Commissioncr 603-271-4501 1-800-852-3345 Ext. 4501
: Fax: 603-271-4827 TDD Access: 1-800-735-2964
Lisa M. Morris www.dhhs.nh.gov
Director .
July 22, 2020

His Excellency, Governor Christopher T. Sununu
and the Honorable Council

" State House . ‘

Concord, New Hampshire 03301

INFORMATIONAL ITEM

Action #1: Pursuant to RSA 4:45, RSA 21-P:43, and Section 4 of Executive Order 2020-
04, as extended by Executive Orders 2020-05,.2020-08, 2020-09, 2020-10, and 2020-14,
Governor Sununu has authorized the Department of Health and Human Services, Division of
Public Health Services, to enter into a Retroactive, Sole Source contract with Maxim Healthcare
Staffing Services, Inc. (VC#TBD), Manchester, NH in the amount of $8,465,004 for temporary
staff to assist the Department's COVID-19 Public Heatth Response, with the option to renew for
up to one (1) additional year, effective retroactive to June 18, 2020, through December 31, 2020.
100% Federal Funds. - :

Action #2: Pursuant to RSA 4:45, RSA 21-P:43, and Section 4 of Executive Order 2020-
04, as extended by Executive Orders 2020-05, 2020-08, 2020-09, 2020-10, and 2020-14,
Governor Sununu has authorized the Department of Health and Human Services, Division of
Public Health Services, to revise the scope of work to include additional temporary staff positions
and revise payment rates for temporary staff with no change to the price limitation of $8,465,004.
100% Federal Funds. :

Funds are available in the following account for State Fiscal Years 2020 and 2021, with
the authority to adjust budget line items within the price limitation and encumbrances between
state fiscal years through the Budget Office, if needed and justified.

05-95-90-803040-1901000 HEALTH AND SOCIAL SERVICES, HEALTH AND HUMAN SVCS
DEPT OF, HHS: PUBLIC HEALTH SERVICES, BUREAU OF LABORATORY SERVICES, ELC

CARES COVID-19 :

State Revised

Fiscal A‘i'::z r’; . Class Title N :;: or gﬂ;’“:: Modified

Year 9 Budget
102- '

2020 | 800731 Contracé:; éor Prog 90183518 $400,000 $400,000
102-

2021 500731 Contracét éor Prog 00183518 | - $8,065,004 $8,065,004

Total $8,465,004 $8,465,004

The Department of Health and Human Seruices’ Misston is lo Jjoin communities and fomilies
in providing opportunities for citizens to achieve health and independence.
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His Exceliency, Governor Christopher T. Sununu
and the Honorabte Council
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EXPLANATIO

Action #1; This item is Retroactive because the Department needed to quickly obtain
temporary staffing assistance to support the Department's COVID-19 efforts in disease
investigation, surveillance, and monitoring. The National Guard was previously supporting the
Department in these efforts, due to the movement of the National Guard; the Department needed
to rapidly fill these positions. This item is Sole Source because the Department determined the
vendor was able and willing to immediately staff necessary positions to the State's strategic
response to the COVID-19. The vendor is providing approximately one hundred and twenty (120)
temporary staff to the Department. The Department has strategically broken up the response into
six (6) branches; planning seclion, case investigation, contact tracing and monitoring, surveiliance
and epidemiology, command and general staff and laboratory branches. Temporary staff will be
assigned to one of the branches and will provide services that correspond to their current
credentials and current licensures.

Action #2: This item to amend the contract in Action #1 is Sole Source because MOP 150
requires any subsequent amendment to a sole source contract be labelled as a sole source
request. The purpose of this amendment is to provide additional temporary staffing positions that
were not explicitly contemplated in the original agreement and to revise the payment rates for
temporary staff. The additional temporary staff consists of ten (10) positions for the long term care
facility testing program. These positions are respensible for ensuring the patient's demographics
are obtained from each long term care facility, assisted living facility, or business requesting
testing and matching the appropriate mobile testing resources with the testing needs of the facility.

The exact number of residents of the State of New Hampshire served from June 18, 2020,
to December 31, 2020, will depend on the trajectory of the COVID-19 pandemic.

The vendor is providing temporary staff to conduct contact tracing, case investigation,
monitoring, surveillance, laboratory assistance, and other epidemiology programs. Prior to the .
temporary staff working for the Department, the vendor will be conducting interviews, background
test, and degree verification, as applicable. The vendor will provide a Program Management team
that-includes, but not limited to, a Senior Project Manager; Area of Director Staffing; and a
Business Development Manager to lead the Division of Public Health Services Contact Tracing
program. This will assist the Department in direction and resources for ali implementation,
transition, and contract tasks. The vendor will also be coordinating weekly meetings with the
Department throughout the duration of the contract.

As referenced in Exhibit A of the attached contract, the parties have the option to extend
the agreement for up one (1)} additional year, contingent upon satisfactory delivery of services,
available funding, agreement of the parties and appropriate State approval.

Area served: Statewide
Source of Funds: CFDA #93.323, FAIN #NU50CK000522

The Department will request General Funds in the event that Federal Funds are no fonger.
available and services are still needed. :

Respectfully supmitted.

Lori A. Shibinette

Commissioner



New Hampshire Department of Health and Human Services
Temporary Staffing Services

State of New Hampshire
Department of Health and Human Services
Amendment #1 to the Temporary Staffing Services

This 1%t Amendment to the Temporary Staffing Services contract (hereinafter referred to as "Amendment
#17) is-by and between the State of New Hampshire, Department of Health and Human Services
(hereinafter referred to as the "State" or "Department") and Maxim Healthcare Staffing Services, Inc.,
(hereinafter referred to as "the Contractor”), a corporation with a place of business at 608 Chestnut Street
P.C. Box 1780 Manchester, NH 03105.

WHEREAS, pursuant to Form P-37, General Provisions, Paragraph 17, the Contract may be amended
upon written agreement of the parties and approval from the Governor and Executive Council; and

WHEREAS, the parties agree to extend the term of the agreement, increase the price limitation, or modify
the scope of services to support continued delivery of these services,; and

NOW THEREFORE, in consideration of the foregoing and the mutual covenants and conditions contained
in the Contract and set forth herein, the parties hereto agree to amend as follows:

1. Add Exhibit B Scope of Services, Section 2 Scope of Services, Subsection 2.2, Part 2.2.5 to read:
2.2.5 COVID-19 Coordinating Office, which includes:
2251 Call Center staff, consisting of an estimated eight (8) Temporary Staff, including:

22511, Controller
22512 Coordinating Office - Staff
2.2.51.3. Coordinating Office Lead

2.25.2 LTCF Testing Program Covid-19 Resident and Staff Sentinel Surveillance
Program (CRSSSP), consisting of an estimated three (3) Temporary staff

including
22521, CRSSSP Program Coordinator
22522 CRSSSP Program Staff

2. Modify Exhibit B-1 Job Descriptions by replacing in its entirety with Exhibit B-1 Job Descriptions
- Amendment #1, which is attached hereto and incorporated by reference herein.

3. Modify Exhibit C-1 Payment Rates, by replacing in its entirety with Exhibit C-1 Payment Rates,
-Amendment #1, which is attached hereto and incorporated by reference herein.

1 Maxim Healthcare Services, Inc. . Amendment #1 , Contractor Initials

07/14/2020
Doc 10: 3050074 180bbTaag AT -04-A01 Page 10f3 Date



New Hampshire Department of Health and Human Services
Temporary Staffing Services

All terms and conditions of the Contract not inconsistent with this Amendment #1 remain in full force and
effect. This amendment shall be retroactively effective to June 20, 2020, upon the date of Governor

Approval.

IN WITNESS WHEREOF, the parties have set their hands as of the date written below,

Ao

Date

07/17/2020
Date

Maxim Healthcare Services, Inc.

ooc 0: STARAGREHSATAFF 04401

Sertift Electronlc Signature

State of New Hampshire
Department of Health and Human Servnces

e
J{SSOW (ghpa S

Maxim Healthcare Staffing Services, Inc.

E-Sigred:  07/17/2020 05:12 PH EOT

Jma efamg

{e rkoQ@maxhealth.com
P: 148.59.45.115 Serbaty H e e

Bujintlune
Q30

e.  Kegional Contro

Amendment #1
Page-2 of 3



New Hampshire Department of Health and Human Services
Temporary Staffing Services

The preceding Amendment, having been reviewed by this office, is approved as to form, substance, and
execution.

OFFICE OF THE ATTORNEY GENERAL

07/27/20 - (Cathenine Ponrsa

Date Name:
Title:

Catherine Pinos, Attarney

| hereby certify that the foregoing Amendment was approved 'by the Governor and Executive Council of
the State of New Hampshire at the Meeting on: (date of meeting)

OFFICE OF THE SECRETARY OF STATE

Date Name:
Title:
Maxim Healthcare Services, Inc. Amendment #1

Doc 1D: I0560A 4 FRobbya3d A F-04-A01 Page 3 of 3



New Hampshire Department of Health and Human Services
Temporary Staffing Services ‘

Exhibit B-1 Job Descriptions

Command and General Staff

Planning Section Chief
Public Health Response Safety and Logistics Officer

Health Screeners

Position Title: COVID-19 Public Health Response Planning Section Chief @
Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials
$8-2020-DPHS-20-STAFF-04 Page 10f56 * pate 97/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Incident
Commander, the Planning Section Chief will manage information related to the response,
including the responsibility for managing the activation and demobilization of response
resources. Responsibilities include the development of goals and objectives leading to effective
strategies to assure a well-coordinated emergency response team.

ACCOUNTABILITIES:

¢ Manages the preparation of strategies and plans for the incident and submits incident
status reports to response personnel

e Prepares, collects, evaluates, disseminates, and uses incident information to develop the
Incident Action Plan (IAP):

e Facilitates incident information to maintain situational awareness

¢ Provides periodic predictions on incident potential and incident course of actions in order to
assure appropriate staffing and resources to support the response

e Maintains the status of all resources assigned to the response

e Oversees the entire process of identifying and onboarding response staff, staff scheduling,
and demobilization of response staff

» Coordinates and facilitates meetings of the Incident Management Team and assures
processes are in place to facilitate coordination across the response

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major studyin health
administration, public health, nursing, education, emergency preparedness, social or physical
sciences or psychology or related field. Each additional year of approved formal education may
be substituted for one year of required work experience.

Experience: Seven years of experience in a public health or social service agency providing
planning, consultation or direct services.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications.

PREFERRED QUALIFICATIONS:

* Exceptional organization and planning skills
« Completion of National Incident Management System and Incident Command System

Maxim Healthcare Staffing Services, Inc. : Exhibit B-1 Contractor Initials __ @

$8-2020-DPHS-20-STAFF-04 Page 2 of 56 Date 07/14/2020

Doc ID: 20200714190907490



" New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

training

* Ability to communicate effectwely orally and in writing to individuals and groups

s Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during
periods of high stress '

¢ Must be willing to maintain appearance appropriate to assigned duties and responsibilities

Position Title: COVID-19 Public Health Response Safety and Logistics Officer

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Incident
Commander, the Safety and Logistics Officer will identify and provide necessary response needs
and assess safety hazards and take action to mitigate them. Responsibility includes the
. development of goals and objectives leading to effective strategies to assure incident response
needs are procured and that plans are in place to support the physical and mental health and
safety of emergency response personnel. :

ACCOUNTABILITIES:

s Monitors and assesses safety hazards

e Develops measures for ensuring pérsonnel safety

e Assesses facilities for safety hazards

e Participates in developing response plans regarding safety implications

¢ Provides safety briefings and distributes safety messages to response staff

. » Monitors incident operations and advises response leadership on all matters relating to the

health and safety of emergency response personnel

¢ Stops and prevents unsafe actions during incident operations

¢ Manages logistical needs across the five mission areas for incidents: protectlon prevention,
mitigation, response, and recovery

e Provides facilities, services, people, and materials in support of the incident

e Advises the Incident Commander (IC} on all matters relating to logistics planning, facilities,
communications, ordering, receipt, storage, transport, and onward movement of goods,
services, and personnel ' A

¢ Coordinates activities effectively with other members of the incident management team,
including Operations, Planning, and Finance r

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study in health
administration, public health, nursing, education, emergency preparedness, social or physical

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials __ Q_

$S-2020-DPHS-20-STAFF-04 " Page 3 of 56 Date _07/14/2020
Doc 1D: 20200714190907430 '



New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

sciences or psychology or related field. Each additional year of approved formal education may
be substituted for one year of required work experience.

Experie'nce: Five years' experience in a field or occupation health administration, public health,
nursing, education, emergency preparedness, social or physical sciences or psychology plus
three years of supervisory experience in any occupational area.

License/Certification: Valid New Hampshire driver's license, if necessary for travel throughout
the state. ' :

SPECIAL REQUIREMENTS: Availability to work nights and weeke.nds as scheduled.

PREFERED QUALIFICATIONS:

* 'Occupational health and safety'experience working within an erﬁergency response

» Completion of National Incident Mahagement System and Incident Command System t;aining
* Ability to communicate effectively orally and in writing to individuals and groups.

* Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during periods of
high stress.

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities.

Pasition Title: COVID-19 Health Screener

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Safety
Officer, the Health Screener will conduct a questionnaire and take the temperature of
individuals prior to entering facilities housing public health résponse staff. The Heaith Screener
is responsible for following applicable safety protocols as defined by the Safety Officer and
response leadership. '

ACCOUNTABILITIES:

e Conducts a questionnaire and take the temperature of all individuals entering facility

e Practices appropriate health and safety protocols '

* Registers individuals that enter the facility, if requested by supervisor

* Follows all requirements related to personal protective equipment, cleaning and distancing

e Performs other duties as assigned/necessary

§5-2020-DPHS-20-STAFF-04 Paged of 56 - Date 07/14/2020
Doc ID: 20200714190907490 '
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

MINIMUM QUALIFICATIONS:

Education: High School Diploma or GED equivalent required.
Experience: Two years of work experience in ahy setting required.
License/Certification: None.

SPECIAL REQUIREMENTS: Availability to work nights and weekends.as scheduled. Must be at
least 18 years of age.

PREFERRED QUALIFICATIONS

* Ability to effectively elicit/provide information to and from appropriate individuals (including,
but not limited to, supervisors, co-workers, clients) via strong communication skills

* Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during periods of
high stress

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities

€9

$8-2020-DPHS-20-STAFF-04 Page 5 of 56 ' Date _07/14/2020
Doc 1D: 20200714190907490
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Planning Section

. Customer Service Support Specialist

" §8-2020-DPHS-20-STAFF-04 Page 6 of 56 Date _07/14/2020
Doc ID: 20200714150907490
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New Hambshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Position Title: COVID-19.Customer Service Support Specialists

SCOPE OF WORK: Under the director of the COVID-19 Planning Chief, perform a variety of administrative
support tasks and to ensure the accuracy of administrative support activities. '

ACCOUNABILITIES:

Provides general administrative support, including typing; filing, answering

telephones or scheduling appointments.

Manage multi-line voice over internet {(VOIP) phone triage system. :

Types form letters and prepares rough and final report narratives and tabulations.
Receives and transcribes dictation to type letters, memoranda, fofms, and other materials.
Maintains and catalogues office supplies and materials for the response team. :
Operates a computer or other electronic equipment to input and retrieve a variety of data.
Provides information to the general public relating to agency procedures and policies.
Requires explaining facts, interpreting situations; or advising individuals, of

alternative or appropriate courses of action.

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency crede_ntiél. Each additional
year of approved formal education may be substituted for one year of required work
experience.

Experience: Two years of experience in administrative support position.

PREFERRED QUALIFICATIONS:

Excellent customer service skills.

Previous experience working in a medical setting.

Ability to maintain confidential information

Knowledge of modern office equipment and methods of operation.
Knowledge of business English, spelling, and arithmetic.

"Knowledge of office practices and procedures.

Ability to type a variety of correspondence and statistical material and reports
with speed and accuracy as well as transcribe dictation.

Ability to maintain fiscal or departmental records, as needed.

Ability to work independently.

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials

$5-2020-DPHS-20-STAFF-04 ' Page 7 of 56 Date 07/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

¢ Ability to establish and maintain harmonious and effective working relationships
with other employees and the public.

¢ Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority.

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor [nitials @ Q

07/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Operations Section

Case Investigation Branch

COVID-19 Case Investigation Branch Director .,

Case Investigation Unit : Case Coordination Unit
Case Investigation Unit Lead ~ Case Coordination Unit Leads
Nurse Investigator Case Coordination Support Specialists

Case Investigator

Position Title: COVID-19 Case Investigation Branch Director

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations
Chief, the COVID-19 Case Investigation Branch Director will supervise and monitor
public health COVID-19 response staff conducting case investigations, field visits and

Maxim Healthcare Staffing Services, inc. Exhibit B-1 Contractor Initials Q Q

: 07/14/2020
5§5-2020-DPHS-20-STAFF-04 Page 9 of 56 ' Date
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

issuing isolation and quarantine orders. Responsibility includes the development of
goals and objectives leading to effective strategies to combat the COVID-19 global
pandemic in New Hampshire..

ACCOUNTABILITIES:

e Supervises public health COVID-19 programs, including integrating the
development of program policies, goals and objectives, and monltorlng the
delivery of services

e Evaluates program operations for program effectiveness, cost effectiveness,
and staff utilization’ '

¢ Provides public health expertise and direct consultation services to health
agencies and organizations'

e Authors and coordinates submission of program narratives and financial reports,
including federal grant application and reports

¢ Directs the development of quality assurance standards and criteria for
public health programs _ .

e Develops broad agency standards to assure compliance with regulations, and
monitors quality of direct services provided by programs

¢ Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, investigation and
monitoring of COVID-19 cases

e Supervises professional and support staff in specialized programs with

_ responsibility for hiring, training, and performance appraisals
e Serves as subject matter expert for internal public health matters related to
- COVID-19 activities

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study -
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience.

Experience: Six years of experience in a phblic health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to respond to public health emergencies as they arise.

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 : Contractor Initials Q Q

) 07/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

PREFERRED QUALIFICATIONS:

Infectious Disease experience

Considerable knowledge of supervisory principles

Knowledge of mathematics and budget preparation

Knowledge of interviewing techniques

Ability to prepare budgets

Ability to negotiate agreements

Ability to communicate effectively orally and in writing to individuals and groups

" Ability to establish and maintain effective working relationships with

medical, other professional and administrative officials, governmental
officials and the public

Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency

appointing authority

s Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act (HIPAA)

Position Title: COVID-19 Investigation Unit Lead

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Case
Investigation Branch Director, the COVID-19 Investigation Unit Lead will supervise
and monitor public health COVID-19 response staff. This will include planning and
development of work procedures and policy for subordinate employees.

4

ACCOUNTABILITIES:

Supervises the operation of a COVID-19 Response organizational unit with
responsibility for evaluation of employee work performance

Plans and evaluates the implementation of COVID-19 Response unit
objectives, including developing and revising work methods and

procedures for subordinate employees

Prepares reports evaluating program effectiveness and recommends changes
in policies and methods

Dévelops, updates and reviews proposed training manuals and informational
materials to ensure consistency and conformance with overall agency
objectives and policies '

" Provides consultation to agency professionals and reviews recommendations

made by subordinate employees
Coordinates the development and drafting of plans, policies and procedures of a unit

MINIMUM QUALIFICATIONS:

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q ;

07/1472020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Education: Bachelor's degree from a recognized college or university with major study
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience. .

Experience: Five years of experience in a field or occupation health administration,
public health, nursing, education, emergency preparedness, social or physical sciences
or psychology plus three years of supervisory experience in any occupational area. If

> related to the program area, the supervisory experience will count as part of the five
years' total experience. Each additional year of approved work experience may be
substituted for one year of required formal education.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Medical background {e.g. nurse) preférred. Availability to
respond to public health emergencies as they arise. '

" PREFERRED QUALIFICATIONS: :
‘e Experience working in the field of infectious dlsease
¢ Trained in motivational interviewing & other interviewing techniques
e Ability to communicate effectively orally and in writing to individuals and groups
» Ability to establish and maintain effective working relationships with ‘
medical, other professional and administrative officials, governmental
officials and the public | :
e Mustbe willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority
e Experience working in the field of infectious disease
e Experience working with diverse populations
¢ Ability to discuss sensitive and confidential topics
* Strong interpersonal skills desired
¢ Ability to communicate effectively orally and in writing to individuals and gfoups
e Nurse preferred '

Position Title: COVID-19 Nurse investigator

SCOPE OF WORK: Applies specialized clinical skills, advanced public health nursing strategies
and epidemiological principles to investigate, prevent, and control the transmission of SARS

Maxim Heallhcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q Q

- 07/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

" CoV-2 (COVID-19) and other conditions of public health importance for the Division of Public
Health Service's Bureau of Infectious Disease Control.

ACCOUNTABILITIES: ' .
» Using nursing and epidemiological techniques, assesses and investigates individual reports
or outbreaks of SARS CoV-2 (COVID-19} among individuals and communities.
» Utilizes logical and scientific expertise to provide disease intervention
services including case investigations, interviewing infected patients,
- notifying possible contacts, and providing technical assistance to providers
to assure that patients with infectious diseases receive appropriate
diagnostic tests, treatment, follow-up testing, counseling, and referral:
¢ "~ Utilizing best practices, conducts telephonic interviews of patients
infected with COVID-19;
o Performs telephonic and field investigations to locate infected
individuals and partners who may be at risk of transmission and to
locate persons with positive diagnostic tests requiring treatment and
interview; :
. Expiains the requirements of isolation during the patient’s infectious period;
o Develops strategies to resolve the ongoing problems and prevent further cases
. related to current or future situaticns with the same pattern and risks. Provides
expert consultation to medical providers on treatment and transmission;
* Maintain training in appropriate use of personal protective equipment (PPE) in the
event filed investigations are necessary;
o Conducts field investigations, as needed.
¢ Provides specialized nursing consultative services, public health education, and
recommendations to health care facilities targeting the development of appropriate plans
for the prevention and control of communicable diseases.
s Initiates, assembles, and presents medical materials for use in the
development of improved COVID-19 prevention and control objectives using
guidelines put forth by the Centers for Disease Control and Prevention and
other relevant governmental health agencies. |
e Coordinates medical and non-medical care services for patients with COVID-19.
¢ Escalate client records to supervisor for consideration of legal orders, for
patients who verbally indicate refusal for adhere to voluntary isolation.
¢ Develops and maintains medical records and other related confidential documentation of
case management for clients receiving direct nursing care services.
* Maintains rigorous security and confidentiality procedures in accordance
with Bureau, Division, and Department policies.
o This position does not provide direct clinical care, however a background in
nursing is required to ensure appropriate leve!l of knowledge and

experience. .
Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q ;
07/14/2020
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

- MINIMUM QUALIFI.CATIONS:

Education: Bachelor's degree from a recognized college or university witha
major nursing or related human service field. Each additional year of approved
formal education may be substituted for one year of required work experience.

Experience: Three years' experience as a registered nurse in a health care facility or position
related to Epidemioclogy, Infectious Diseases or Public Health. Each additional year of approved
work experience may be substituted for one year of appropriate formal education.

License/Certification: Valid driver’s license and/or access to transportation for use in
statewide travel.

Special Requirements: Availability to respond to public health emergencies as they arise.

PREFERRED QUALIFICATIONS:

» Experience working in the field of infectious disease

e Experience working with diverse populations

s Ability to discuss sensitive and confidential topics

e Stronginterpersonal skills desired ' ,

* Trained in motivational interviewing & other interviewing techniques

¢ Ability to communicate effectively orally and in writing to individuals and groups

s Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public

* Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority

v

Position Title: COVID-19 Case Investigator

SCOPE OF WORK: To proQide highly specialized public health infectio_us disease
control with identified high-risk populations through investigation, education,
and development of programs and policies.

ACCOUNTABILITIES:

¢ Reviews and implements. program policies and procedures related to
transmission COVID-19.

o Utilizes logical and scientific expertise to provide disease intervention
services including case investigations, interviewing infected patients,

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q Q
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New Hampshire Department of Health and Human Services
Temporary Staffing Services :

Exhibit B-1 Job Descriptions

notifying possible contacts, and providing technical assistance to providers to’
. assure that patients with infectious diseases receive appropriate diagnostic
tests, treatment, follow-up testing, counseling, and referral
o Utilizing best practices, conducts telephonic interviews of patients
infected with COVIQ-IQ; ‘
¢ Performs telephonic and field investigations to locate infected
individuals and partners who may be at risk of transmission and to
locate persons with positive diagnostic tests requiring treatment and
interview;
» Explains the requirements of isolation during the patient’s infectious period;
¢ Maintain training in 'appropriate use of personal protective equipment
(PPE) in the event filed investigations are necessary;
¢ Conducts field investigations, as needed.

e |Initiates, assembles, and presents medical materials for use in the
development of improved COVID-19 prevention and control objectives using
guidelines put forth by the Centers for Disease Control and Prevention and
other relevant governmental health agencies.

» Coordinates medical and non-medical care services for patients with COVID-19.

¢ Escalate client records to supervisor for consideration of legal orders, for
patients who verbally indicate refusal for adhere to voluntary isolation.

e Maintains rigorous security and confidentiality procedures in accordance
with Bureau, Division, and Department policies.

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with a major
in public health, nursing, education, emergency preparedness, social or physical
sciences or psychology. Each additional year of approved formal education may
be substituted for one year of required work experience.

Experience: Four years of professional or paraprofessional experience in public
health, nursing, education, emergency preparedness, social or physical sciences
or psychology, with responsibility for program implementation, direct service
delivery, planning or program evaluation. Each additional year of approved work
experience may be substituted for one year of required formal education.

License/Certification: Driver’s license, if necessary for travel throughout the State.
Special Requirements: Availability to respond to public health emergencies as they arise.

PREFERRED QUALIFICATIONS:
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

s Experience working in the field of infectious disease

¢ Experience working with diverse populations

* Ability to discuss sensitive and confidential topics

¢ Strong interpersonal skills desired

e Trained in motivational interviewing & other interviewing techniques

s Ability to communicate effectively orally and in writing to individuals and groups

» Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public

e Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority

Position Title: COVID-19 Case Coordination Unit Lead

SCOPE OF WORK: Under the direction of the COVID-19 Case Investigation Branch Directors,
collects infectious disease-related clinical information from healthcare providers and
laboratories, requests, reviews, and interprets medical records, and enters data into
surveillance software. Researches and reviews information related to infectious disease
program policy, procedure, and regulations to provide accurate, consistent, and technically
proficient support for state infectious disease programs. Acts in a supervisory role in the COVID-
19 Case Coordination Unit.

ACCOUNTABILITIES:

e Researches and reviews infectious disease program policies, procedures and regulations for
use in providing technical assistance and medical information '

o Collects and verifies infectious disease-related clinical information through oral and written
communication with other state agencies, health care providers, laboratories, and the
public .

» Requests, reviews, and interprets medical records from healthcare organizations to
determine if an infectious disease occurred and whether the report requires further
intervention by COVID-19 investigators _

e Uses medical knowledge to triage, distribute and delegate disease reports from healthcare
providers and laboratories for follow-up as needed to COVID-19 investigators, other bureau
staff, city health departments, or out-of-state health departments

e Receives and logs disease incidence and case information in infectious disease surveillance
software systems, and monitors the receipt of infectious diseases reports and makes
recommendations for additional investigation to supervisors when potential anomalies are

detected :
Z
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

e Requires partial supervision of other employees doing work including assigning job duties,
providing training, giving instructions and checking work :

* Implements quality assurance procedures to ensure completeness, accuracy, and validity of
coltlected and documented clinical information, and participates in efforts to streamline
work processes and makes recommendations for improvement

e Reviews, clarifies, interprets, and explains state infectious disease reporting laws,
department rules and department policy to medical providers, other professionals and the
public

e Develops and brepares infectious disease-related policy or procedural manuals, reports and
publications according to established guidelines and procedures

e Maintains rigorous security and confidentiality procedures in accordance with Bureau,
'Division, and Department policies

MINIMUM QUALIFICATIONS:

Education: Associates’s degree from a recognized college or university with a major study in a
health, medical or paramedical field. Each additional year of approved formal education may be
substituted for one year of required work experience.

Experience: Two years of professional or paraprofessional experience in a healthcare setting at
the level of a nurse, medical assistant, paramedic, or related occupation. At least one year of
supervisory or work delegation experience. Each additional year of approved work experiehce
may be substituted for one year of required formal education. '

PREFERRED QUALIFICATIONS:
* Experience with infectious disease

e Experience working in a medical office

e Experience collecting and communicating about sensitive health information and operating
in an environment covered by the Health Insurance Portability and Accountability Act
(HIPAA) ' '

* Ability to communita.te effectively in oral and written form and to establish and maintain

effective relationships with governmental! officials, other employees and the general public

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities as

determined by the agency appointing authority

Position Title: Case Coordination Support Specialists

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types of applications.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

ACCOUNTABILITIES

* Enters diversified data for various types of applications into online computerlzed data bank
* Verifies the data entered by other operators to ensure accuracy of computer run

* Researches keymg errors and corrects the information for processing

* Uses computerized equipment for validation of source documents

» Sorts and files data according to standardized procedures

* Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience.

Experience: Two years of clerical experience, including six months of operating data
entry eguipment,

PREFERRED QUALIFICATIONS:

e Experience working in a medical setting

¢ Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act {HIPAA)

e Knowledge of keying and data entry systems

o 'Knowledge of the uses and principles of codes and coded information

» Skillin entering data into computer systems and databases

* Ability to type data accurately and rapidly

s Ability to comprehend and follow instructions '

¢ Ability to establish and maintain harmonious working relationships with associates

¢ Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Operations Section

Contact Tracing and Monitoring Branch

COVID-19 Contact Tracing and Monitoring Branch Director

Monitoring Unit : * Contact Tracing Unit
Monitoring Unit Leads Contact Tracing Unit Leads
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Contact Tracer/Health Monitor Contact Tracer/Health Monitor

Position Title: COVID-19 Contact Tracing and Monitoring Branch Director

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations
Chief, the COVID-19 Contact Tracing and Monitoring Branch Director will supervise and
monitor public health COVID-19 response staff conducting case investigations, contact
tracing and patient monitoring. Responsibility includes the development of goals and
objectives leading to effective strategies to combat the COVID-19 global pandemic in
New Hampshire.

ACCOUNTABILITIES: .

s Supervises public health COVID-19 programs, including integrating the
development of program policies, goals and objectives, and monitoring the
delivery of services

e Evaluates program operations for program effectiveness, cost effectiveness,
and staff vtilization

e Provides public health expertise and direct consultation services to health
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New Hampshire Department of Health and Human Servuces
Temporary Staffing Services

Exhibit B-1 Job Descriptions

agencies and organizations

+ Authors and coordinates submission of program narratives and financial reports,
including federal grant application and reports '

¢ Directs the development of quality assurance standards and criteria for
public health programs

¢ Develops broad agency standards to assure comphance with regulations, and
manitars quallty of direct services provided by programs

¢ Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, investigation and
monitoring of COVID-19cases

e Supervises professional and support staff in specialized programs with
responsibility for hiring, training, and performance appraisals

e Serves as subject matter expert for internal public health matters related to
COVID-19 activities

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences ar psychology. Each additional year of approved formal
education may be substituted for one year of required work experience.

Experience: Six years of experience in a public health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's license, if necessary for travel throughout the State.
SPECIAL REQUIREMENTS: Availability to respond to public health emergencies as they arise.

PREFERED QUALIFICATIONS:

¢ [nfectious Disease experience

» Considerable knowledge of supervisory principles

¢ Knowledge of mathematics and budget preparation

» Knowledge of interviewing techniques

e Ability to prepare budgets

o Ability to negotiate agreements

» Ability to communicate effectively orally and in writing to individuals and groups.

e Ability to establish and maintain effective working relationships with
medical, other professional and administrative officials, governmental
officials and the public
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

* * Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority

Pasition Title: COVID-19 Operations Unit Lead: Contact Tracing/Health Monitoring

SCOPE OF WORK: Under the guidance and superv'ision of the COVID-19 Contact
Tracing and Monitoring Branch Director, the COVID-19 Operations Unit Lead serves
as a Team Lead to provide supervision and monitoring of a team of public health
COVID-19 response staff. This will include planning and development of work
procedures and policy for subordinate employees. '
'ACCOUNTABILITIES:
* Supervises the implementation of daily administrative procedures for a
COVID-19 Operations Responée unit
o Reviews work of subordinates to determine compliance with COVID-19
procedures and policies
e Evaluates employee work performance and provides feedback for skills improvement.
¢ Maintains records on COVID-19 Response unit effectiveness and provides
appropriate statistics to the COVID-19 Contact Tracing and Monitoring
~ Branch Director
o Delegate daily workload and areas of responsibility to subordinate unit members,
including training unit members in established work procedures
& Investigates problems and complaints, including developing and implementing solutions

1

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience.

Experience: Three years of experience in health administration, public health, nursing,
education, emergency preparedness, social or physical sciences or psychology plus
three years of supervisory experience in any occupational area. If related to the
program area, the supervisory experience will count as part of the five years' total
experience. Each additional year of approved work experience may be substituted for
one year of required formal education.

PREFERED QUALIFICATIONS: ,
e Experience working in the field of infectious disease
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

¢ Trained in motivational interviewing & otherinterviewing techniques. .
o Ability to communicate effectively orally and in writing to individuals and groups .
¢ Ability to establish and maintain effective working relationships with
 medical; other-professional and administrative officials, governmental

officials and the public
e Must be willing to maintain appearance appropriate to assigned

duties and responsibilities as determined by the agency

appointing authority
* Nurse preferred

License/Certification: Valid driver's license, if necessary for travel throughout the State.

Position Title: Contact Tracer/Health Monitor

SCOPE OF WORK: To provide public health disease control through'investigation,
education, analysis and control of disease exposure.

ACCOUNTABILITIES:
¢ In a professional and empathetlc manner, performs telephone interviews of:

o Individuals identified to be infected with or have been in contact with someone
diagnosed with COVID-19, and in doing so, reinforce need for isolation and how
to do so

¢ Individuals identified to have been in contact with somecone diagnosed with COVID-
19, and in doing so, articulate need to quarantine and guidance on how to do so

e Assess clients for symptoms of COVID-19, need for additional health screening and -
make referrals to testing, as necessary; enroll clients in monitoring for COVID-19
symptoms for the duration of their quarantine or isclation period

¢ Collect and maintain electronic records and other related confidential
documentation of case management for clients in the Contact Tracing Salesforce
Platform and New Hampshire Electronic Disease Surveillance System (NHEDSS)

¢ Assess the need and make referrals for additional services for those who are under
quarantine (housing, food, etc.).

e Escalate client records to supervisor for consideration of legal orders, for clients who
verbally indicate refusal for adhere to voluntary gquarantine

« Maintains rigorous security and confidentiality procedures in accordance
with Bureau, Division, and Department policies

MINIMUM QUALIFICATIONS:

Education: Associate's degree from an accredited institute of higher education with
major study in health administration, public health, nursing, education,
emergency preparedness, social or physical sciences or psychology. Each
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New Hampshire Départment of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

additional year of approved formal education may be substituted for one year of
required work experience.

Experience: Three years of experience in a field of health administration, public health,
nursing, education, emergency preparedness, social or physical sciences or
psychology, with responsibility for providing program information to others. Each
additional year of approved work experience may be substituted for one year of
required formal education.

PREFERED QUALIFICATIONS:
¢ Experience with telephonic interviews
e Ability to communicate effectively orally and in writing to individuals and groups.
¢ Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority

Operations Section

Surveillance and Epidemiology Branch

COVID-19 Surveillance and Epidemiology Branch Director

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contraclor initials @ ;

- 0771472020
$8-2020-DPHS-20-STAFF-04 ’ Page 24 of 56 Date

Doc 1D; 20200714190907490



New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

COVID Epidemiology Unit COVID Cluster Investigation Unit
Epidemiology Unit Leads Infection Prevention/Cluster Investigation Unit Lead
Epidemiologists Infection Preventionist/Investigators

Data Entry Specialists

Position Title: COVID-19 Epidemiology and Surveillance Branch Director

- SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations

~ Section Chief, the COVID-19 Epidemiology and Surveillance Branch Director will
supervise and monitor public health COVID-19 response staff conducting case
investigations, contact tracing and patient monitoring. Responsibility includes the
development of goals and objectives related to epidemiology and surveillance leading
to effective strategies to combat the COVID-19 global pandemic in New Hampshire.

ACCOUNTABILITIES:

e Supervises public health COVID-19 surveillance and epidemiology teams,
including integrating the development of program policies, goals and objectives,
and monitoring the delivery of services

s Evaluates program operations for program effectiveness, cost effectiveness,
and staff utilization

e Provides epidemiology expertise and direct consultation services to health
agencies and organizations
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New Hampshire Department of Health and Human Services’
Temporary Staffing Services

Exhibit B-1 Job Descriptions

¢ Authors and coordinates submission of program narratives and financial reports,
including federal grant application and reports

¢ Directs the development of quality assurance standards and criteria for
public health programs -

o Develops broad agency standards to assure compliance with regulations, and
monitors quality of direct services provided by programs

e (Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, investigation and
monitoring of COVID-19 cases

e Supervises professional and epidemiology staff in specialized programs with
responsibility for hiring, training, and performance appraisals

¢ Serves as subject matter expert for epidemiology and surveillance matters
related to COVID-19 activities :

e Ensures availability to support the Department as needed in the event of a public
health emergency

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major'study
in health administration, epidemiology, public health, nursing, education, emergency
preparedness, social or physical sciences or psychology. Each additional year of
approved formal education may be substituted for one year of required work
experience.

Experience: Six years of experience in a public health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

PREFERED QUALIFICATIONS:

» Considerable knowledge of epidemiology, statistics, and data visualization

¢ Coursework in epidemioclogy, biostatistics, health services research or
administration preferred

e Experience or training in managing information technology projects preferred

» Considerable knowledge of supervisory principles

* Knowledge of mathematics and budget preparation

¢ Knowledge of interviewing techniques .

o Ability to communicate effectively orally and in writing to individuals and groups

e Ability to establish and maintain effective working relationships with
medical, other professional and administrative officials, governmental
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New’Hambshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

officials and the public .

¢ Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority

Position Title: COVID-19 Epidemiology Unit Lead

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Branch Director, the COVID-19 Epidemiology Unit Lead, oversees program
activities, such as interpretation of statewide data, policies and procedures for use in
COVID-19 planning and response. Oversees the use of surveillance systems to track

the occurrence of infectious diseases and COVID-19.

ACCOUNTABILITIES:

¢ Supervises other epidemiology professional staff, including providing
training, and delegation of work

¢ Conducts and guides in planning and coordination of epidemiological investigations,
including but not limited to: 1) guiding study design and questionnaire or other data
collection instrument development; 2} conducting statistical analysis and adapting
technique to fulfill specific needs; 3) conducting site visits and interviews of patients
and/or healthcare providers; and 4} interpreting and communicating findings for a
variety of audiences

» Develops and revises methods and procedures related to data collection systems
necessary to provide and link the data for statistical analysis relevant to COVID-19

» Oversees epidemiological investigations following the approved protocol; collects,
analyzes and interprets disease reports and other information '

e Applies scientific knowledge, manages data from surveillance projects, and
performs complex epidemiologic analysis (descriptive and comprehénsive
analysis) using statistical software programs

e Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity

¢ Consults with state, regional and local partners and agencies, the NH Public Health
Laboratories and private laboratories, medical providers, and others to ensure
coordination and prompt response to disease investigation.

e Finalizes routine, interim and final reports on COVID-19 cases, laboratory
testing, and investigations and outbreaks as established by protocols

e Finalizes protocols for COVID-19 investigations and develop emergency
preparedness plans as requested by supervisor

s Serves as a resource for current information about COVID-19; provides education
materials to clinical staff, the public, medical providers, Department staff and

others
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

¢ Analyzes existing disease investigation, prevention and control policies and
procedures in order to recammend effective changes to enhance COVID-19
disease reporting and prevention activities

o Makes formal presentations as requested and attends conferences, meetings and
trainings as requested ‘

* Assists in the preparation of new and continuing federal grants

¢ Conducts other disease investigation, outbreak management and epidemiology
projects at the request of the supervisor

e Ensures availability to support the Department as needed in the event of a

" public health emergency

MINIMUM QUALIFICATIONS:

Education: Master’s degree from a recognized college or university with major study in
epidemiology, biostatistics, public health, or related health field preferred. Each
additional year of approved formal education may be substituted for one year of
required work experience.

Experience: Four years of professional experience in public health, biostatistics, data
analysis, and/or epidemiology, with responsibilities in program research, planning,
monitoring, and evaluation.

OR

Education: Bachelor’s degree from a recognized college or university with major study
in epidemiology, biostatistics, public health, or related health field

Experience: Five years of professional experience in public health, biostatistics, data
analysis, and/or epidemiology with responsibilities in program research, planning,
_monitoring, and evaluation. Each additional year of approved work experience may

be substituted for one year of required formal education. :

License/Certification: Valid driver’s license or access to transportation for statewide
travel required.

PREFERRED QUALIFICATIONS:

+ Knowledge and experience in epidemiologic methods and statistical
analysis as well proficiency in computer applicationsl and statistical
software preferred

* Understanding of social determinants of health

¢ Applied public health experience
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

e Experience with emergency preparedness and response
¢ Experience communicating with the public and medical providers on medical issues
e Master's degree from a recognized university with major study in
epidemiology preferred
e Considerable ability to communicate clearly and concisely both in oral and
written form, communicate with the public and medical providers on medical
and other issues, perform technical writing, and evaluate and analyze program
effectiveness and resource unitization; knowledge and experience in
supervision preferred

Position Title: COVID-19 Epidemiologist

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Unit Lead the COVID-19 Epidemiologist analyzes and interprets statewide
data, policies and procedures for use in COVID-19 planning and response. Utilizes-
surveillance systems to track the occurrence of infectious diseases and COVID-19.
Analyzes and interprets complex data sets for reporting and informing disease
intervention activities.

ACCOUNTABILITIES:

¢ Conducts and participates in the planning and coordination of epidemiological
investigations, including but not limited to: 1) conducting statistical analysis and
adapting technique to fulfill specific needs; 2) conducting site visits and interviews
of patients and/or healthcare providers; and 3) interpreting and communicating
findings for a variety of audiences :

e Implements methods and procedures related to data collection systems
necessary to provide and link the data for statistical analysis relevant to
COovID-19 : .

e Conducts epidemiological investigations following the approved protocol; collects,
analyzes and interprets disease reports and other information.

o Applies scientific knowledge, manages data from surveillance projects, and
performs complex epidemiologic analysis {descriptive and comprehensive
analysis) using statistical software programs

¢ Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity

* Consults with state, regional and local partners and agencies, the NH Public Health
Laboratories and private laboratories, medical providers, and others to ensure
coordination and prompt response to disease investigations

» Drafts routine, interim and final reports on COVID-19 cases, laboratory
testing, and investigations and outbreaks as established by protocols

» Writes protocols for COVID-19 investigations and dgvelop emergency preparedness
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

plans as requested by supervisor

¢ Analyzes existing disease investigation, preventlon and control policies and
procedures in order to recommend effective changes to enhance COVID-19
disease reporting and prevention activities

¢ Makes formal presentations as requested and attends conferences meetings and
trainings as requested '

¢ Conducts other disease investigation, outbreak management and epidemiology
projects at the request of the supervisor

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree from a recognized college or university with major study
in epidemiology, biostatistics, public health, or related health field

Experience: Five years' professional experience in public health, biostatistics, data
analysis, and/or epidemiology with responsibilities in program research, planning,
manhitoring, and evaluation. Each additional year of approved work experience may
be substituted for one year of required formal education.

License/Certification: Valid driver’s license or access to transportatlon for statewide
travel required.

PREFERRED QUALIFICATIONS:

e Knowledge and experience in epidemiologic methods and statistical
analysis as well proficiency in computer applications and statistical
software preferred
¢ Understanding of social determinants of health, applied public health
experience and emergency preparedness and response
¢ Bachelor's degree from a recognized university with major study in epidemiology
preferred; considerable ability to communicate clearly and concisely both in oral
and written form
s Ability to communicate with the public and medical providers on medical and other issues
¢ Perform technical writing

Position Title: COVID-19 Infection Prevention/Cluster Investigation Unit Lead

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Branch Director, the COVID-19 Infection Prevention/Cluster Investigation
Unit Lead oversees program activities, such as cluster investigation in healthcare

facilities and other congregate settings, develops policies and procedures for use in .
COVID-19 planning and response. Oversees infection prevention activities in
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

respondirig to COVID-19 and enhances tracking systems to monitor clusters or
outbreaks.

ACCOUNTABILITIES:

Supervises other infection prevention professional staff, including providing
training, and delegation of work

Conducts and guides in planning and coordination of investigations in congregate
Settings and healthcare; including but not limited to: 1) guiding investigation steps
and development of data collection tools to identify infection control concerns; 2)
works with staff to conduct statistical analysis; 3} conducting site visits and
interviews of patients and/or healthcare providers; and 4) interpreting and
communicating findings for a variety of audiences

Develops and revises methods and procedures related to infection prevention for COVID-19
Oversees cluster/outbreak investigations following the approved protocol; revises
and communicates suggestions to improve protocols; collects and interprets
disease reports and other information

Applies scientific knowledge, best practice in infection prevention, to effectively
respond to outbreaks and clusters and mitigate infection control concerns
identified

Collaborates with federal, other state and local agencies to provide ongoing
statewide infection prevention and COVID-19 investigation

Consults with state, regional and local partners and agencies, the NH Public
Health Laboratories and private laboratories, medical providers, Health Facilities
Administration, and others to ensure coordination and prompt response

Finalizes routine, interim and final reports on COVID-19 outbreaks and clusters
Finalizes protocols for COVID-19 cluster investigations and develops infection
prevention plans as requested by supervisor

Serves as a resource for current infection prevention information about COVID-19.
Provides education materials to clinical staff, the public, medical providers,
Department staff and others

Analyzes existing policies and procedures in order to recommend effectlve
changes to enhance COVID-19 disease reporting and prevention activities

Makes formal presentations as requested and attends conferences meetings and

trainings as requested

Assists in the preparatlon of new and continuing federal grants

Conducts other disease investigation and outbreak management projects at the
request of the supervisor

Ensures availability to support the Department as needed in the event of a
public health emergency

MINIMUM QUALIFICATIONS:
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Education: Master’s degree from a recognized cbilege or university with major study
in nursing, infection prevention, epidemiology, public health, or related health field
preferred. Each additional year of approved formal education may be substituted for
one year of required work experience.

Experience: Foer years of professional experience in infection prevention,
healthcare, public health and/or healthcare epidemiology, with responStbllltles in
program research, planning, monitoring, and evaluation.

OR

Education: Bachelor's degree from a recognized college or university with major study
in nursing, infection prevention, epidemiology, public health, or related health field

Experience: Five years of professional experience in in infection prevention,
healthcare, public health and/or healthcare epidemiology, with responsibilities in
program research, planning, monitoring, and evaluation. Each additional year of
approved work experience may be substituted for one year of required formal
education.

License/Certification: Valid driver’s license or access to transportation for statewide
travel required.

PREFERRED QUALIFICATIONS: -

» Knowledge and experience in outbreak investigation methods, infection
prevention, and proficiency in computer applications and ability to analyze data

¢ Understanding of social determinants of health

¢ Applied infection prevention and public health experience preferred

e Experience with emergency hreparedness and response

e Experience communicating with the public and medical providers on medical issues

¢ Master's degree from a recognized university with major study in nursing,
infection prevention, and/or epidemioclogy preferred

» Considerable ability to communicate clearly and concisely both in oral and -
written form, communicate with the public and medical providers on medical
and other issues, perform technical writing, and evaluate and analyze program
effectiveness and resource unitization; knowledge and experience in
supervision preferred

" Position Title: COVID-19 Infection Prevention investigator
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SCOPE OF WORK: Under the direct supervision of the COVID-19 Infection
Prevention/Cluster investigation Unit Lead, the COVID-19 infection prevention
‘investigator conducts investigations in congregate, institutional, business, or
healthcare settings and provides infection prevention recommendations and
guidance to affected locations. Analyzes and interprets data from investigations,
documents investigations, and works on policies and procedures for use in COVID-
19 planning and response. '

ACCOUNTABILITIES:

¢ Conducts and participates in cluster and outbreak investigations of COVID-19 and
provides infection prevention recomme_ndatio_ns relevant to specific settings

s Implements methods and procedures related to data collection systems
necessary to provide and link the data for cluster investigations

¢ Conducts investigations following the approved protocol; collects, analyzes and
interprets investigation reports and other information

e Applies scientific infection prevention knowledge to investigations

e Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity

¢ Consults with state, regional and local partners and agencies, the NH Public
Health Laboratories and private laboratories, Health Facilities Administration,
medical providers, and others to ensure coordination and prompt response to
clusterinvestigations

¢ Drafts reports on COVID-19 outbreaks and clusters for review by supervisor

e (Coordinates testing strategy, site visits as necessary, and necessary follow-up to
locations or settings experiencing an outbreak or cluster of COVID-19

» Analyzes existing infection prevention and control policies and procedures and
provides recommendations to supervisor

¢ Makes formal presentations as requested and attends conferences, meetings and
trainings as requested

- o Conducts other investigation, outhreak management and COVID-19 projects at

the request of the supervisor

MINIMUM QUALIFICATIONS:

Education: Bachelor’'s degree from a recognized college or university with major study
in nursing, infection prevention, epidemiology, public health, or related health field.

Experience: Five years of professional experience in nursing, infection prevention,
public health, or healthcare epidemiology with responsibilities in program research,
planning, monitoring, and evaluation. Each additional year of approved waork
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experience may be substituted for one year of required formal education.

License/Certification: Valid driver’s license or access to transportation for statewide
travel required. ’ :

PREFERRED QUALIFICATIONS:

*» Knowledge and experience in outhreak investigations and infection
prevention :

¢ Proficiency in computer applications preferred

¢ Understanding of social determinants of health, applied public health
experience and emergency preparedness and response

e Bachelor's degree from a recognized university with major study in nursing
and/or healthcare epidemiology preferred

¢ Considerable ability to communicate clearly and concisely both in oral and
written form

¢ Ability to communicate with the public and medical providers on medical and other issues

o Perform technical writing

o Nurse preferred.

Position Title: Data Entry Specialist

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types of applications.

ACCOUNTABILITIES _

» Enters diversified data for various types of applications into online computerized data bank
» Verifies the data entered by other operators to ensure accuracy of computer run

* Researches keying errors and corrects the information for processing.

¢ Uses computerized equipment for validation of source documents

* Sorts and files data according to standardized procedures

» Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience. .

Experience: Two years of clerical experience, including six months of operating data
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entry equipment.

PREFERRED QUALIFICATIONS:

Knowledge of keying and data entry systems

Knowledge of the uses and principles of codes and coded mformatnon

Skill in entering data into computer systems and databases

Ability to type data accurately and rapidly

Ability to comprehend and follow instructions

Ability to establish and maintain harmonious working relationships with associates
Must be willing to maintain appearance appropriate to assigned duties and
responsibilities.as determined by the agency appointing authority

Experience working in a medical setting

Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act (HIPAA)

Laboratory Branch

Microbiologist IV
Microbiologist Il
Laboratory Scientist Il
Central Receiving
Data Entry Sp'ecialists
Program Specialist llI
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Position Title: COVID-19 Microbiologist IV

SCOPE OF WORK: Oversees laboratory activities in the area of virology and special
testing with responsibility for supervising laboratory specialists, developing and
performing complex micrabiological procedures, and reporting high-quality test
results.

ACCOUNTABILITIES:

e Performs and interprets complex microbioclogical laboratory tests on human,
animal and environmentat specimens and reports the results to health care and
public health professionals to assist in protecting the public health and to assist
the provider in diagnoses and treatment decisions; maintains flexibility to cope
with assignments that may vary from day to day depending on workload; exhibits
competency in all tasks of laboratory unit or specialty to which assigned

¢ Serves as the Supervisor of the Virology and Special Testing Laboratory Unit;
supervises and schedules staff assigned to the laboratory unit and performs special
laboratory functions to assure effective, efficient operations; participates in
employee performance evaluations and the interview process; trains subordinate
microbiologists and laboratory assistants; trains and offers technical assistance to
field personnel; documents all training activities and competency assessment to
assure compliance with federal regulations
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* Independently reports results; enters test results and quality control data into
Laboratory Information Management System (LIMS) to accurately track testing
process and assure its validity; reviews data and corrects inaccuracies. Queries
database to gather information for lab users; prepares statistical reports from
the data to satisfy management and client needs '

e Performs, documents, and evaluates quality control to assure accuracy of test
results; drafts laboratory procedures and makes recommendations for changes in
methodology to assure effective workflow; ensures compliance with all federal
regulations '

e Operates, maintains, and troubleshoots highly complex laboratory equipment
to provide quality assured laboratory test results and to assure timely
performance of analyses

s Participates in proficiency testing, and other quality assurance activities, to assure
individual competence, to meet federal regulations and to enhance the Public
Health Laboratories’ reputation; ensures that program is represented on PHL
Quality Assurance Committee .

» Communicates with health care providers and other laboratory users to convey
test results with their interpretation and laboratory information for diagnostic and
treatment decisions; maintains confidentiality at all times

¢ Oversees inventory of supplies, reagents, and instrument parts to assure constant
ability to perform testing; understands, follows, and teaches subordinates all
laboratory safety rules, to protect self and co-workers _

e Assists the Virology and Molecular Diagnostics Program Manager in preparing grant
applications, budget needs and progress reports; oversees laboratory projects such
as evaluating a new procedure or chairing a taskforce, as assigned, and actively
participates on laboratory committees to support PHL infrastructure; manages
laboratory unit as Unit Supervisor

¢ . Works flexible hours when the public health situation demands; attends disease
outbreak meetings with professionals from other department bureaus and

. coordinates laboratory response

MINIMUM QUALIFICATIONS:

Education: Master's degree from a recognized college or university with a minimum of thirty-
six {36) credits in the field of microbiology, medical technology, the biological sciences, the
health sciences, or the health professions. Each additional year of approved formal education
may be substituted for one year of required work experience. Professional certification in the
specialty of microbiology may be substituted for one year of required work experience.

Experience: Five years of experience in a microbiological, clinical or public health
laboratory, with one year in a supervisory level position.
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License/Certification: Applicants must meet certification requirements of the Centers
for Medicare and Medicaid Services for Clinical Laboratory Personnel {CLIA '88).

SPECIAL REQUIREMENTS:

1. Must demonstrate successful completion of basic Core Training and Intermediate
Training or their equivalent plus Advanced Level Training specialized to job function
or itsequivalent.

2. Must receive satisfactory performance evaluation and performance based
recommendation from Supervisors and Laboratory Administrator.

3. Must be willing to obtain security clearance to work with Select Agents

- according to the Select Agent Rule requirements.

SPECIAL QUALIFICATIONS:

Must be able to rotate among testing areas according to workload needs. Visual
deficiencies must not interfere with ability to perform laboratory analyses. Physical
condition must allow for the administration of vaccines and/or necessary f
diagnostics tests and be willing to take vaccines that will allow working with Select’
Agents, e.g., anthrax and smallpox vaccines. Superior manual dexterity and
coordination required. Must be willing and able to handle unpleasant and/or
hazardous specimens such as feces, sputum, blood, vomitus, urine, animal heads,
and samples known to contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B vaccine.

Position Title: COVID-19 Microbiologist ||

SCOPE OF WORK: Conducts and interprets quality assured and time dependeht
microbiologic and molecular diagnostic analyses on human, animal and environmental -
specimens in support of public health activities. Conducts DNA sequence-based
surveillance activities to support the mission of NH PHL.

ACCOUNTABILITIES:
t

o Performs and interprets laboratory tests on clinical and environmental specimens using a
variety of microbiological and molecular techniques such as Polymerase chain reaction
{PCR), DNA sequencing and next generation sequencing in support of public health
activities’ participates in DNA sequence- based surveillance activities to support the mission
of NHPHL

¢ Performs QC and analysis on Sanger sequencing and next generation sequencing
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data using computer software

» Operates, maintains, and troubleshoots complex laboratory equipment to provide
quality assured laboratory test results and to assure timely performance of analyses;
prepares reagents and monitors supplies and instrument parts to assure constant ability
to performtesting

e Enters test results and quality control data into Laboratory Information Management
System (LIMS) to accurately track testing process and assure its validity; reviews data and
corrects inaccuracies; queries database to gather information for labusers ‘

e Understands and adheres to strict quality control policies; participates in proficiency
testing to demonstrate competency, as required by federal regulations; performs
quality improvement projects as assigned

* Conducts evaluation and validation of laboratory methodologies and instrumentation in
detecting and characterizing microorganisms; drafts reports and procedures pertaining
to method implementation

e Communicates with public health officials, health care providers, and other laboratory
users to convey test results with their interpretation for patient diagnosis and treatment
decisions; maintains confidentiality at all times

s Provides training to subordinate microbiologists, laboratory scientists, and students;
participates in cross training as directed to meet agency goals and assure coverage for
disease outbreaks; attends training to enhance job knowledge :

e Following strict laboratory safety procedures, works with highly infectious
microorganisms, which cause diseases in humans

» Actively participates on laboratory committees and task forces to comply with laboratory
policies and meet federal regulations

MINIMUM QUALIFICATIONS:

Education: Master's degree from a recognized college or university with a minimum of thirty-
six {36) credits in the field of microbiology, medical technology, the biological sciences, the
health sciences, or the health professions. Each additional year of approved formal education
may be substituted for one year of required work experience. Professional certification in the
specialty of microbiology or molecular diagnostics may be substituted for one year of required
work experience.

Experience: Three years of experience in a microbiological, clinical, or public health
laboratory performing clinical microbiology procedures.

OR

Education: Bachelor’s degree from a recognized college or university with major study
in microbiology, medical technology, the biological sciences, the health sciences or the
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health professions. Professional certification in the specialty of microbiology or
molecular diagnostics may be substituted for one year of required work experience.

Experience: Four years of experience in microbiological, clinical, or public health
laboratory performing clinical microbiology procedures.

License/Certification: Applicants must meet certification requirements of the Centers
for Medicare and Medicaid Services for Clinical Laboratory Personnel (CLIA '88).

SPECIAL REQUIREMENTS:

1. Must be willing to obtain security clearance to work with Select Agents according to
the Select Agent Rule requirements.

2. Must demonstrate successful completion of basic Core Training or its equivalent plus
Intermediate Level Training specialized to job function or its equivalent.

3. Must receive satisfactory performance evaluation and performance based
recommendation from Supervisors and Laboratory Administrator.

4. Understands and adheres to strict laboratory safety protocols, undergoes diagnostic

. testing and receives vaccines where appropriate to provide for personal safety.

5. Understands the public health mission and works flexible hours when required.

6. Must wear personal protective equipment that may cause discomfort.

7. Must maintain laboratory expertise.

SPECIAL QUALIFICATIONS: Must be able to rotate among testing areas according to
workload needs. Visual deficiencies must not interfere with ability to perform
laboratory analyses. Superior manual dexterity and coordination required. Must be
willing and able to handle unpleasant and/or hazardous specimeﬁs such as feces,
sputum, blood, vomitus, urine, brain tissue, shellfish meats, septage, and samples that
are known to or may contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B or other vaccines if applicable to
position. Physical condition must allow for the administration of vaccines and/or
necessary diagnostics tests.

Position Title: Public Health Labaoratory Scientist Il

SCOPE OF WORK: Analyzes specimens and interprets and reports results of a variety of
laboratory tests in support of public health activities.

ACCOUNTABILITIES:
¢ Performs and interprets complex laboratory tests on human, animal and
environmental specimens and reports results to health care and public health

. | . -
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professionals to assist in protecting the public health and to assist the provider in
diagnoses and treatment decisions; maintains flexibility to cope with assignments
that may vary from day to day depending on workload

* Enters data into Laboratory Information Management System {LIMS) to
accurately track testing process; reviews data and corrects inaccuracies; queries
database to gathér and interpret information for lab users or the public

e Performs, documents, and evaluates quality control to assure accuracy of test
results; assists with drafting of'laboratory,procedures and makes
recommendations for changes in methodology to assure effective workflow;
assists in the development of new methods

e Operates, maintains, and troubleshoots complex laboratory equipment to
provide quality assured laboratory test results and to assure timely performance
of analyses '

* Participates in proficiency testing, and other quality assurance activities, to assure
individual competence, to meet federal regulations and to enhance the Public
Health Laboratories’ reputation '

¢ Trains subordinate laboratory scientists and laboratory assistants; trains and offers
technical assistance to field personnel; reviews data entry of other staff to ensure
accuracy of information; documents all training activities to assure compliance
with federal regulations

e Communicates with health care providers. and other laboratory users to convey test
results and laboratory information for diagnostic and treatment decisions;
maintains confidentiality at all times.

+ QOversees inventory of supplies, reagents, and instrument parts to assure constant
ability to perform testing; understands, and follows, all laboratory safety rutes, to
protect self and co-workers ‘

¢ . Oversees laboratory projects such as evaluating a new procedure or chairing a
taskforce, as assigned, and actively participates on laboratory committees to
sup'port PHL infrastructure; contributes to laboratory related publications such as
newsletter articles, poster presentations, peer reviewed journals

*  Works flexible hours when the public health situation demands

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree from a recognized college or university with major study
in the biological sciences, health sciences, or physical sciences.

Experience: Two years of experience in a clinical or public health laboratory.

License/Certification: Applicants must meet certification requirements of the Health
Care Financing Administration for Clinical Laboratory Personnel (CLIA ’88).
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SPECIAL REQUIREMENTS:

1. For appointment consideration, Laboratory Scientist Il applicants must
successfully participate in a structured interview measuring possession of
_knowledge, skills and abilities identified as necessary for satisfactory job
performance by this class specification. The structured interview is developed and
‘administered, according to Division of Personnel guidelines, by representatives of
the State agency in which the vacancy exists.
2. Must demonstrate successful completion of basic Core Training or its
equivalent plus Intermediate Level Training specialized to job function or its
equivalent.
3. Must receive satisfactory performance evaluation and performance based
recommendation frqm Supervisors and Laboratory Administrator.

SPECIAL QUALIFICATIONS: Visual deficiencies must not interfere with ability to
perform laboratory analyses. Physical condition must allow for the administration of
vaccines and/or necessary diagnostics tests. Superior manual dexterity and
coordination required. Must be willing and able to handle unpleasant and/or
hazardous specimens such as feces, sputum, blood, vomitus, urine, animal heads,
and samples known to contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B vaccine.

Position Title: Laboratory Central Receiving Assistant |

© SCOPE OF WORK: Under the direction of a Laboratory Assistant Ill, perform administrative and
technical functions of the Central Receiving Unit, with responsibility for a variety of program
functions including good customer service and program advisor to clients. Provides exemplary
service to laboratory customers and clients on program information in an efficient, timely and
safe manner.

ACCOUNTABILITIES:

o Accurately and efficiently performs laboratory sample and specimen processing
consisting of receiving, identifying, assigning identification numbers, sorting, and
performing any pre-analytical preparation of clinical specimens and environmental
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis

» Communicates with submitters, the public, internal and external customers routinely to
provide excellent customer service; provides laboratory information to customers and
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clients regarding sample and specimen collection, transport and general PHL
information

» Adheres to all regulatory guidelines in program activities, including but not limited to,
adhering to State and Federal regulations, including but not limited to FDA, OSHA, CLIA,
and NELAC; applies knowledge of regulatory guidelines to all samples and specimens
submitted; compiles non-conformance data to present to supervisor

e Participates in the proper operation and maintenance of equipment such as biological
safety cabinet, heat block and incubators; participates with the bichazard and chemical
needs in assigned areas; follows all safety regulatory guidelines; records statistical data,
preventative maintenance of equipment, quality control values, and daily work logs as
assigned; reports measures to supervisor; maintains proper lab cleanliness and packages
biohazard waste for pickup

¢ Understands and adheres to program policies and procedures. Organizes work for
effective utilization of time; contributes to an environment in which the laboratory
personnel can wark together in a cooperative manner; makes pertinent observatuons in
regards to unit needs and offers suggestions for improvement

s Receives customer orders, prepares and ships sample and specimen collection kits to
users; maintains detailed inventory and is prepared for surge capacity testing;
understands and complies with current packaging and shipping guidelines

* Assists with financials including creating invoices, statements and debits and credits;
receives Rabies specimens; contributes service to other State agencies as neededto
meet agency requirements

e Participates in quality assurance and quality improvement activities; documents
problems and complaints; participates in competency exercises and seeks opportumtles
for professional development

» Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional year of
a.pproved formal education in the fields of biological sciences, chemical sciences and health.
professions may be substituted for one year of required work experience.

Experience: Two years of experience in laboratory work.
License/Certification: None required.

For Promotion from the Laboratory Assistant | to the Laboratory Assistant Il level:
1. Must have a satisfactory performance evaluation,
2. Complete necessary training as required by the program, and
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3. Meet the minimum qualifications of the Laboratory Assistant Il.

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual
deficiencies must not interfere with ability to perform laboratory analysis. Physical condition
must allow for the administration of vaccines and necessary diagnostics tests. Superior manual
dexterity and coordination is required. Must be willing and able to handle unpleasant
specimens such as blood, feces, sputum, urine, vomitus, animal heads and samples known to
contain infectious organisms and toxic chemicals.

Position Title: Laboratory Central Receiving Assistant |l

’

SCOPE OF WORK: Perform administrative and technical functions of the Central Receiving Unit,
with responsibility for a variety of program functions including good customer service and
program advisor to clients. Provides exemplary service to laboratory customers and clients on
program information in an efficient, timely and safe manner.

ACCOUNTABILITIES:

e Accurately and efficiently performs laboratory sample and specimen processing
consisting of receiving, identifying, assigning identification numbers, sorting, and
performing any pre-analytical preparation of clinical specimens and environmental
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis _

¢ Communicates with submitters, the public, internal and external customers routinely to
provide excellent customer service; provides laboratory information to customers and
clients regarding sample and specimen collection, transport and general PHL
information; maintains the ability to handle numerous requests simultaneously.

¢ Adheres to all regulatory guidelines in program activities, including but not limited to
FDA, OSHA, CLIA, and NELAC; applies knowledge of regulatory guidelines to all samples
and specimens submitted; compiles non-conformance data to present to supervisor;
takes action to remediate issues as needed

¢ Participates in the proper operation and maintenance of equipment such as biological

* safety cabinet, heat block and incubators; participates with the biochazard and chemical
needs in assigned areas; follows all safety regulatory guidelines; records statistical data,
preventative maintenance of equipment, quality control values, and daily work logs as
assigned; reports measures to supervisor; maintains proper lab cleanliness and packages
biohazard waste for pickup '

e Understands and adheres to program policies and procedures; organizes work for
effective utilization of time, able to determine priorities when organizing daily
assignments; promotes an environment in which the laboratory personnel can work
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together in a cooperative manner; makes pertinent observations in regards to unit
needs and offers suggestions for improvement

e Receives customer orders, prepares and ships sample and specimen collection kits to
users; maintains detailed inventory and is prepared for surge capacity testing;
understands and complies with current packaging and shipping guidelines

e Assists with financials including creating invoices, statements and debits and credits;
receives specimens; contributes service to other State agencies as needed to meet
agency requirements

o Participates in quality assurance and quality improvement activities; documents
problems and complaints; participates in competency exercises and seeks opportunities
for professional development

¢ Trains and oversees work of laboratory personnel as assigned in the above tasks
conducts informational and operational training as assigned; assumes program
responsibility in absence of supervisor; participates in a PHL Committee

s  Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed

MINIMUM QUALIFICATIONS:

Education: Associate's degree from a recognized coliege or technical institute with a major
study in the biotogical sciences, chemical sciences and health professions. Each additional year
of approved formal education may be substituted for one year of required work experience.

Experience: Two years of experience in laboratory work conducting a wide variety of sample
analyses relative to the laboratory to which assigned. Each additional year of approved work
experience may be substituted for one year of required formal education.

License/Certification: None required.

For promotion from Laboratory Assistant Il to Laboratory Assistant Ill, employees:
1. Must attain a satisfactory performance evaluation,
2. Complete necessary training as required by the program, and
3. Meet the minimum qualifications of the Laboratory Assistant lll.

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual
deficiencies must not interfere with ability to perform laboratory analysis. Physical condition -
must allow for the administration of vaccines and necessary diagnostics tests. Superior manual
dexterity and coordination is required. Must be willing and able to handle unpleasant
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specimens such as blood, feces, sputum, urine, vomitus, animal heads and samples known to
contain infectious organisms and toxic chemicals.

Position-Title: Laboratory Central Receivihg Assistant Il

SCOPE OF WORK: Oversee the daily receipt, opening and data entry of samples and specimens -
delivered to the Public Health Laboratories. Perform administrative and technical functions of
the Central Receiving Unit, with responsibility for a variety of program functions including good
customer service, program advisor to clients, and supervise staff. Assures quality and safe
practices within working unit. )

ACCOUNTABILITIES: -

e Assumes program responsibility. Supervises, trains and oversees laboratory personnel;
schedules work, recommends leave, reviews work for accuracy, performs staff’
evaluations and is involved in hiring process; conducts informational and operational
training as required and assigned; participates in a PHL Committee

e Coordinates accurate-and efficient laboratory sample and specimen processing
consisting of receiving, identifying, assigning identification numbers, sorting, and
performing any pre-analytical preparation of clinical specimens and environmental
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis; maintains confidentiality of laboratory information

¢ Communicates with submitters, the public, internal and external customers routinely to
provide excellent customer service; provides laboratory information to customers and
clients regarding sample and specimen collection, transport and general PHL

- information; maintains the ability to-handle numerous requests simultaneously;
manages customer complaints and feedback.

o Assures compliance to all regulatory guidelines in program activities, including but not
limited to FDA, OSHA, CLIA, and NELAC; applies knowledge of regulatory guidelines to all
samples and specimens submitted; compiles non-conformance data to present to
supervisor; takes action to remediate issues as needed !

e Oversees the proper operation and maintenance of equipment such as biological safety.
cabinet, heat block and incubators; ensures participation with the biohazard and
chemical rieeds in assigned areas; ensures adherence to all safety regulatory guidelines,
and safe working environment; records statistical data, preventative maintenance of
equipment, quality control values, and daily work logs as assigned; maintains proper lab
cleanliness and packages biohazard waste for pickup

» Develops, writes and implements program policies and procedures; organizes work for
effective utilization of time, able to determine priorities when organizing daily
assignments; promotes an environment in which the laboratory personnel can work
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

together in a cooperative manner; responds to unit needs or suggestions for
improvement‘

. Manages the receipt of customer orders, prepares and ships sample and specimen
collection kits to users; maintains detailed inventory and is prepared for surge capacity

. testing; ensures compliance with current packaging and shipping guidelines

¢ Manages financials including creating invoices, statements and debits and credits:
receives specimens; contributes service to other State agiencies as needed to meet
agency requirements

e Seeks and designs quality assurance and quality improvement activities; oversees
competency exercises and promotes opportunities for professional development;
documents and investigates root causes of problems and complaints

¢ Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed

MINIMUM QUALIFICATIONS:

Education: Associate’s degree from a recognized college or technical institute with a major
study in the biological sciences, chemical sciences and health professions. Each additional year
of approved formal education may be substituted for one year of required work experience,

Experience: Three years of experience in laboratory work conducting a wide variety of sample
analyses relative to the laboratory to which assigned. Each additional year of approved work
experience may be substituted for one year of required formal education.

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual

deficiencies must not interfere with ability to perform laboratory analysis. Physical condition

must allow for the administration of vaccines.and necessary diagnostics tests. Superior manual

dexterity and coordination is required. Must be willing and able to handle unpleasant

specimens such as blood, feces, sputum, urine, vomitus, animal heads and samples known to
“contain infectious organisms and toxic chemicals.

Position Title: Data Entry Specialist

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types-of applications.

ACCOUNTABILITIES
» Enters diversified data for various types of applications into online computerized data bank
» Verifies the data entered by other operators to ensure accuracy of computer run

. » 1
Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q Q

07/14/2020
$5-2020-DPHS-20-STAFF-04 Page 47 of 56 ' Date

Doc ID: 20200714190907490



New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

* Researches keying errors and corrects the information for processing
* Uses computerized equipment for validation of source documents

* Sorts and files data according to standardized procedures

* Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience.

Experience: Two years of clerical experience, including six months of operating data
entry equipment.

PREFERRED QUALIFICATIONS:

* Knowledge of kéving and data entry systems.

* Knowledge of the uses and principles of codes and coded informatian

o Skill in entering data into computer systems and databases

¢ Ability to type data accurately and rapidly

» Ability to comprehend and follow instructions

e Ability to establish and maintain harmonious working relationships with associates

* Must be willing to maintain appearance appropriafe to assigned duties and
responsibilities as determined by the agency appointing authority

e Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act (HIPAA)

Position Title: Laboratory Program Specialist Il

SCOPE OF WORK: Oversees the pre-analytical and post-analytical laboratory operations related
to the Laboratory Information Management System (LIMS) for the Bureau of Laboratory
Services. Pre-analytical operations include sample collection, handling, transport as well as test
ordering and use of laboratory requisition. Post-analytical operations focus on test result
reporting. Generates, analyzes, and interprets data reports to assist program and laboratory
decision making.

ACCOUNTABILITIES:

Monitors LIMS to ensure electronic messages and reports are generated and delivered
successfully. Assumes responsibility for the LIMS in the absence of the Program Manager.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

* Monitors both the external and internal web portals to ensure they are functioning
properly _

e Works with Program Managers and Unit Supervisors to develop data queries and data
sets to support improvement projects and increase performance

e Acts as a customer service point of contact for the LIMS; manages, prioritizes and
documents customer requests. Develops and runs quality reports for LIMS to assess
customer needs

. Ide_ntifies COVID training needs; develops and conducts end-user training

e Coordinates the development of operational policies and procedures related to the
LIMS COVID response; designs and modifies Lab-IT forms and mstructlons for laboratory
staff use. _

* Participates in program audits, quality |mprovement projects, and quality metric data
collection and analysis to achieve IT quality ObJECtIVES X

e Assists in the scheduling and coordination of data entry staff
¢ Generates reports and data summaries for Iabofatory and other management

MINIMUM QUALIFICATIONS:
A

Education: Bachelor's degree from'a recognized college or university with major study in a
health science. Each additional year of approved formal education may be substituted for one
year of required work experience. :

Experience: Three years' professional or paraprofessional experience in a medical laboratory or
facility involving patient specimen handling and familiarity with laboratory testing and
laboratory information systems, with responsibility for program implementation, direct service
delivery, planning or.program evaluation. Each additional year of approved work experience
may be substituted for one year of required formal education. :

License/Certification: Valid driver’s license and/or access to transportation for use in statewide
travel.

* Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act (HIPAA)
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New Hampshire Department of Health and Human Services
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Exhibit B-1 Job Descriptions

Covid-19 Coordinating Office

Call Center Long Term Care Facilities Testing Program
. {CRSSSP)
Controller | CRSSSP Program Coordinator
Coordinating Office- Staff CRSSSP Program Staff

Coordinating Office —Lead

Position Title: Controller

SCOPE OF WORK: The controller is responsible for answering phone calls and help collect
enough information to connect the caller with the appropriate resource. The controller will
also assist with obtaining physician orders for testing as requested by the Covid-19
Coordinating Office lead. This position also assists long term care facilities with obtaining
results under the direction of the Covid-19 Coordinating Office lead. Additionally, the controller
assists the Covid-19 Coordinating Office lead with maintaining logistical supply par levels. This
position assists-the Covid-19 Coordinating Office leads and the Covid-19 Resident and Staff
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New Hampshire Department of Health and Human Services
Temporary Staffing Services :

Exhibit B-1 Job Descriptions

Sentinel Surveillance Program (CRSSSP) coordinator with other duties as assigned. Typical work .
schedule: Monday-Friday 8am-4pm.

vaid-19_ Coordinating Office controller responsibilities:

» Primarily responsible for answering phones and answering questions from long term
care facilities looking to schedule testing and/or looking for results

e Proactively contacts long term care facilities 3 days after testing to ensure they have all
the results A ‘

e Assists long term care facilities CRSSSP program with notifications as necessary

e Tracks testing supply inventory and orders supplies for mobile testing teams !

e Assists with data entry into online data portal when necessary

e Other duties as assigned

MINIMUM QUALIFICATIONS:

Education: Bachelor’s Degree preferred. Each year of relevant work history may be substituted
for each year of education.

Experience: Two years as an administrative assistant with a focus on public health preferred.
License/Certification: Valid driver's license, if necessary for travel throughout'the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications. .

PREFERRED QUALIFICATIONS: Must be proficient in Microsoft applications including Outlook,
Word, Excel, and PowerPoint.

Position Title: Coordinating Office- Staff

SCOPE OF WORK: These positions are responsible for ensuring the patient’s demographics are
obtained from each long term care facility, assisted living facility, or business requesting testing
and matching the appropriate mobile testing resources with the testing needs of the facility.
This staff maintains a continuous schedule of testing team deployments and ensures lab slips
are created in the appropriate online laboratory data portals. These positions report to the
Covid-19 Coordinating Office. Typical work schedule: Monday-Friday 8am-4pm.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Joh Descriptions

Covid-19 Coordinating Office staff responsibilities:

e Completes data entry for long term care facilities staff and residents into the schedule

s Completes data entry for long term care facilities staff and residents into the correct
online data portal '

e Completes QA checks at the completion of each day

e Prepares paperwork packet(s) for the mobile teams

¢ Provides proper paperwork to long term care facilities {consent forms, line list
spreadsheets, etc.) and ensures it is completed prior to schedullng a mobile testmg
team

o Other duties as assigned

MINIMUM QUALIFICATIONS:

Education: Associate’s degree preferred. Each year of relevant work history may be substituted
for each year of education.

Experience: 2 years’ experience working in a system that requires critical thinking skills, data
entry skills, and effective time management skills. ~

License/Certification: Valid driver's license, if necessary for travel throughouf the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications.

PREFERRED QUALIFICATIONS: Must be proflment in Microsoft applications mcludmg QOutlook,
Word, Excel, and PowerPoint.

Position Title: Coordinating Office- Lead

.SCOPE OF WORK: The lead position supervisors the registration/data entry staff and the
controller and is responsible for providing direction and assignments to each staff member.
The lead serves as the liaison between the Covid-19 Coordinating Office staff and the Covid-19
coordinating office administrators (DHHS personnel} and prepares daily reports for these
administrators. The Covid-19 Coordinating Office meets with the administrators daily to
receive assignments, provide briefings on daily activities, and make recommendations for
program improvements. The lead is also responsible for managing testing supplies inventory
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New Hampshire Department of Health and Human Services
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Exhibit B-1 Job Descriptions

and monitoring the QA program. The lead reports to the Covid-19 Coordinating Office
administration. Typical work schedule: Monday-Friday 8am-4pm.

ACOVID-19 COORDINATING OFFICEUNTABILITIES:

¢ Provides oversight to all Covid-19 Coordinating Office staff and reports directly to the
Covid-19 Coordinating Office Administrators’ ,

e Coordinates long term care facilities outbreak testing program

e Supervises the QA processes and reports QA data to the Covid-19 Coordinating Office
administrators '

e Trains new staff under the direction of Covid-19 Coordinating Office Administrators

e Gives data entry assignments to registration staff .

e Oversees long term care outbreak scheduling and reports to Covid-19 Coordinating
Office Administrator -

e Oversee assignments for CST with the Abbott 1D machine

* Assigns mobile teams to the deployments

¢ Schedules the Covid-19 Coordinating Office staff

s Other duties as assigned
i

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree preferred. Each year of relevant work history may be substituted
for each year of education.

Experience: 2 years’ experience working in a system that requires critical thinking skills, data
entry skills, and effective time management skills.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications.

PREFERRED QUALIFICATIONS: Must be proficient in Microsoft applications including Outlook,’
Word, Excel, and PowerPoint.

Position Title: CRSSSP Program Coordinator
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New Hampshire Department of Health and Human Services
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Exhibit B-1 Job Descriptions

SCOPE OF WORK: The Covid-19 Resident and Staff Sentinel Surveillance Protocol (CRSSSP)
program coordinator serves as the liaison between the long term care facilities enrolled in the
CRSSSP program and DHHS staff. The coordinator calls all enrolled facilities to monitor
participation rates, coordinate testing, connects requests for clinical information/advice with
DHHS personnel, and joins testing teams with available resources. The coordinator provides
daily reports to the Covid-19 Coordinating Office administration which provides data on
participation rates, identified barriers to testing, and program needs. The CRSSSP program
coordinator reports to the Covid-19 Coordinating Office administration. Typical work schedule:
Monday-Friday 8am-4pm. '

ACOVID-19 COORDINATING OFFICEUNTABILITIES:

e _ Provides oversight to the CRSSSP program and supervises staff within the long term care
- facilities surveillance testing program

¢ Responsible for monitoring the long term care facilities through the CRSSSP program
and tracks when the facilities are in outbreak response

¢ Coordinates testing initiative with long term care facilities’ point of contact {ie
administrator) and ensures appropriate testing supplies, courier services (if applicable),
and mailing supplies are available

e Answers questions by long term care facilities associated with the CRSSSP progra_m

* Participates in weekly conference calls with long term care facilities

» Records staff and resident participation rates in each facility

e Provides weekly reports to the Covid-19 Coordinating Office admlmstrator

o  Works with the Bureau of Infectious Disease Control {Clusters, Contact tracing,
epidemiologists, etc.) for clinical input

o Other duties as assigned

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree preferred. Each year of rélevant work history may be substituted
for each year of education.

Experience: 2 years’ experience working in a system that requires critical thinking skills, data
entry skills, and effective time management skills.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications. :

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials Q Q

07/14/2020
§5-2020-DPHS-20-STAFF-04 Page 55 of 56° Date

Doc ID: 20200714190907490
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Exhibit B-1 Job Descriptions

Position Title: CRSSSP Program Staff

SCOPE OF WORK: The CRSSSP program staff assist the CRSSSP program coordinator assist.
LONG TERM CARE FACILITIES with coordinating testing as part of the CRSSSP program. The
CRSSSP staff performs data entry and prepares reports for the CRSSSP coordinator. Additional
responsibilities include creating spreadsheets, developing graphics to explain testing
participation rates, and other duties as assigned by the CRSSSP program coordinator. This staff
reports to the CRSSSP program coordinator. Typical work schedule: Monday-Friday 8am-4pm.

ACOVID-19 COORDINATING OFFICEUNTABILITIES;

e Reports to CRSSSP program coordinator

o Performs data entry to include participation rates, lab requisition slips, and program
updates

e Assists the program coordinator with coordinating testing arrangements with the LONG
TERM CARE FACILITIES

-+ Participates in weekly LONG TERM CARE FACILITIES phone calls

e Other duties as assigned

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications.

PREFERRED QUALIFICATIONS: Must be proficient in Microsoft applications including Outlook,
Word, Excel, and PowerPoint. -
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Exhibit C-1 Payment Rates, Amendment #1

REGULAR PAY 7
Labor Category . | Hourly Bill Rate
Branch Director - Case Investigation Team S 75
Branch Director - Contact Tracing and Monitoring Team S 56
Investigation Lead S 56
Nurse Investigator S 51
Case Investigator s 51
CT/Monitoring Leads S 43
Contact Tracer/Health Monitor S 28
Epidemiologist Branch Director s 115
Epidemiologist Lead s 105
Epidemiologists -Remote S 71
Epidemiologist S 85
Infection Prevention Lead S 95
Infection Preventionist S 65
Case Coordination Unit Leads s 38
‘Case Coordination Support Specialists $ 25
" Cluster Data Entry Specilaist s 25
Microbiologist IV S 72
Microbiologist Il S 59
Laboratory Scientist II S 43
Lab Central Receiving S 28
Lab Data Entry Specialist S 25
Lab Program Specialist Il | S 75
Saftey Officer ' $ 51
Health Screeners S 28
Planning Chief S 60
Logistics Chief S 51
Customer Service Support Specialists s 25
Coordinating Office Lead S 75
LTCF Program Coordinator S 56
Controller ) 37
Coardinating Office Staf S 28
CRSSSP Staff $ 28

Contractor Initials
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Exhibit C-1 Payment Rates, Amendment #1

HOLIDAY .

- Labor Category : Hourly Bill Rate
Branch Director - Case Investigation Team s 98
Branch Director - Contact Tracing and Monitoring Team S 73
Investigation Lead 5 73
Nurse Investigator S 66
Case Investigator s 66
CT/Monitoring Leads 5 56
Contact Tracer/Health Monitor 5 36
Epidemiologist Branch Director S 150
Epidemiologist Lead ] 137
Epidemiologists -Remote S 92
Epidemiologist ] 111
Infection Prevention Lead S 124
Infection Preventionist ] 85
Case Coordination Unit Leads ] 49
Case Coordination Support Specialists s 33
Cluster Data Entry Specilaist ] 33
Micrabiologist IV S 94
Microbiologist Il S 77
Laboratory Scientist |1 $ 56

Lab Central Receiving S 36 :
Lab Data Entry Specialist S 33
Lab Program Specialist Il S 98
Saftey Officer S 66
Health Screeners S 36
Planning Chief 5 78
Logistics Chief 5 66
Customer Service Support Specialists 5 33
Coordinating Office Lead $ 98
LTCF Program Coordinator S 73
Controller 5 43
Coordinating Office Staf ) 36
CRSSSP Staff 5 36

Contractor Initials
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Exhibit C-1 Payment Rates, Amendment #1

OVERTIME _
Labor Category : Hourly Bill Rate
Branch Director - Case Investigation Team S 98
Branch Director - Contact Tracing and Monitoring Team s 73
Investigation Lead : S 73
Nurse Investigatar © S 66
Case Investigator S 66
CT/Monitoring Leads S 56
Contact Tracer/Health Monitor s 36
Epidemiclogist Branch Director S 150
Epidemiologist Lead . 5 137
Epidemiologists -Remote S 92
Epidemiologist S 111
Infection Prevention Lead 5 124
Infection Preventionist S 85
Case Coordination Unit Leads 5 49
Case Coordination Support Specialists 5 33
Cluster Data Entry Specilaist S 33
Microbiclogist IV S 94
Microbiologist Il S 77
Laboratory Scientist (1 S 56
Lab Central Receiving S 36 g
Lab Data Entry Specialist S 33 :
Lab Program Specialist 11 3 98
saftey Officer 3 66
Health Screeners S 36
Planning Chief 5 78
Logistics Chief s 66 -
Customer Service Support Specialists ) 33
Customer Service Support Specialists 5 33
Coordinating Office Lead 3 98
LTCF Program Coordinator S 73
Controller S 48
Coordinating Office Staf s 36
CRS55P Staff ) 36 ' -

Contractor Initials
Maxim Healthcare Services, Inc. .
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State of New Hampshire
Depaftment of State

- CERTIFICATE

1, William M. Gardner, Secretary of State of the State of New Mampshire, do hereby certify that MAXIM HEALTHCARE
STAFFING SERVICES, INC. is a Maryland Profit Corporation registered to transact business in New Hampshire on February 22,
2019. 1 further certif')" that all fees and documents required by the Secretary of State’s office have been received and is in good

standing as far as this office is concerned.

Business 1D: §13579
Certificate Number: 0004931067 ,

IN TESTIMONY WHEREOF,

I hereto set my hand and cause to be affixed
the Seal of the State of New Hampshire,
this 16th day of June A.D. 2020.

- oKk

William M. Gardner

Secretary of State




& maxim
healthcare services

7227 Lee Deforest Drive
Columbia, MD 21046
Phone: 410-910-1500
Fax:410-910-1675

Signatory Authority '

The undersigned, as an officer of Maxim Healthcare Services, Inc,, ("Maxim") and as authorized by the
Board of Directors of Maxim, hereby authorizes Jessa Lombo, Regional Controtler for Maxim to sign
the $S-2020-DPHS-20-Staff-04 - Temporary Staffing Services Contracts between the State of New
Hampshire Department of Health and Human Services and Maxim Healthcare Staffing Services, Inc.,
effective June 19, 2020.

DATE: June 22, 2020

E-Signed: 06/22/2020 03:28 PM EDT

:/—t;m’—cycmr L’m

tglsa@maxhealth.com
1P: 69.143.76.85 Sertifi Electranic Signature
DoclD: 20200622133747811

Toni-Jean Lisa
Senior Vice President, General Counsel, and
Secretary

CA_RING. SERVING. ENRICHING L]V~ES.
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ACORD
V

CERTIFICATE OF LIABILITY INSURANCE

OATE (MMDD/YYYY)
06/01/2020

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S}), AUTHORIZED

certificate holder in lieu of such endorsement(s).

IMPORTANT: If the caertificate holder Is an ADDITIONAL INSURED, the policy{ies) must be endorsed. If SUBROGATION IS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement. A statsment on this certificate does not confer rights to the

PRODUCER pame: - Krista Dean
Altus Partners, Inc PHONE {610)526-9130 T, Noj; 1#109326-2012
, No:
919 Conestoga Road E‘&“,{Es& carts@altuspartners.com
Building 3, Suite 311 INSURER{S) AFFORDING COVERAGE NAIC #
Rosemont FA 15010 INSURERA: Lloyds of London 2623/623
INSURED INSURERB: ACE American Insurance Co. 22667
Maxim Healthcara Services, Inc. INSURER C :
7227 Lee DeForest Drive INSURERD :
INSURERE ;
Colunbia MD 21046 INSURER F :
COVERAGES CERTIFICATE NUMBER:2020 Healthcare Std + X8 REVISION NUMBER:
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWTHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN 1S SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
TR
= e e I AN
X | COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE $ 3,000,000
NTED
A X | CLAIMSMADE I:] OCCUR X REMI $ 100,000
X | $3,000,000 SIR PE1907813 01/29/2020 | 11/30/3020 | MED EXP (Any one person) [ 10,000
v PERSOMAL & ADV INJURY ] 1,000,000
GENT, AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 3,000,000
X | poLicy RG: Loc Products | PRODUCTS - COMPIOPAGG | § 3,000,000
QTHER: Exclusion H
AUTOMOBILE LIABILITY . %{"NGLE LMy $ 1,000,000
B ANY AUTO E25285643 {(Owned Auto) BODILY INJURY (Per parson) | §
X | ALLOWNED SCHEDULED H25285602 11/30/2019 | 1173072020 | BODILY INJURY (Per sccident) | §
x| NON-OWNED PROPERTY DAMAGE s
HIRED AUTOS AUTOS | (Pt gecident)
H
X | UMBRELLALIAB OCCUR PH1307813 01/29/2020 | 12/30/2020 | pACH OCCURRENCE $ 10,000, 000
A EXCESS LIAB X | CLAIMS-MADE AGGREGATE ils 10,000, 000
DED | 1 RETENTION § = L]
WORKERS COMPENSATION R OTH-
AND ERPLOYERS® LIABRLITY YN £66043005 {208) x|Shvne | |en
ANY PROPRIETOR/PARTNER/EXECUTIVE C66043927 (CA, MA) £.L. EACH ACCIDENT s 1,000,000
OFFICER/MEMBER EXCLUDED? E NIA
B |(mandatory in NH) C66043800 {WI) 11/30/3019 | 11/30/2020 | EL DISEASE - EAEMPLOYEE | § 1,000,000
If yas, describe und p
2] &nmm OF OPERATIONS balow C66043040 (0B, WA) E.L DISEASE - POLICYLIMIT |8 1,000,000
A | Professicnal Liabhility PH1907013 ($4M BIR) 0172972020 | 11/30/2020 | $4.000,000 per claim / Agy

policieu be cmcelled before the expiration date.

DESCRIPTION OF OPERATIONS / LOCATIONS | VEHICLES (ACORD 101, Additionsl Remarks Scheduls, may ba attached f more space Is required)
Certificate is issued as evidence of insurance per policy terms, conditions and exclusions.
will andeavor to mail 30 days written notice to the certificate holder should any o! the above described

Agent/Broker

CERTIFICATE HOLDER

CANCELLATION

New Hampshire Department of Health
and Human Services
129 Pleasant Street
Concord, NH 03301

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THERECGF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE -

Ko

IKri sta Dean/NLK

ACORD 25 (2014/01)
INS025 (201401

© 1988-2014 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD




FORM NUMBER P-}7 (version 12/11/2019}

Subject; SS-2020-DPHS-20-STAFF-04 - Temporary Staffing Services

‘Natice: This agreement and all of its attachments shall become public upon submission to Govemor and
Executive Council for approval. Any information that is private, confidential or proprietary must
be clearly identified to the agency and agreed to in writing prior to signing the contract.

AGREEMENT
The State of New Hampshire and the Contractor hereby mutually agree as follows:

GENERAL PROVISIONS

1. IDENTIFICATION.

1.1 State Agency Name

New Hampshire bepartme‘nt of Health and Human Services

1.2 State Agency Address

129 Pleasant Street
Concord, NH 03301-3857

1.3 Contractor Name

Maxim Healthcare Staffing Services, Inc.

1.4 Contractor Address

608 Chestnut Street
P.O. Box 1780
Manchester, NH 03105

1.5 Contractor Phone 1.6 Account Number
Number
05-95-90-903010-

(410)910-1500 1901000

1.7 Completion Date 1.8 Price Limitation

December 31, 2020 $8,465,004

1.9 Contracting Officer for State’ Agency.

Nathan D. White, Director

1.10 State Agency Telephone Number

(603) 271-9631

111 Contractor Signature
E-Signed: 06/15/2020 05:53 PM EOT

J’:&Ia u[ﬂlﬂ[

Date: 6/19/2020

1.12 Name and Title of Contractor Signatory

Iessa-Lombo. Regional Controller

r arko@maxhealth.com
?: 1408.59.45.115 Lt ) et Sdptngee

M z DodD:ZOZDOG114l4 B

1.14 Name and Title of State Agency Signatory

Lo Sh(bind"\b Commissioner

Due, }% b

By:

3—Appro¥al by the N.H. Department of Administration, Dwnsmn of Personnel (if apphcable)

Director, On:

%  Catharive Pivoa

I.16 Approval by the Attorney General (Form, Substance and Exccutioﬁ) {(if applicable)

06/26/20

G&C ltem number:

1.17 Approval by the Governor and Executive Council (if applicable)

G&C Meeting Date:
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2. SERVICES TO BE PERFORMED. The State of New
Hampshire, acting through the agency identified in block 1.1
(“State”), engages contractor identified in block 1.3
(“Contractor”) to perform, and the Contractor shall perform, the
work or sale of goods, or both, identified and more particularly
described in the attached EXHIBIT B which is mcorpora(ed
herein by reference (“Services™).

3. EFFECTIVE DATE/COMPLETION OF SERVICES.

3.1 Notwithstanding any provision of this Agreement to the
contrary, and subject (o the approval of the Governor and
Executive Council of the State of New Hampshire, if applicable,
this Agreement, and all obligations of the parties hereunder, shall
become effective on the date the Governor and Executive
Council approve this Agreement as indicated in block 1.17,
unless no such approval is required, in which case the Agreement
shall become effective on the date the Agreement is signed by
the State Agency as shown in block 1.13 (“Effective Date™).

" 3.2 If the Contractor commences the Services prior 1o the
Effective Date, all Services performed by the Contractor prior to
the Effective Date shall be performed at the sole risk of the

Contractor, and in the event that this Agreement does not become”

effective, the State shall have no liability to the Contractor,
including without limitation, any obligation to pay the
Contractor - for any costs incurred or Services performed.
Contractor must complete all Services by the Completion Date
specified in block 1.7.

4. CONDITIONAL NATURE OF AGREEMENT.
Notwithstanding any provision of this Agreement to the

contrary, all obligations of the State hereunder, including,

without limitation, the continuance of payments hereunder, are
contingent upon the availability and continued appropriation of
funds affected by any state or federal legislative or executive
action that reduces, eliminates or otherwise modifies the
appropriation or availability of funding for this Agreement and
the Scope for Services provided in EXHIBIT B, in whole or in
part. In no event shall the State be liable for any payments
hereunder in excess of such available appropriated funds. In the
event of a reduction or termination of appropriated funds, the
State shall have the right to withhold payment until such funds
become. available, if ever, and shall have the right to reduce or
terminate the Services under this Agreement immediately upon
giving the Contractor notice of such reduction or termination.
The State shall not be required to transfer funds {rom any other
account or source 1o the Account identified in block 1.6 in the
event funds in that Account are reduced or unavailable.

> . .
5. CONTRACT PRICE/PRICE LIMITATION/
PAYMENT.
5.1 The contract price, method of payment, and terms of payment
are identified and more particularly described in EXHIBIT C
which is incorporated herein by reference.
5.2 The payment by the State of the contract price shall be the
only and the complete reimbursement to the Contractor for all
expenses, of whatever nature incurred by the Contractor in the
performance hereof, and shall be the only and the complete

compensation 1o the Contractor for the Services. The State shali
have no liability to the Contractor other than the contract price.
5.3 The State reserves the right to offset from any amounts
otherwise payable to the Contractor under this Agreement those
liquidated amounts required or permitted by N.H. RSA 80:7
through RSA 80:7-¢ or any other provision of law.

5.4 Notwithstanding any provision in this Agreement to the
contrary, and notwithstanding unexpected circumstances, in no
event shall the total of all payments authorized, or actually made
hereunder, exceed the Price Limitation set forth in block 1.8.

6. COMPLIANCE BY CONTRACTOR WITH LAWS

AND REGULATIONS/ EQUAL EMPLOYMENT
OPPORTUNITY,

6.1 In connection with the performance of the Services, the
Contractor shall comply with all applicable statutes, laws,
regulations, and orders of federal, state, county or municipal
authorities which impose any obligation or duty upon the
Contractor, including, but not limited to, civil rights and equal
employment opportunity laws. In addition, if this Agreement is
funded in any part by monies of the United States, the Contractor
shall comply with all federal executive orders, rules, regulations
and statutes, and with any rules, regulations and guidelines as the
State or the United States issue to implement these regulations.
The Contractor shall also comply with all applicable mtelleclual
properly laws.

6.2 During the term of this Agreement, the Contractor shall not

‘discriminate against employees or applicants for employment

because of race, color, religion, creed, age, sex, handicap, sexual
orientation, or national origin and will take affirmative action to
prevent such discrimination.

6.3. The Contractor agrees to permit the State or United States
access 1o any of the Contractor’s books, records and accounts for
the purpose of ascertaining compliance with all rules, regulations
and orders, and the covenants, terms and conditions of this
Agreement.

7. PERSONNEL.

7.1 The Contractor shall at its own expense provide all personnel
necessary to perform the Services. The Contraclor warrants that
all personnel engaged in the Services shall ‘be qualified to
perform the Services, and shall be properly licensed and
otherwise authorized to do so under all applicable laws.

7.2 Unless otherwise authorized in writing, during the term of
this Agreement, and for a period of six (6) months after the
Completion Date in block 1.7, the Contractor shall not hire, and

“shall not permit any subcontractor or other persen, firm or

corporation with whom it is engaged in a combined effort to
perform the Services to hire, any person who is a State employee
or official, who is matenially involved in the procurement,
administration or performance of this Agreement.  This
provision shall survive termination of this Agreement.

7.3 The Contracting Officer specified in block 1.9, or his or her
successor, shall be the State’s representative. In the event of any
dispute concerning the interpretation of this Agreement, the
Contracting Officer’s decision shall be final for the State.
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8. EVENT OF DEFAULT/REMEDIES.

8.1 Any one or more of the following acts or omissions of the
Contractor shall constitute an event of default hereunder (“*Event
of Default™): .

8.1.1 failure 10 perform the Services satisfactorily or on
schedule;

8.1.2 failure to submit any report required hereunder; and/or
8.1.3 failure to perform any other covenant, term or condition of
this Agreement.

8.2 Upoen the occurrence of any Event of Default, the State may
take any one, or more, or all, of the following actions:

8.2.1 give the Contractor a written notice specifying the Event of
Default and requiring it to be remedied within, in the absence of
a greater or lesser specification of time, thirty (30) days from the
date of the notice: and if the Event of Default is not timely cured,
terminate this Agreement, effective two (2) days after giving the
Contractor notice of termination;

8.2.2 give the Contractor a wrilten notice specifying the Event of
Default and suspending all payments to be made under this
Agreement and ordering that the portion of the contract price
which would otherwise accrue to the Contractor during the
“period from the date of such-notice until such time as the State

determines that the Coniractor has cured the Event of Default

shall never be paid to the Contractor;

8.2.3 give the Contractor a writlen notice specifying the Event of
Default and set off against any other obligations the State may
owe to the Contractor any damages the State suffers by reason of
any Event of Default; and/or

8.2.4 give the Conlractor a written notice specifying the Event of
Default, treat the Agreement as breached, terminate the
‘Agreement and pursue any of its remedies at law or in equity, or
both. ‘

8.3. No failure by the State to enforce any provisions hereof after
any Event of Default shall be deemed a waiver of its rights with
regard to that Event of Default, or any subsequent Event of
Default. No express failure to enforce any Event of Default shall
be deemed a waiver of the right of the State to enforce each and
all of the provisions hereof upon any further or other Event of
Default on the part of the Contractor.

9. TERMINATION.

9.1 Notwithstanding paragraph 8, the State may, at its sole
discretion, terminate the Agreement for any reason, in whole or
in part, by thirty (30) days written notice to the Contractor that
the State is exercising its option to terminate the Agreement.

9.2 In the event of an carly termination of this Agreement for
any reason other than the completion of the Services, the
Contractor shall, at the State’s discretion, deliver to the
Contracting Officer, not later than fifieen (15) days after the date
of termination, a report (“Termination Report™) describing in
detail all Services performed, and the contract price earned, to
and including the date of termination. The form, subject matier,
content, and number of copies of the Termination Report shall
be identical to those of any Final Report described in the attached
EXHIBIT B. In addition, at the State’s discretion, the Contractor
shall, within 15 days of notice of early termination, develop and
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submit to the State a Transition Plan for services under the
Agreement.

10. DATA/ACCESS/CONFIDENTIALITY/
PRESERVATION,

10.1 As used in this Agreement, the word “data” shall mean ail
information and things developed or obtained during the
performance of, or acquired or developed by reason of, this
Agreement, including, but not limited to, all studies, reports,
files, formulae, surveys, maps, charts, sound recordings, video
recordings, pictorial reproductions, drawings, analyses, graphic
representations, computer programs, computer printouts, notes,
letters, memoranda, papers, and documents, all whether
finished or unfinished.

10.2 All data and any property which has been received from
the State or purchased with funds provided for that purpose
under this Agreement, shall be the property of the State, and
shail be returned to the State upon demand or upon termination
of this Agreement for any reason. ,
10.3 Confidentiality of data shall be governed by N.H. RSA
chapter 91-A or other existing law. Disclosure of data requires
prior written approval of the State.

11. CONTRACTOR’S RELATION TO THE STATE. In the
performance of this Agreeme\m the Contractor is in all respects
an independent contractor, and is neither an agent nor an
employee of theé State. Neither the Contractor nor any of its
officers, employees, agents or members shall have authority to
bind the State or receive any benefits, workers' compensation or
other emoluments provided by the State to its employees.

12. ASSIGNMENT/DELEGATION/SUBCONTRACTS.
12.1 The Contractor shall not assign, or otherwise transfer any
intereat in this Agreement without the prior written notice, which
shall be provided to the State at least fifteen (15) days prior to
the assignment, and a written consent of the State. For purposes
of this paragraph, a Change of Control shall constitute
assignment, “Change of Control” means (a) merger,
consolidation, or a transaction or series of related transactions in
which a third party, together with its affiliates, .becomes_ the
direct or indirect owner of fifty percent (50%) or more of the
voting-shares or similar equity interests, or combined voting
power of the Contractor, or (b) the sale of all or substantially all
of the assets of the Contractor. .

12.2 None of the Services shall be subcontracted by the
Contractor without prior written notice and consent of the State.

- The State is entitled to copies of all subcontracts and assignment

agreements and shall not be bound by any provisions contained
in a subcontract or an assignment agreement to which it is not a

party.

13. INDEMNIFICATION. Unless otherwise exempted by law,
the Contractor shall indemnify and hold harmless the State, its
officers and employces, from and against any and all claims,
liabilities and costs for any personal injury or property damages,
patent or copyright infringement, or other claims asserted against
the Stalte, its officers or employees, which arise out of (or which
may be claimed to arise out of) the acls or omiss}
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Contractor, or subcontractors, including but not limited to the
negligence, reckless or intentional conduct. The State shall not
be liable for any costs incurred by the Contractor arising under
this paragraph 13. Notwithstanding the foregoing, nothing herein
contained shall be deemed to constitute a waiver of the sovereign
immunity of the State, which immunity is hereby reserved 10 the
State: This covenant in paragraph 13 shall survive the
" termination of this Agreement.

14. INSURANCE.

14.1 The Contractor shall, at its sole expense, obtain and
continuously maintain in force, and shall require any
subcontractor or assignee 'to obtain and maintain in force, the
following insurance:

14.1.1 commercial general liability insurance against all claims
of bodily injury, death or property damage, in amounts of not
less than $1,000, 000 per occurrence and $2,000,000 aggregate
or excess; and

14.1.2 special cause of loss coverage form covering all property
subject to subparagraph 10.2 herein, in an amount nol less than
80% of the whole replacement value of the property.

14.2 The policies described in subparagraph 14.1 herein shall be
on policy forms and endorsements approved for use in the State
of New Hampshire by the N.H. Department of Insurance, and
issued by insurers licensed in the State of New Hampshire. |
14.3 The Contractor shall furnish to the Contracting Officer
identified in block 1.9, or his or her successor, a certificate(s) of
insurance for all insurance required under this Agreement.
Contractor shall also furnish to the Contracting Officer identified
in block 1.9, or his or her successor, certificate(s) of insurance
for all renewal(s) of insurance required under this Agreemeni no
later than ten (10) days prior to the expiration date of each
insurance policy. The certificate(s) of insurance and any
renewals thereof shall be attached and are incorporated herein by
reference.

15. ' WORKERS> COMPENSATION.

15.1 By signing this agreement, the Contractor agrees, certifies
and warrants that the Contractor is in compliance with or exempt
from, the requirements of N.H. RSA chapter 281-A (" Workers'
Compensation”).

15.2 To the extent the Contractor is subject to the requirements
of N.H. RSA chapter 281-A, Contractor shall maintain, and

require any subcontractor or assignee to secure and maintain,’

payment of Workers’ Compensation in connection with
activities which the person proposes to undertake pursuant to this
Agreement. The Contractor shall furnish the Contracting Officer
identified in block 1.9, or his or her successor, proof of Workers’
Compensation in the manner described in N.H. RSA chapter
281-A and any applicable renewal(s) thereof, which shall be
attached and are incorporated herein by reference. The State
shall not be responsible for payment of any Workers’
Compensation premiums or for any other claim or benefit for
Contractor, or any subcontractor or employee of Contractor,
which might arise under applicable State of New Hampshire
Workers' Compensation  laws in  connection with the
performance of the Services under this Agreement.

16. NOTICE. Any notice by a party hereto to the other party
shall be deemed to have been duly delivered or given at the time
of mailing by centified mail, postage prepaid, in a United States
Post Office addressed to the parties at the addresses given in
blocks 1.2 and 1.4, herein.

17. AMENDMENT. This Agreement may be amended, waived
or discharged only by an instrument in writing signed by the
parties hereto and only after approval of such amendment,
waiver of discharge by the Governor and Executive Council of
the State of New Hampshire unless no such approval is required
under the circumstances pursuant to State law, rule or policy.

" 18. CHOICE OF LAW AND FORUM, This Agreement shall

be .governed, interpreted and construed in accordance with the
laws of the State of New Hampshire, and is binding upon and
inures to the benefit of the parties and their respective successors
and assigns. The wording used in this Agreement is the wording
chosen by the parties to express their mutual intent, and no rule
of construction shall be applied against or in favor of any party.
Any actions arising out of this Agreement shall be brought and
maintained in New Hampshire Superior Court which shall have
exclusive jurisdiction thereof.

19. CONFLICTING TERMS. In the event of a conflict
between the terms of this P-37 form (as modified in EXHIBIT
A) and/or attachments and amendment thereof, the terms of the
P-37 (as modified in EXHIBIT A) shall control.

20. THIRD PARTIES. The parties hereto do not intend to
benefit any third parties and this Agreement shall not be
construed to confer any such benefit,

21. HEADINGS. The headings throughout the Agreement are
for reference purposes only, and the words contained therein
shall in no way be held to explain, modify, amplify or aid in the
interpretation, construction or meaning of the provisions of this
Agreement,

22. SPECIAL PROVISIONS. Additional or modifying
provisions set forth in the attached EXHIBIT A are incorporated
herein by reference.

23. SEVERABILITY. In the event any of the provisions of this
Agreement are held by a court of competent jurisdiction to be
contrary to any state or federal law, the remaining provisions of
this Agreement will remain in full force and effect.

24. ENTIRE AGREEMENT. This Agreement, which may be

. execuled in' a number of counterparts, each of which shall be

deemed an original, constitutes the entire agreement and
understanding between the parties, and supersedes all prior
agreements and undcrqlandmgq with respect to the subject matter
hereof.
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New Hampsl:aire Department of Health and Human Services

EXHIBIT A

REVISIONS TO STANDARD CONTRACT PROVISIONS

1. Revisions to Form P-37, General Provisions

1.1.  Paragraph 3, Subparagraph 3.1, Effective Date/Completion of Services, is
amended as follows:

3.1. Notwithstanding any provision of this Agreement to the contrary, and
subject to the approval of the Governor issued under Executive Order 2020-
04, as extended by Executive Orders 2020-05, 2020-08,2020-09, and 2020-10
of the State of New Hampshire, this Agreement, and all -obligations of the
parties hereunder, -shall become effective upon signature of both parties
("Effective Date”).

1.2. Paragraph 3, Effective Date/Completion of Services, is amended by adding
Subparagraph 3.3 as follows: :

3.3. The parties may extend the Agreement for up to one (1) additional
year from the Completion Date, contingent upon satisfactory delivery of
services, available funding, agreement of the parties, and appropriate State
approval.

1.3  Paragraph 9, Termination, is amended by adding subparagraph 9.3 as follows:

9.3. The State shall have the right to reduce, terminate or modify services
under this Agreement immediately upon giving the Contractor notice of such
reduction, termination or modification.

1.4  Paragraph 12, AssfgnmentlDelegation/Subcontracts, is amended by adding
subparagraph 12.3 as follows: ‘

12.3. Subcontractors are subject to the same contractual conditions as the
Contractor and the Contractor is responsible to ensure subcontractor
compliance with those conditions. The Contractor shall have written
agreements with all subcontractors, specifying the work to be performed and
how corrective action shall be managed if the subcontractor's performance is
inadequate. The Contractor shall manage the subcontractor’s performance on
an ongoing basis and take corrective action as necessary. The Contractor shall
annually provide the State with a list of all subcontractors provided for under
this Agreement and notify the State of any inadequate subcontractor

performance.
Maxim Healthcare Staffing Services, Inc. . Exhibit A Contractor Initials Q
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New Hampshire Department of Health and Human Services
Temporary Staffing Services ’

Exhibit B

Scope of Services

1. Provisions Applir;able to All Services

1.1.The Contractor shall submit and comply with a detailed description of the
language assistance services they will provide to persons with limited English
proficiency and/or hearing impairment to ensure meaningful access to their
programs and/or services within ten (10) days of the contract effective date.

1.2. The Contractor agrees that, to the extent future legislative action by the New
' Hampshire General Court, federal or state court orders, or executive orders by
the Governor of New Hampshire may have an impact on the Services described
herein, the Department of Health and Human Services (Department) has the right
to modify service pridrities and expenditure requirements under this Agreement

so as to achieve compliance therewith.

2. Scope of Services

2.1. The Contractor shall secure Temporary Staff for the Department's COVID-19
Public Health Response to conduct disease investigation, laboratory testing,
surveillance, monitoring and overall response activities.

2.2. Temporary Staff in sufficient numbers to perform the services in this Exhibit B and -
meeting the qualifications set forth in the job descriptions attached as Exhibit B-1
will be assigned to the Command and General Staff, the Planning Section,
Operations Section, and the Laboratory Branch: :

2.21. Command and General Staff, consisting of an estimated ten (10)
Temporary Staff, including:

2.2.1.1. COVID-19 Public Health Response Ptannrng Section Chief

2.2.1.2. COVID-19 Public Health Response Safety and Logistics
Officer

2.2.1.3. COVID-19 Health Screeners.

: _ )
2.2.2. Planning Section, consisting of an estimated three (3) Temporary Staff,
including:

2.2.2.1. Customer Service Support Specialists.
2.2.3. Operations _Section, which includes:
2.2.3.1. Case Investigation Branch, which consists of:

2.2.3.1.1. Case Investigation Branch Director to oversee a Case
Investigation Unit, Containment Strike team and a
Case Coordination Unit: ‘

2.2.3.1.1.1. Case Investigation Unit, consisting of an
estimated sixteen (16) Temporary Staff,
including: -

Maxim Healthcare Staffing Services, Inc. Exhibit B Contractor Initials

$$-2020-DPHS-20-STAFF-04 Page 1 of 5 Date . 6/19/2020 -
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B

2.2.31.1.1.1. Case Investigation Unit
' Lead
2.23.1.1.1.2. Infectious Disease
Investigators.

2.2.3.1.1.2. Case Coordination Unit, consisting of an
estimated six (6) - Temporary Staff,
including: '

22311.21. Case Coordination Unit

Leads
2.2.31.1.2.2. Case Coordination.

Support Specialists.
2.2.3.2. Contact Tracing and Monitoring Branch, which consists of:

2.2.3.2.1. Contract Tracing and Monitoring Branch Director to
oversee a Contract Tracing and Monitoring Unit:

2.2.3.2.1.1.- Monitoring  Unit, consisting of an
estimated twenty (20) Temporary Staff,
including: ‘

2.2.3.2.1.1.1. Monitoring Unit Leads
2.23.211.2. Contact Tracers/Health
Monitors.

2.2.3.21.2. Contact 'Tracing Unit, consisting of an
estimated twenty (20) Temporary Staff,

including:
2.2.3.21.2.1. Contact Tracing. Unit
Leads
2.2.3.21.2.2.. Contact Tracers/Health
: Monitors.

2.2.3.3. Surveillance and Epldem|ology Branch, which ¢onsists of:

2.2.3.3.1. Surveillance and Epidemiology Branch Director to
-oversee the Epidemiology Unit, and a Cluster
Investigation Unit;
2.2.3.3.1.1. COVID Epidemiology Unit, con3|st|ng of
an estimated twelve (12) Temporary Staff,
including:

2.2.3.3.1.1.1. Epidemiology Unit Leads,
2.2.3.3.1.1.2. Epidemiologists.

2.2.3.3.2. COVID Cluster Investigation Unit, consisting of an
estimated fourteen (14) Temporary Staff, including:

AY

Maxim Healthcare Staffing Services, In¢. Exhibit B Contractor Initials :
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B

2.3.
2.4.

2.5.

2.6.

2.7

2.8

29.

2.2.3.3.2.1.1. Infection
, Prevention/Cluster
Investigation Unit Leads
2.2.3.3.2.1.2. Infection Preventionists/
Investigators
2.2.3.3.2.1.3. Data Entry Specialists.

2.2.4. Laboratory Branch, consisting of estimated fifteen (15) Temporary Staff,
including: '

2.2.41. Microbiologist IV

2.2.4.2. Microbiologist lls

2.2.4.3. Public Health Laboratory Scientist lIs
2.2.4.4. Central Receiving

2.2.4.5. Data Entry Specialist

2.2.46. Program Specialist Ili

The number of Temporary Staff allocated in Paragraph 2.2 may be modified as
agreed upon by the Department and the Contractor.

The Contractor shall conduct a degree verification on positions outlined in
Exhibit B-1, Job Descriptions, that require a Bachelor’'s Degree and above.

The supplemental job description in Exhibit B -1 are the typical examples of work
and is not intended to include every job duty and responsibility specific to a
position. An employee may be required to perform other related duties not listed
on the supplemental job description provided that such duties are characteristic
of that ‘classification. '

The Contractor shall provide the Department with the resume, credentials and
current licensure information of each Temporary Staff personal. The Contractor
shall. The Contractor shall provide the Department with any updates or changes
to the licensure information within ten days of any update or change

The Contractor shall conduct a degree verification on positions that are listed in,
Exhibit B-1 that require a Bachelor's Degree and above.

2.7.1. The official transcript shall be provided to the Department upon receipt.

2.7.2. Services commence using qualified, prescreened Temporary Staff prior
to completion of the degree verification.

The Contractor shall notify the Department, in writing, of any change in staff and
provide the Department with resume, credentials and licensure information of
proposed new staff.

The Contractor shall provide services under the direction of the Department,
including deployment to other areas within the Department that require similar
clinical skill.

Maxim Healthcare Staffing Services, Inc. Exhibit B Contractor Initials gaU;
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New Hampshire Department of Health and Human Serv:ces
Temporary Staffing Services

Exhibit B

2.10. The Contractor has the right in to refuse any ass:gnment in which the staff are
not clinically qualified to accept.

2.11. The Contractor shall accept immediate verbal and written notification from the
Department of any staffing dismissal with or without cause, which provides
reasonable detail of the reason(s) for the dismissal, if applicable, which will
result in compensation for all hours worked prior to the dismissal.

~2.12. All Temporary Staff provided by the Contractor shall attend an orientation that
includes, but is not limited to:

2121, Client confidentiality.

212.2. Medical records and other documentation practices.

2.12.3.  Any other policies and procedures the Department deems necessary.
2.12.4.  Training appropriate for the position.

2.13. All Temporary Staff working remotely much adhere to HIPAA best practices for
privacy and security.

2.14. The Contractor shall work on a rotating or set schedule to ensure coverage of
the operating hours of 8:00 AM-8:00 PM, including weekends, as set by the
Department. The parties shall collaborate regarding staffing provided to ensure
staff is consistent and have the required training.

2.15. The Contractor agrees that the State may designate that employees under this
Agreement are serving as emergency management workers pursuant and
subject to.the terms of NH RSA 21-P:41 and NH RSA 21-P:53.

2.16. The Contractor shall ensure Temporary Staff have proficiency in basic computer
' skills related to secure data collection and entry. The Department will provide
all technology to the Temporary Staff.

- 2.17. The work schedule may be modified as agreed upon by Department and
Contractor. :

2.18. Temporary Staff shall consent to a health screening prior to each working day
and must attest that they do not have a fever, cough or shortness of breath, or
otherwise are not feeling well.

2.19. Background checks

2.19.1. The Contractor shall obtain, af the Contractor's expense, a Criminal
Background Check and shall release the results to the Department to
ensure no convictions for the following crimes:

2.19.1.1. A felony for child abuse or neglect, spousal abuse, any
crime against children or adults, including but not limited
to: child pornography, rape, sexual assault, or homicide;

Maxim Healthcare Staff ing Servicas, Inc Exhibit B Caontractor Initials
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B

2.19.2.

2.19.3.

2.19.4.

2.19.1.2.  Aviolent or sexually-related crime against a child or adult,
or a crime which may indicate a person might be
reasonably expected to pose a threat to a child or adult;
and

2.19.1.3. A felony for physical assault, battery, or a drug-related
offense committed within the past five (5) years in

' accordance with 42 USC 671 (a)(20)(A)Xii).

The Contractor shall authorize the Department to conduct a Bureau of

Elderly and Adults Services (BEAS) State Registry Check at no cost

to the Contractor.

The BEAS State Registry Check confidential results are returned
directly to the Department.

The Contractor may commence services using qualified, prescreened
Temporary Staff prior to completion of the Criminal Background Check
and BEAS State Registry Check and verification of those Checks by
the Department if the: Contractor has provided the Department with
documentation that it has requested the Criminal Background Check
and BEAS State Registry Check for those Temporary Staff.

2.20.. Confidentiality

2.20.1.

2.20.2.

Any and all confidential information obtained or received by
Contractor, including all Temporary Staff, shall be kept confidential and
shall not be disclosed to anyone for any reason outside the scope of

 this Agreement. The Contractor shall comply with the Health

Insurance Portability and Accountability Act, 42 CFR Part 2, and NH
RSA 141-C. “Confidential Information” means "all information
identifying an individual directly or indirectly, and owned, managed,
created, or received from the Individual(s), entity(ies), the Department,
any other agency of the State, or any medical provider, that is
protected by Federal or State information security, privacy or
confidentiality laws or rules. Confidential Information includes, but is
not limited to, Derivative Data, protected health information (PHI),
personally identifiable information (PIl), federal tax information (FTI),
Social Security Administration information (SSA) and criminal justice
information services (CJIS) and any other sensitive confidential
information provided under the Agreement. This covenant shall
survive the termination of the Agreement.

The Contractor shall comply with the Standards for Privacy of
Individually Identifiable Health Information (Privacy Rule) (45 CFR
Parts 160 and 164) under the Health Insurance Portability and
Accountability Act (HIPAA) of 1996, and the standards for
safeguarding confidentiality of .substance use dlsorder (SUD)

information and records of 42 CFR Part 2.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Command and General Staff

Planning Section Chief
Public Health Response Safety and Logistics Officer

-Health Screeners
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Position Title; COVID-19 Public Health Response Planning Section Chief

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Incident
Commander, the Planning Section Chief will manage information related to the response,
including the responsibility for managing the activation and demobilization of response
resources. Responsibilities include the development of goals and objectives leading to effective
strategies to assure a well-coordinated emergency response team.

ACCOUNTABILITIES:

* Manages the preparation of strategies and plans for the incident and submlts incident
status reports to response personnel

e Prepares, collects, evaluates, disseminates, and uses incident information to develop the

" Incident Action Plan (IAP) ' :

e Facilitates incident information to maintain situational awareness

* Provides periodic predictions on incident potential and incident course of actions in order to
assure appropriate staffing and resources to support the response

¢ Mairtains the status of all resources assigned to the response

s Oversees the entire process of identifying and onboardmg response staff, staff schedulmg,
and-demobilization of response staff

¢ Coordinates and facilitates meetings of the Incident Management Team and assures
processes are in place to facilitate coordination across the response

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognizéd college or university with major study in health
administration, public health, nursing, education, emergency preparedness, social or physical
sciences or psychology or related field. Each additional year of approved formal education may
be substituted for one year of required work experience.

Experience: Seven years of experience in a public health or social service agency prdi/iding
planning, consultation or direct services.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Proficient in
office software applications.

PREFERRED QUALIFICAT]ONS:

» Exceptional organization and planning skills - @
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

» Completion of National Incident Management System and Incident Command Systém
training S _ o ' |

*  Ability to communicate effectively orally and in writing to individuals and groups

* Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during
periods of high stress - '

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities

Position Title: COVID-lB Public Health Response Safety and Lop.i_stics Officer

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Incident
Commander, the Safety and Logistics Officer will identify and provide necessary response needs
and assess safety hazards and take action to mitigate them. Responsibility includes the
development of goals and objectives leading to effective strategies to assure incident response
needs are procured and that plans are in place to support the physical and mental health and
safety of emergency response personnel. '

ACCOUNTABILITIES:

¢ Monitors and assesses safety hazards

¢ Develops measures for ensuring personnel safety

¢ Assesses facilities for safety hazards

e Participates in developing response plans regarding safety implications

e Provides safety briefings and distributes safety messages to response staff

» Monitors incident operations and advises response leadership on all matters relating to the
health and safety of emergency response personnel ' ‘ '

B Stops and prevents unsafe actions during incident operations

s Manages logistical needs across the five mission areas for incidents: protection, prevention,
mitigation, response, and recovery

s Provides facilities, services, people, and materials in support of the incident

e Advises the Incident Commander {IC) on all matters relating to logistics planning, facilities,
communications, ordering, receipt, storage, transport, and onward movement of goods,
services, and personnel

o Coordinates activities effectively with other members of the incident management team,
including Operations, Planning, and Finance

Maxim Heaithcare Staffing Services, Inc. Exhibit B-1 7 Contractor Initials
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Education: Bachelor's degree from a recognized college or university with major study in health
administration, public health, nursing, education, emergency preparedness, social or physical
sciences or psychology or related field. Each additional year of approved formal education may
be substituted for one year of required work experience.

Experience: Five years' experience in a field or occupation health administration, public health,
nursing, education, emergency preparedness, social or physical sciences or psychology plus
three years of supervisory experience in any occupational area.

License/Certification: Valid New Hampshire driver's license, if necessary for trave! throughout
the state. '

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled.

PREFERED QUALIFICATIONS:

* Occupational health and s_a_fety experience working within an emergency response

« Completion of National Incident Management System and Incident Command System training
» Ability to communicate effectively 6ral|y and in writing to individuals and groups. ’

* Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during periods of
high stress.

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities.

Position Title: COVID-19 Health Screener

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Public Health Safety
Officer, the Health Screener will conduct a questionnaire and take the temperature of
individuals prior to entering facilities hodsing public health response staff. The Health Screener
is responsible for following applicable safety protocols as defined by the Safety Officer and
response leadership. '

ACCOUNTABILITIES:

¢ Conducts a questionnaire and take the temperature of all individuals entering facility
Practices appropriate health and safety protocols

Registers individuals that enter the facility, if requested by supervisor

Follows all requirements related to personal protective equipment, cleaning and distancing
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit 8-1 Job Descriptions

» Performs other duties as assigned/necessary

MINIMUM QUALIFICATIONS:

Education: High School Diploma or GED equivalent required.
Experience: Two years of work experience in any setting required.
License/Certification: None. '

SPECIAL REQUIREMENTS: Availability to work nights and weekends as scheduled. Must be at
least 18 years of age. '

PREFERRED QUALIFICATIONS

* Ability to effectively elicit/provide information to and from appropriate individuals (including,
but not limited to, supervisors, co-workers, clients) via strong communication skills

* Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public during periods of
high stress '

* Must be willing to maintain appearance appropriate to assigned duties and responsibilities

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contractor Initials @

$$-2020-DPHS-20-STAFF-04 Page 5'0f 48 Date _6/19/2020
Doc ID: 20200619164301458



New Hampshire Department of Health and Human Services
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Exhibit B-1 Job Descriptions

Planning Section

Customer Service Support Specialist
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Position Title: COVID-19 Customer Service Support Specialists

SCOPE OF’WORK: Under the director of the COVID-19 Planning Chief, perform a variety of administrative
support tasks and to ensure the accuracy of administrative support activities.

ACCOUNABILITIES:

Provides general administrative support, including typing, filing, answering

telephones or scheduling appointments.

Manage multi-line voice over internet (VOIP) phone triage system.

Types form letters and prepares rough and final report narratives and tabulations.
Receives and transcribes dictation to type letters, memoranda, forms, and other materials.
Maintains and catalogues office supplies and materials for the response team.

Operates a computer or other electronic equipment to input and retrieve a variety of data.
Provides.information to the general public relating to agency procedures and policies.
Requires explaining facts, interpreting situations, or advising individuals, of

alternative or appropriate courses of action. '

MINIMUM QUALIFICATIONS:

Education:"_High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience.

Experience: Two years of experience in administrative support position.

PREFERRED QUALIFICATIONS:

Excellent customer service skills.

Previous experience working in a medical setting.

Ability to maintain confidential information _
Knowledge of modern office equipment and methods of operation.
Knowledge of business English, spelling, and arithmetic.
Knowledge of office practices and procedures.
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New Hampshire Department of Health and Human Servi'ces
Temporary Staffing Services

Exhibit B-1 Job Descriptions

\ .
s Ability to type a variety of correspondence and statistical material-and reports

with speed and accuracy as well as transcribe dictation.

¢ Ability to maintain fiscal or departmental records, as needed.

¢ Ability to work independently.

¢ Ability to establish and maintain harmonious and effective working relationships
with other employees and the public. '

s Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Operations Section

Case Investigation Branch

COVID-19 Case Investigation Branch Director

Case Investigation Unit Case Coordination Unit’

Case Investigation Unit Lead : Case Coordination Unit Leads _
Infectious Disease Investigators ‘ Case Coordination Support Specialists
Maxim Healthcare Staffing Services, Inc. Eihibit B-1 Contractor Initials
$8-2020-DPHS-20-STAFF-04 Page 9 of 48 Date 6/19/2020

Doc 1D: 20200619164301458 /



New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

Pasition Title: COVID-19 Case Investigation Branch Director

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations
Chief, the COVID-19 Case Investigation Branch Director will supervise and monitor
public health COVID-19 response staff conducting case investigations, field visits and
issuing isolation and quarantine orders. Responsibility includes the development of
goals and objectives leading to effective strategies to combat the COVID-19 global
pandemic in New Hampshire. '

ACCOUNTABILITIES:

s Supervises public health COVID-19 programs, including integrating the
development of program policies, goals and objectives, and monitoring the
delivery of services '

'« Evaluates program operations for program effectiveness, cost effectiveness,
and staff utilization

e Provides public heaith expertise and direct consultation services to health
agencies and organizations _

e Authors and coordinates submission of program narratives and financial reports,
including federal grant application and reports

s Directs the development of quality assurance standards and criteria for
public health programs

s Develops broad agency standards to assure compliance with regulations, and
monitors quality of direct services provided by programs

o Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, investigation and
monitoring of COVID-19 cases

¢ Supervises professional and support staff in specialized programs with
responsibility for hiring, training, and performance appraisals

e Serves as subject matter expert for internal public health matters related to
COVID-19 activities

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with majof study; @
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience.

Experience: Six years of experience in a public health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's Iicénse, if necessary for travel throughout the State.
SPECIAL REQUIREMENTS: Availability to respond to public health emergencies as they arise.

PREFERRED QUALIFICATIONS:
* Infectious Disease experience
¢ Considerable knowledge of supervisory principles
. o  Knowledge of mathematics and budget preparation
e Knowledge of interviewing techniques
¢ Ability to prepare budgets
¢ Ability to negotiate agreements
¢ Ability to communicate effectively orally and in writing to individuals and groups
e Ability to establish and maintain effective warking relationships with
medical, other professional and administrative officials, governmental
officials and the public :
e Mustbe willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority _
e Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act (HIPAA) '

Position Title: COVID-19 Investigation Unit Lead

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Case
Investigation Branch Director, the COVID-19 Investigation Unit Lead will supervise
and monitor public health COVID-19 response staff. This will include planning and
development of work procedures and policy for subordinate employees.

ACCOUNTABILITIES:
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

» Supervises the operation of a COVID-19 Response organizational unit with
responsibility for evaluation of employee work performance

e Plans’and evaluates the implementation of COVID-19 Response unit
objectives, including developing and revising work methods and
procedures for subordinate employees

¢ Prepares reports evaluating program effectiveness and recommends changes
in policies and methods

e Develops, updates and reviews proposed training manuals and informational
materials to ensure consistency and conformance with overall agency
.objectives and policies

e Provides consultation to agency professionals and reviews recommendations
made by subordinate employees '

¢ Coordinates the development and drafting of plans, policies and procedures of a unit

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work expefience.

Experience: Five years of experience in a field or occupation health administration,
public health, nursing, education, emergency preparedness, social or physical sciences
or psychology plus three years of supervisory experience in any occupational area. If
related to the program area, the supervisory experience will count as part of the five
years' total experience. Each additional year of approved work experience may be
substituted for one year of required formal education.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

SPECIAL REQUIREMENTS: Medical background (e.g. nurse) preferred. Availability to
respond to public health emergencies as they arise.

PREFERRED QUALIFICATIONS: ,
s Experience working in the field of infectious disease
¢ Trained in motivational interviewing & other interviewing techniques
s Ability to communicate effectively orally and in writing to individuals and groups
e Ability to establish and maintain effective working relationships with
medical, other professional and administrative officials, governmental
officials and the public
e Must be willing to maintain appearance appropriate to assigned
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

duties and responsibilities as determined by the agency
appointing authority .
e Experience working in the field of infectious disease
¢ Experience working with diverse populations
s Ability to discuss sensitive and confidential topics
e ‘Strong interpersonal skills desired
s Ability to communicate effectively orally and in writing to individuals and groups
e Nurse preferred

Position Title: COVID-19 Case Investigator

SCOPE OF WORK: To provide highly specialized public health infectious disease
control with identified high-risk populations through investigation, education,
and development of programs and policies.

ACCOUNTABILITIES:

¢ Reviews, modifies and implements program policies and procedures related
to transmission COVID-19

» Utilizes logical and scientific expertise to provide disease intervention
services including case investigations, interviewing infected patients,
notifying possible contacts, and providing technical assistance to pro’viders to
assure that patients with infectious diseases receive appropriate diagnostic
tests, treatment, follow-up testing, counseling, and referral

e Conducts specialized interviews utilizing best practices of patients
infected with COVID-19 :

¢ Performs telephonic and field investigations to locate infected
individuals and partners who may be at risk of transmission and to
tocate persons with positive diagnostic tests requiring treatment and
interview

* Explains the requirements of isolation during the patient’s infectious period

¢ Maintain training in appropriate use of personal protective equipment
(PPE) in the event filed investigations are necessary

o Conducts field investigations, as needed"

e Initiates, - assembles, and presents medical materials for use in the
development of improved COVID-19 prevention and control objectives using
guidelines put forth by the Centers for Disease Control and Prevention and
other relevant governmental health agencies

e Coordinates medical and non-medical care services for patients with COVID-19

¢ Escalate client records to supervisor for consideration of legal orders, for
patients who verbally indicate refusal for adhere to voluntary isolation
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New Hampshire Department of Health and Human Services
- Temporary Staffing Services

Exhibit B-1 Job Descriptions

e Maintains rigorous security and confidentiality procedures in accordance
with Bureau, Division, and Department policies |

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with a major
in * health administration, public health, nursing, education, emergency
preparedness, social or physical sciences or psychology. Each additional year of
approved formal education may be substituted for one year of required work
experience. ‘

Experience: Four years of professional or paraprofessional experience in health
administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology, with responsibility for program
implementation, direct service delivery, planning or program evaluation. Each
additional year of approved work experience may be substituted for one year of
required formal education.

License/Certification: Driver's license, if necessary for travel throughout the State.
Specia;l Requirements: Availability to respond to public health emergencies as they arise.

PREFERRED QUALIFICATIONS:

e Experience working in the field o!f infectious disease

e Experience working with diverse populations

¢ Ability to discuss sensitive and confidential topics

* Stronginterpersonal skills desired

¢ Trained in motivational interviewing & other interviewingtechniques

e Ability to communicate effectively orally and in writing to individuals and groups

e Ability to establish and maintain effective working relationships with medical, other
professional and administrative officials, governmental officials and the public

e Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority

Position Title: COVID-19 Case Coordination Unit Lead

SCOPE OF WORK: Under the direction of the COVID-19 Case Investigation Branch Directors,
collects infectious disease-related clinical information from healthcare providers and
laboratories, requests, reviews, an\d interprets medical records, and enters data into
surveillance software. Researches and reviews information related to infectious disease
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

program policy, procedure, and regulations to provide accurate, consistent, and techﬁi;ally
proficient support for state infectious disease programs. Acts in a supervisory role in the COVID-
19 Case Coordination Unit.

-

ACCOUNTABILITIES:

e Researches and reviews infectious disease program policies, procedures and regulations for
use in providing technical assistance and medical information

e Collects and verifies infectious disease-related clinical information through oral and written
communication with other state agencies, health care providers, laboratories, and the
public ‘

e Requests, reviews, and interprets medical records from healthcare organizations to
determine if an infectious disease occurred and whether the report requires further

- intervention by COVID-19 investigators

¢ Uses medical knowledge to triage, distribute and delegate disease reports from healthcare
providers and laboratories for follow-up as needed to COVID-19 investigators, other bureau
staff, city health departments, or out-of-state health departments

» Receives and logs disease incidence and case information in infectious disease surveillance
software systems, and monitors the receipt of infectious diseases reports and makes
recommendations for additional investigation to supervisors when potential anomalies are
detected ‘ '

e Requires partial supervision of other employees doing work including assigning job duties,
providing training, giving instructions and checking work

e Implements quality assurance procedures to ensure completeness, accuracy, and validity of
collected and documented clinical information, and participates in efforts to streamline-
work processes and makes recommendations for improvement

¢ Reviews, clarifies, interprets, and explains state infectious disease reporting laws,
department rules and department policy to medical providers, other professionals and the
public '

e Develops and prepares infectious disease-related policy or procedural manuals, reports and
publications accbrding to established guidelines and procedures

e Maintains rigorous security and confidentiality procedures in accordance with Bureau,
Division, and Department policies

MINIMUM QUALIFICATIONS:

Education: Associates’s degree from a recognized college or university with a major study in a
health, medical or paramedical field. Each additional year of approved formal education may be
substituted for one year of required work experience.
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 \!ob Descriptions

Experience: Two years of prdfessional or paraprofessional experience in a healthcare setting at
the level of a nurse, medical assistant, paramedic, or related occupation. At least one year of
supervisory or work delegation experiénce. Each additional year of approved work experience
may be substituted for one year of required formal education.

PREFERRED QUALIFICATIONS:
* Experience with infectious disease

* Experience working in a medical office

» Experience collecting and communicating about sensitive health information and operating
in an environment covered by the Health Insurance Portability and Accountability Act
(HIPAA)

* Ability to communicate effectively in oral and written form and to establish and maintain

effective relationships with governmental officials, other employees and the general public
« Must be willing to maintain appearance appropriate to assigned duties and responsibilities as
determined by the agency appointing authority '

Position Title: Case Coordination Support Specialists

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types of applications.

ACCOUNTABILITIES

* Enters diversified data for various types of appiicétions into online computerized data bank
» Verifies the data entered by other operators to ensure accuracy of computer run

* Researches keying errors and corrects the information for processing

¢ Uses computerized equipment for validation of source documents

* Sorts and files data according to standardized procedures

* Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience,

Experience: Two years of clerical experience, including six months of operating data
entry equipment.

PREFERRED QUALIFICATIONS:
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

. Experi'ence working in a medical setting

o Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act {HIPAA)

e Knowledge of keying and data entry systems

¢ Knowledge of the uses and principles of codes and coded information

o Skill in entering data into compdter systems and databases

e Ability to type data accurately and rapidly

e Ability to comprehend and follow instructions

e Ability to establish and maintain harmonious working relationships with associates

¢ Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority
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Exhibit B-1 Joh Descriptions

Operations Section

Contact Tracing and Monitoring Branch

COVID-19 Contact Tracing and Monitoring Branch Director

Monitoring Unit Contact Tracing Unit

Monitoring Unit Leads Contact Tracing Unit Leads

Contact Tracer/Health Monitor Contact Tracer/Health Monitor
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New Hampshire Department-of Health and Human Services
Temporary Staffing Services :

Exhibit B-1 Job Descriptions

Position Title: COVID-19 Contact Tracing and Monitoring Branch Director .

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations
Chief, the COVID-19 Contact Tracing and Monitoring Branch Director will supervise and
monitor public health COVID-19 response staff conducting case investigations, contact
tracing and patient monitoring. Responsibility includes the development of goals and
objectives leading to effective strategies to combat the COVID-19 global pandemic in
New Hampshire. - '

ACCOUNTABILITIES: | |

e Supervises public health COVID-19 programs, intluding integrating the
development of program policies, goals and objectives, and monitoring the
delivery of services

e Evaluates program operations for program effectiveness, cost effectiveness,
and staff utilization _ . '

¢ Provides public health expertise and direct consultation services to health
agencies and organizations

e Authors and coordinates submission of program narratives and financial reports
including federal grant application and reports

e Directs the development of quality assurance standards and criteria for
public health programs

e Develops broad agency standards to assure compliance with regulations, and p
monitors quality of direct services provided by programs;

e Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, |nvest|gat|on and
monitoring of COVID-19cases

¢ Supervises professional and support staff in specialized programs with
responsibility for hiring, training, and performance appraisals

e Serves as subject matter expert for internal public health matters related to

- COVID-19 activities

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or uni\rersity with major study

in health administration, public health, nursing, education, emergency preparedness, @
_ . ;
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New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience.

Experience: Six years of experience in a public health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's license, if necessary for travel throughout the State.
SPECIAL REQUIREMENTS: Availability to respond to public health emergencies as they arise.

PREFERED QUALlFICATIONS: {

¢ Infectious Disease experience

» Considerable knowledge of supervisory principles

* Knowledge of mathematics and budget preparation

s Knowledge of interviewing techniques

» Ability to prepare budgets

s Ability to negotiate agreements

» Ability to communicate effectively orally and in writing to individuals and groups.

¢ Ability to establish and maintain effective working relationships with
medical, other professional and administrative officials, governmental
officials and the public

e Must be willing to.maintain appearance appropriate to assigned
duties and responsibilities as determined by the agericy
appointing authority

Position Title: COVID-19 Operations Unit Lead; Contact Tracing/Health Monitoriné

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Contact
Tracing and Monitoring Branch Director, the COVID:19 Operations Unit Lead serves
as a Team Lead to provide supervision and monitoring of a team of public health
COVID-19 response staff. This will include planning and development of work
procedures and policy for subordinate employees.

ACCOUNTABILITIES:

* Supervises the implementation of daily administrative procedures for a
COVID-19 Operations Response unit )

s Reviews work of subordinates to determine compliance with COVID-19
procedures and policies

s Evaluates employee work performance and provides feedback for skills improvem@
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¢ Maintains records on COVID-19 Response unit effectiveness and provides
appropriate statistics to the COVID-19 Contact Tracing and Monitoring
Branch Director '
* Delegate daily workload and areas of responsibility to subordinate unit members,
_including training unit members in established work procedures
+ Investigates problems and complaints, including developing and implementing solutions

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study
in health administration, public health, nursing, education, emergency preparedness,
social or physical sciences or psychology. Each additional year of approved formal
education may be substituted for one year of required work experience. '

Experience: Three years of experience in health administration, public health, nursing,
education, emergency preparedness, social or physical sciences or psychology plus
three years of supervisory experience in any occupational area. If related to the
program area, the supervisory experience will count as part of the five years' total
experience. Each additional year of approved work experience may be substituted for
one year of required formal education.

PREFERED QUALIFICATIONS:
e Experience working in the field of infectious disease
e Trained in motivational interviewing & other interviewing techniques
s Ability to communicate effectively orally and in writing to individuals and groups
¢ Ability to establish and maintain effectivg working relationships with
medical, other professional and administrative officials, governmental
officials and the public ' :
e Must be willing to maintain appearance approprlate to assigned
duties and responsibilities as determined by the agency
appointing authority
s Nurse preferred
License/Certification: Valid driver's license, if necessary for trave| thrdughout the State.

Position Title: Contact Tracer/Health Monitor

SCOPE OF WQRK: To provide public health disease control through investigation,
education, analysis and control of disease exposure.

ACCOUNTABILITIES:

¢ In a professional and empathetic manner, performs telephone interviews of: @
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e Individuals identified to be infected with or have been in contact with someone
diagnosed with COVID-19, and in doing so, reinforce need for isolation and how
to doso )

¢ Individuals identified to have been in contact with someone diagnosed with COVID-
19, and in doing so, articulate need to quarantine and guidance on how to do so

e Assess clients for symptoms of COVID-19, need for additional health screening and
‘make referrals to testing, as necessary; enroll clients in monitoring for COVID-19
symptoms for the duration of their quarantine or isolation period

e Collect and maintain electronic records and other related confidential
documentation of case management for clients in the Contact Tracing Salesforce

Platform and New Hampshire Electronic Disease Surveillance System (NHEDSS)

¢ Assess the need and make referrals for additional services for those who are under
quarantine (housing, food, etc.).

e Escalate client records to supervisor for consideration of legal orders, for clients who
verbally indicate refusal for adhere to voluntary quarantine

» Maintains rigorous security and confidentiality procedures in accordance
with Bureau, Division, and Department policies

MINIMUM QUALIFICATIONS:

Education: Associate's degree from an accredited institute of higher education with
major study in health administration, public health, nursing, education,
emergency preparedness, social or physical sciences or psychology. Each
additional year of approved formal education may be substituted for one year of
required work experience.,

Expenence Three years of experience in a field of health administration, public health,
nursing, education, emergency preparedness, social or physical sciences or
psychology, with responsibility for providing program information to others. Each
additional year of approved work experience may be substituted for one year of
required formal education.

PREFERED QUALIFICATIONS:
¢ Experience with telephonic interviews
«  Ability to communicate effectively orally and in writing to individuals and groups
¢ Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority
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Operations Section

Surveillance and Epidemiology Branch

COVID-19 Surveillance and Epidemiology Branch Director

COVID Epidemiology Unit COVID Cluster Investigation Unit
Epidemiology Unit Leads Infection Prevention/Cluster Investigation Unit Lead
Epidemiologists Infection Preventionist/Investigators

Data Entry Specialists
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Position Title: COVID-19 Epidemiology and Surveillance Branch Director

SCOPE OF WORK: Under the guidance and supervision of the COVID-19 Operations
Section Chief, the COVID-19 Epidemiology and Surveillance Branch Director will
supervise and monitor public health COVID-19 response staff conducting case
investigations, contact tracing and patient monitoring. Responsibility includes the
development of goals and objectives related to epidemiology and surveillance leading
to effective strategies to combat the COVID-19 global pandemic in New Hampshire.

ACCOUNTABILITIES:

¢ Supervises public health COVID-19 surveillance and epidemiology teams,
including integrating the development of program policies, goals and objectives,
and monitoring the delivery of services '

¢ Evaluates program operations for program effectiveness, cost effectiveness,
and staff utilization

e Provides epidemiology expertise and direct consultation services to health
agencies and organizations

¢ Authors and coordinates submission of program narratives and financial reports,
including federal grant application and reports

e Directs the development of quality assurance standards and criteria for
public health programs

e Develops broad agency standards to assure compliance with regulations, and
monitors quality of direct services provided by programs

e Coordinates collaborative efforts between federal, other states, and/or local
agencies to assure and monitor ongoing surveillance, mvestlgatmn and
monitoring of COVID-19 cases

e Supervises professional and epidemiology staff in speaahzed programs with
responsibility for hiring, training, and performance appraisals

* Serves as subject matter expert for epidemiology and surveillance matters
related to COVID-19 activities

e Ensures availability to support the Department as needed in the event of a public
health emergency

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study aU
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in health administration, epidemiology, public health, nursing, education, emergency
preparedness, social or physical sciences or psychology. Each additional year of
approved formal education may be substituted for one year of required work
experience. '

Experience: Six years of experience in a public health or social service agency providing
planning, consultation or direct services with at least two years in a supervisory
capacity, one year of which shall be in a health related setting.

License/Certification: Valid driver's license, if necessary for travel throughout the State.

PREFERED QUALIFICATIONS:
" & (Considerable knowledge of epidemiology, statistics, and data visualization
e Coursework in epidemiology, biostatistics, health services research or
.administration preferred
e Experience or trainingin managing information technology projects preferred
¢ Considerable knowledge of supervisory principles
o Knowledge of mathematics and budget preparation
¢ Knowledge of interviewing techniques
¢ Ability to communicate effectively orally and in writing to individuals and groups
e Ability to establish and maintain.effective working relationships with
medical, other professional and administrative officials, governmental
officials and the public
¢ Must be willing to maintain appearance appropriate to assigned
duties and responsibilities as determined by the agency
appointing authority

Position Title: COVID-19 Eﬁidemiologv Unit Lead

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Branch Director, the COVID-19 Epidemiology Unit Lead, oversees program
activities, such as interpretation of statewide data, policies and procedures for use in
COVID-19 planning and response. Oversees the use of surveillance systems to track
the occurrence of infectious diseases and COVID-19.

ACCOUNTABILITIES:

* Supervises other epidemiology professional staff, including providing
training, and delegation of work '

¢ Conducts and guides in planning and coordination of epidemiological investigations,
including but not limited to: 1) guiding study design and questionnaire or other dat@
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collection instrument development; 2) conducting statistical analysis and adapting
technique to fulfill specific needs; 3) conducting site visits and interviews of patients
and/or healthcare providers; and 4) interpreting and communicating findings for a
variety of audiences. '

¢ Develops and revises methods and procedures related to data collection systems

 necessary to provide and link the data for statistical dnalysis relevant to COVID-19

¢ QOversees epidemiological investigations following the approved protocol; collects,
analyzes and interprets disease reports and other information

s Applies scientific knowledge, manages data from surveillance projects, and -
performs complex epidemiologic analysis (descriptive and comprehensive
analysis) using statistical software programs"

¢ Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity

e Consults with state, regional and local partners and agencies, the NH Public Health
Laboratories and private laboratories, medical providers, and others to ensure
coordination and prompt response to disease investigation. '

¢ Finalizes routine, interim and final reports on COVID-19 cases, laboratory
testing, and investigations and outbreaks as established by protocols

¢ Finalizes protocols for COVID-19 investigations and develop emergency
preparedness plans as requested by supervisor

e Serves as a resource for current information about COVID-19; provides education
materials to clinical staff, the public, medical providers, Department staff and’
others

. e Analyzes existing disease investigation, prevention and control policies and

procedures in order to recommend effective changes to enhance COVID-19
disease reporting and prevention activities

* Makes formal presentations as requested and attends conferences, meetings and
trainings as requested

"o Assists in the preparation of new and continuing federal grants

¢ Conducts other disease investigation, outbreak management and epidemiology
projects at the request of the supervisor

e Ensures availability to support the Department as needed in the event of a
public health-emergency

" MINIMUM QUALIFICATIONS:
Education: Master’s degree from a recognized college or university with major study in
. epidemiology, biostatistics, public health, or related health field preferred. Each
additional year of approved formal education may be substituted for one year of
required work experience. O
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Experience: Four years of professional experience in public health, biostatistics, data
analysis, and/or epldemlology, with responsibilities in program research, pianmng,
monitoring, and evaluation.

OR

Education: Bachélor’'s degree from a recognized college or university with major study
in epidemiology, biostatistics, public health, or related health field

Experience: Five years of professional experience in public health, biostatistics, data
analysis, and/or epidemiology with responsibilities in program research, planning,
monitoring, and evaluation. Each additional year of approved work experience may
be substituted for one year of required formal education.

License/Certification': Valid driver’s license or access to transportation for statewide
travel required.

PREFERRED QUALIFICATIONS:

*» Knowledge and experience in epidemiologic methods and statistical
analysis as well proficiency in computer applications and statistical
software preferred

e Understanding of social determinants of health

o Applied public health experience

o Experience with emergency preparedness and response

e Experience communicating with the public and medical providers on medlcal issues

e Master's degree from a recognized university with major study in
epidemiology preferred

e« Considerable ability to communicate clearly and concisely both in oral and
written form, communicate with the public and medical providers on medical
and other issues, perform technical writing, and evaluate and analyze program
effectiveness and resource unitization; knowledge and experlence in
supervision preferred

Position Title: COVID-19 Epidemiologist

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Unit Lead the COVID-19 Epidemiologist analyzes and interprets statewide
data, policies and procedures for use in COVID-19 planning and response. Utilizes
surveillance systems to track the occurrence of infectious diseases and COVID-19.
Analyzes and interprets complex data sets for reporting and informing disease
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2

intervention activities.

ACCOUNTABILITIES:

e Conducts and participates in the planning and coordination of epidemiological
investigations, including but not limited to: 1) conducting statistical analysis and
adapting technique to fulfill specific needs; 2) conducting site visits and interviews
of patients and/or healthcare providers; and 3) interpreting and communicating
findings for a variety of audiences :

¢ |mplements methods and procedures related to data collection systems
necessary to provide and link the data for statistical analysis relevant to
COVID-19 .

o Conducts epidemiological investigations following the approved protocol; collects,
analyzes and interprets disease reports and other information.

* Applies scientific knowledge, manages data from surveillance projects, and
performs complex epidemiologic analysis {descriptive and comprehensive
analysis) using statistical software programs

¢ Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity

¢ Consults with state, regional and local partners and agencies, the NH Public Health
Laboratories and private laboratories, medical providers, and others to ensure
coardination and prompt response to disease in'vestigations“

« Drafts routine, interim and final reports on COVID-19 cases, laboratory
testing, and investigations and outbreaks as established by protocols

s Writes protocols for COVID-19 investigations and develop emergency preparedness
plans as requested by supervisor

¢ Analyzes existing disease investigation, prevention and control policies and
procedures in order to recommend effective changes to enhance COVID-19
disease reporting and prevention activities

» Makes formal presentations as requested and attends conferences, meetings and
trainings as requested

¢ Conducts other disease investigation, outbreak management and epidemiology
projects at the request of the supervisor

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree from a recognized college or university with major study
in epidemiology, biostatistics, public health, or related health field

Experience: Five years' professional experience in public health, biostatistics, data
analysis, and/or epidemiology with responsibilities in program research, planning,
monitoring, and evaluation. Each additional year of approved work experience may

be substituted for one year of required formal education. » @
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License/Certification: Valid driver’s license or access to transportation for statewide
travel required.

PREFERRED QUALIFICATIONS:

Knowledge and experience in epidemiologic methods and statistical

analysis as well proficiency in computer applications and statistical

software preferred

Understanding of social determinants of health, applied public health

experience and emergency preparedness and response

Bachelor’s degree from a recognized university with major study in epidemiology
preferred; considerable ability to communicate clearly and concisely both.in oral

and written form

Ability to communicate with the public and medical providers on medical and otherissues
Perform technical writing . |

Position Title: COVID-19 Infection Prévention/CIuster Investigation Unit Lead

SCOPE OF WORK: Under the direct supervision of the COVID-19 Epidemiology and
Surveillance Branch Director, the COVID-19 Infection Prevention/Cluster Investigation
Unit Lead oversees program activities, such as cluster investigation in healthcare
facilities and other congregate settings, develops policies and procedures for use in
COVID-19 planning and response. Oversees infection prevention activities in
responding to COVID-19 and enhances tracking systems to monitor clusters or
outbreaks. -

ACCOUNTABILITIES:

Supervises other infection prevention professional staff, including providing’
training, and delegation of work

Conducts and guides in planning and coordination of investigations in congregate
settings and healthcare; including but not limited to: 1) guiding investigation steps
and development of data collection tools to identify infection control concerns; 2)
works with staff to conduct statistical analysis; 3) conducting site visits and
interviews of patients and/or healthcare providers; and 4} interpreting and
communicating findings for a variety of audiences

Develops and revises methods and procedures related to infection preventuon for COVID-19
Oversees cluster/outbreak investigations following the approved protocol; revises
and communicates suggestions to improve protocols; collects and interprets
disease reports and other information

Applies scientific knowledge, best practice in infection prevention, to effectively
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respond to outbreaks and clusters and mitigate infection control concerns
identified _

s Collaborates with federal, other state.and local agencies to provide ongoing
statewide infection prevention and COVID-19 investigation

e Consults with state, regional and local partners and agencies, the NH Public
Health Laboratories and private laboratories, medical providers, Health Facilities
Administration, and others to ensure coordination and prompt response -

e Finalizes routine, interim and final reports on COVID-19 outbreaks and clusters

+ Finalizes protocols for COVID-19 cluster investigations and develops infection
prevention plans as requested by supervisor _

~® Serves as a resource for current infection prevention information about COVID-19.

Provides education materials to clinical staff, the public, medical providers,
Department staff and others :

e Analyzes existing policies and procedures in order to recommend effective
changes to enhance COVID-19 disease reporting and prevention activities

¢ Makes formal presentations as requested and attends conferences, meetings and
trainings as requested

e Assists in the preparation of new and continuing federal grants

e Conducts other disease investigation and outbreak management projects at the
request of the supervisor

e Ensures availability to support the Department as needed in the event of a
public health emergency

MINIMUM QUALIFICATIONS:

Education: Master’s degree from a recognized college or university with major study
in nursing, infection prevention, epidemiology, publié health, or related health field
preferred. Each additional year of approved formal education may be substituted for
one year of required work experience.

Experience: Four years of professional experience in infection prevention,
healthcare, public health and/or healthcare epidemiology, with responsibilities in
program research, planning, monitoring, and evaluation.

OR

Education: Bachelor’s degree from a recognized college or university with major study
in nursing, infection prevention, epidemiology, public health, or related health field

Experience: Five years of professional experience in in infection prevention,
healthcare, public health and/or healthcare epidemiology, with responsibilities in @
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program-research, planning, monitoring, and evaluation. Each additional year of
approved work experience may be substituted for one year of required formal
education. ' '

License/Certification: Valid driver’s license or access to transportation for statewide
travel required. A

PREFERRED QUALIFICATIONS:

e Knowledge and experience in outbreak investigation methods, infection
prevention, and proficiency in computer applications and ability to analyze data

¢ Understanding of social determinants of health

* Applied infection prevention and public health experience preferred

¢ Experience with emergency preparedness and response

e Experience communicating with the public and medical providers on medical issues

¢ Master's degree from a recognized university with major study in nursing,
infection prevention, and/or epidemiology preferred

e Considerable ability to communicate clearly and concisely both in oral and

.written form, communicate with the public and medical providers on medical

and other issues, perform technical writing, and evaluate and analyze program
effectiveness and resource unitization; knowledge and experience in
supervision preferred

Position Title: COVID-19 Infection Prevention Investigator

SCOPE OF WORK: Under the direct supervision of the COVID-19 Infection
Prevention/Cluster Investigation Unit Lead, the COVID-19 infection prevention
investigator conducts investigations in congregate, institutional, business, or
healthcare settings and provides infection prevention recommendations and

" guidance to affected locations. Analyzes and interprets data from investigations,
documents investigations, and works on policies and procedures for use in COVID-
19 planning and respanse.

ACCOUNTABILITIES: .

» Conducts and participates in cluster and outbreak investigations of COVID-19 and
provides infection prevention recommendations relevant to specific settings

¢ Implements methods and procedures related to data collection systems
necessary to provide and link the data for cluster investigations

¢ Conducts investigations following the approved protocol; collects, analyzes and
interprets investigation reports and other information

¢ Applies scientific infection preventién knowledge to investigations @
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» Collaborates with federal, other state and local agencies to provide ongoing
statewide surveillance and investigation of disease capacity !

» Consults with state, regional and local partners and agencies, the NH Public

. Health Laboratories and private laboratories, Health Facilities Administration,

medical providers, and others to ensure coordination and prompt response to
clusterinvestigations

e Drafts reports on COVID-19 outbreaks and clusters for review by supervisor

e Coordinates testing strategy, site visits as necessary, and necessary follow-up to
locations or settings experiencing an outbreak or cluster of COVID-19

» Analyzes existing infection prevention and control policies and procedures and
provides recommendations to supervisor

e Makes formal presentations as requested and attends conferences, meetings and
trainings as requested : '

¢ ' Conducts other investigation, outbreak management and COVID-19 projects at
the request of the supervisor

MINIMUM QUALIFICATIONS:

Education: Bachelor’s degree from a recognized college or university with major study
in nursing, infection prevention, epidemiology, public health, or related health field.

Experience: Five years of professional experience in nursing, infection prevention,
public health, or healthcare epidemiology with responsibilities in program research,
planning, monitoring, and evaluation. Each additional year of approved work
experience may be substituted for one year of required formal education.

License/Certification: Valid driver’s license or access to transportation for statewide
travel required.

PREFERRED QUALIFICATIONS:

* Knowledge and experience in outbreak investigations and infection
prevention
e Proficiency in computer applications preferred
¢ Understanding of social determinants of health, applied public health
experience and emergency preparedness and response
¢ Bachelor's degree from a recognized university with major study in nursing
and/or healthcare epidemiology preferred
e Considerable ability to communicate clearly and concisely both in oral and
written form
e Ability to communicate with the public and medical providers on medical and other issues
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o Perform technical writing
e Nurse preferred.

Position Title: Data Entry Specialist

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types of applications.

ACCOUNTABILITIES

« Enters diversified data for various types of applications into online computerized data bank
» Verifies the data entered by other operators to ensure accuracy of computer run

* Researches keying errors and corrects the information for processing

» Uses computerized équipment for validation of source documents

* Sorts and files data according to standardized procedures

» Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience.,

Experience: Two years of clerical experience, including six months of operating data
entry equipment.

PREFERRED QUALIFICATIONS:

* Knowledge of keying and data entry systems

e Knowledge of the uses and principles of codes and coded information

¢ Skill in entering data into computer systems and databases

* Ability to type data accurately and rapidly

e Ability to comprehend and follow instructions

e Ability to establish and maintain harmonious working relationships with associates

e Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority

» Experience working in a medical setting
e Experience collecting and communicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and

Accountability Act (HIPAA) . @
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Laboratory Branch

Microbiologist IV
Microbiologist !l
Laboratory Scientist Il
Central Receiving
Data.Entry Specialists
Program Specialist llI
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Position Title: COVID-19 Microbiologist IV

SCOPE OF WORK: Oversees laboratory activities in the area of virology and special
testing with responsibility for supervising laboratory specialists, developing and
performing complex microbiological procedures, and reporting high-quality test
results.

ACCOUNTABILITIES:
¢ Performs and interprets complex microbiological laboratory tests on human,
animal and environmental specimens and reports the results to health care and
public health professionals to assist in protecting the public health and to assist
the provider in diagnoses and treatment decisions; maintains flexibility to cope
with assignments that may vary from day to day depending on workload;-exhibits
competency in all tasks of laboratory unit or specialty to which assigned
e Serves as the Supervisor of the Virology and Special Testing Laboratory Unit;-
supervises and schedules staff assigned to the laboratory unit and performs special
laboratory functions to assure effective, efficient operations; participates in
employee performance evaluations and the interview process; trains subordinate
microbiologists and laboratory assistants; trains and offers technical assistance to
field personnel; documents all training.activities and competency assessment to
:assure compliance with federal regulations
e Independently reports results; enters test results and quahty centrol data into
Laboratory Information Management System (LIMS) to accurately track testing
process and assure its validity; reviews data and corrects inaccuracies. Queries
database to gather information for lab users; prepares statistical reports from
the data to satisfy management and client needs
e Performs, documents, and evaluates quality control to assure accuracy of test
results; drafts laboratory procedures and makes recommendations for changes in
methodology to assure effective workflow; ensures compliance with all federal
“regulations
» Operates, maintains, and troubleshoots highly complex laboratory equipment
to provide guality assured laboratory test results and to assure timely
performance of analyses
¢ Participates in proficiency testing, and other quality assurance activities, to assure
individual competence, to meet federal regulations and to enhance the Public
Health Laboratories’ reputation; ensures that program is represented on PHL

Quality Assurance Committee . . @
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e Communicates with health care providers and other laboratory users to convey
test results with their interpretation and laboratory information for diagnostic and
treatment decisions; maintains confidentiality at all times

o Oversees inventory of supplies, reagents, and instrument parts to assure constant
ability to perform testing; understands, follows, and teaches subordinates all
laboratory safety rules, to protect self and co-workers

e Assists the Virology and Molecular Diagnostics Program Manager in preparing grant
applications, budget needs and progress reports; oversees laboratory projects such
as evaluating a new procedure or chéiring a taskforce, as assigned, and actively
participates on laboratory committees to support PHL infrastructure; manages
laboratory unit as Unit Supervisor ' ‘

e Works flexible hours when the public health situation demands; attends disease
outbreak meetings with professionals from other department bureaus and
coordinates laboratory response

MINIMUM QUALIFICATIONS:

Education: Master's degree from a recognized college or university with a minimum of thirty-
six {36) credits in the field of microbiology, medical technology, the biclogical sciences, the
health sciences, or the health professions. Each additional year of approved formal education
may be substituted for one year of required work experience. Professional certification in the
specialty of microbiology may be substituted for one year of required work experience.

Experience: Five years of experience in a microbiological, clinical or public health
laboratory, with one year in a supervisory level position.

License/Certification: Applicants must meet certification requirements. of the Centers
for Medicare and Medicaid Services for Clinical Laboratory Personnel (CLIA '88).

SPECIAL REQUIREMENTS:

1. Must demonstrate successful completion of basic Core Training and Intermediate
Training or their equivalent plus Advanced Level Training specialized to job function
or itsequivalent.

2. Must receive satisfactory performance evaluation and performance based
recommendation from Supervisors and Laboratory Administrator.

3. Must be willing to obtain security clearance to work with Select Agents
according to the Select Agent Rule requirements.

SPECIAL QUALIFICATIONS: _
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Must be able to rotate among testing areas according to workload needs. Visual
deficiencies must not interfere with ability to perform laboratory analyses. Physical
condition must allow for the administration of vaccines and/or necessary
diagnostics tests and be willing to take vaccines that will allow working with Select
Agents, e.g., anthrax and smallpox vaccines. Superior manual dexterity and
coordination required. Must be willing and able to handle unpleasant and/or -
hazardous specimens such as feces, sputum, blood, vomitus, urine, animal heads,
and samples known to contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B vaccine.

Position Title: COVID-19 Microbiologist Il

SCOPE OF WORK: Conducts and interprets quality assured and time dependent
microbiologic and molecular diagnostic analyses on human, animal and environmentai
specimens in support of public health activities. Conducts DNA sequence-based
surveillance activities to support the mission of NH PHL.

ACCOUNTABILITIES:

o Performs and interprets laboratory tests on clinical and environmental specimens using a
variety of microbiological and molecular techniques such as Polymerase chain reaction
(PCR), DNA sequencing and next generation sequencing in support of public health
activities’ participates in DNA sequence- based surveillance activities to support the mission
of NHPHL -

e Performs QC and analysis on Sanger sequencing and next generation sequencing
data using computer software

e Operates, maintains, and troubleshoots complex taboratory equipment to provide
quality assured laboratory test results and to assure timely performance of analyses;
prepares reagents and monitors supplies and instrument parts to assure constant ability
to performtesting '

¢ Enters test results and guality control data into Laboratory Information Management
System (LIMS) to accurately track testing process and assure its validity; reviews data and
corrects inaccuracies; queries database to gather information for labusers -

s Understands and adheres to strict quality control policies; participates in proficiency
testing to demonstrate competency, as required by federal regulations; performs
quality improvement projects as assigned '

o Conducts evaluation and validation of laboratory methodologies and instrumentation in
detecting and characterizing microorganisms; drafts reports and procedures pertaining
to’method implementation

s Communicates with public health officials, health care providers, and other laboratory
users to convey test results with their interpretation for patient diagnosis and treatmt@
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decisions; maintains confidentiality at all times

e Provides training to subordinate microbiologists, laboratory scientists, and students;
participates in cross training as directed tc meet agency goals and assure coverage for
disease outbreaks; attends training to enhance job knowledge '

e Following strict laboratory safety procedures, works with highly ‘infectious

" microorganisms, which cause diseases in humans

e Actively participates on laboratory committees and task forces to comply with laboratory
policies and meet federal regulations

" MINIMUM QUALIFICATIONS:

Education: Master's degree from a recbgnized college or university with a minimum of thirty-
six (36) credits in the field of microbiclogy, medical technology, the biological sciences, the
health sciences, or the health professions. Each additional year of approved formal education
may be substituted for one year of required work experience. Professional certification in the
specialty of microbiology or molecular diagnostics may be substituted for one year of required
work experience.

Experience: Three years of experience in a microbiological, clinical, or public health
laboratory performing clinical microbiology procedures.

OR

Education: Bachelor’s degree from a recognized college or university with major study
in microbiology, medical technology, the biological sciences, the health sciences or the
health professions. Profess:onal certification in the specialty of microbiology or
molecular diagnostics may be substituted for one year of required work experience.

Experience: Four years of experience in microbiological, clinical, or public health
laboratory performing clinical microbiology procedures. N
License/Certification: Applicants must meet certification requirements of the Centers
for Medicare and Medicaid Services for Clinical Laboratory Personnel (CLIA '88}.

SPECIAL REQUIREMENTS:

1. Must be willing to obtain security clearance to work with Select Agents according to
the Select Agent Rule requirements. '

2. Must demonstrate successful completion of basic Core Training or its equivalent plus
Intermediate Level Training specialized to job function or its equivalent.

3. Must receive satisfactory performance evaluation and performance based

recommendation from Supervisors and Laboratory Administrator. ' at)
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4. Understands and adheres to strict laboratory safety protocols, undergoes diagnostic
testing and receives vaccines where appropriate to provide for personal safety.

5. Understands the public health mission and works flexible hours when required.

Must wear personal protective equipment that may cause discomfort.

7. Must maintain laboratory expertise.

o

SPECIAL QUALIFICATIONS: Must be able to rotate among testing areas according to
workload needs. Visual deficiencies must not interfere with ability to perform
laboratory analyses. Superior manual dexterity and coordination required. Must be
willing and able to handle unpleasant and/or hazardous speciméns such as feces,
sputum, blood, vomitus, urine, brain tissue, shellfish meats, septage, and samples that
are known to or may contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B or other vaccines if applicable to
position. Physical condition must allow for the administration of vaccines and/or
necessary diagnostics tests.

Position Title: Public Health Laboratory Scientist Il

SCOPE OF WORK: Analyzes specimens and interprets and reports results of a variety of
laboratory tests in support of public health activities.

ACCOUNTABILITIES:

e Performs and interprets complex laboratory tests on human, animal and
environmental specimens and reports results to health care and public health
professionals to assist in protecting the public health and to assist the provider in
diagnoses and treatment decisions; maintains flexibility to cope with assignments
that may vary from day to day depending on workload

¢ Enters data into Laboratory Information Management System (LIMS) to
accurately track testing process; reviews data and corrects inaccuracies; queries
database to gather and interpret information for lab users or the public

" o Performs, documents, and evaluates quality control to assure accuracy of test
results; assists with drafting of laboratory procedures and makes
recommendations for changes in methodology to assure effective workflow;
assists in the development of new methods

¢ Operates, maintains, and troubleshoots complex laboratory equipment to
provide quality assured laboratory test results and to assure timely performance
of analyses

e Participates in proficiency testing, and other quality assurance activities, to assure
individual competence, to meet federal regulations and to enhance the Public
Health Laboratories’ reputation

e Trains subordinate laboratory scientists and laboratory assistants; trains and offer, &U
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technical assistance to field personnel; reviews data entry of other staff to ensure
accuracy of information; documents all training activities to assure compliance
with federal regulations '

e Communicates with health care providers and other laboratory users to corivey test
results and laboratory information for diagnostic and treatment decisions;
maintains confidentiality at all times. ’

¢ QOversees inventory of supplies, reagents, and instrument parts to assure constant
ability to perform testing; understands, and follows, all laboratory safety rules, to
protect self and co-workers

o Oversees laboratory projects such as evaluating a new procedure or chairing a
taskforce, as assigned, and actively participates on laboratory committees to
support PHL infrastructure; contributes to laboratory related publications such as
newsletter articles, poster presentations, peer reviewed journals

e Works flexible hours when the public health situation demands

MINIMUM QUALIFICATIONS: -

Education: Bachelor’'s degree from a recognized college or university with major study
in the biological sciences, health sciences, or physical sciences.

Experience: Two years of experience in a clinical or public health laboratory.

License/Certification: Applicants must meet certification reduirements of the Health
Care Financing Administration for Clinical Laboratory Personnel (CLIA.'88).

SPECIAL REQUIREMENTS:

1. For appointment consideration, Laboratory Scientist Il applicants must
successfully participate in a structured interview measuring possession of
knowledge, skills and abilities identified as necessary for satisfactory job
performance by this class specification. The structured interview is developed and
administered, according to Division of Personnel guidelines, by representatives of
the State agency in which the vacancy exists.

2. Must demonstrate successful completion of basic Core Training or its
equivalent plus Intermediate Level Training specialized to job function or its
equivalent.

3. Must receive satisfactory performance evaluation and performance based
recommendation from Supervisors and Laboratory Administrator.

SPECIAL QUALIFICATIONS: Visual deficiencies must not interfere with ability to
perform laboratory analyses. Physical condition must allow for the administration of @
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‘vaccines and/or necessary diagnostics tests. Superior manual dexterity and
coordination required. Must be willing and able to handle unpleasant and/or
hazardous specimens such as feces, sputum, blood, vomitus, urine, animal heads,
and samples known to contain infectious organisms and/or toxic chemicals such as
carcinogens. Must be willing to receive Hepatitis B vaccine.-

Position Title: Laboratory Central Receiving Assistant |

SCOPE OF WORK: Under the direction of a Laboratory Assistant Ill, perform administrative and
technical functions of the Central Receiving Unit, with responsibility for a variety of program
functions including good customer service and program advisor to clients. Provides exemplary
service to laboratory customers and clients on program information in an efficient, timely and
safe manner.

ACCOUNTABILITIES:

Accurately and efficiently performs laboratory sample and specimen processing

consisting of receiving, identifying, assigning identification numbers, sorting, and

performing any pre-analytical preparation of clinical specimens and environmental
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis ‘

Communicates with submitters, the public, internal and external customers routinely to
provide excellent customer service; provides laboratory information to customers and
clients regarding sample and specimen collection, transport and general PHL
information ‘ ’ ‘

Adheres to all regulatory guidelines in program activities, including but not limited to,
adhering to State and Federal regulations, including but not limited to FDA, OSHA, CLIA,
and NELAC; applies knowledge of regulatory guidelines to all samples and specimens
submitted; compiles non-conformance data to present to supervisor

Participates in the proper operation and maintenance of equipment such as biological

* safety cabinet, heat block and incubators; participates with the biohazard and chemical

needs in assigned areas; follows all safety regulatory guidelines; records statistical data,
preventative maintenance of equipment, quality control values, and daily work logs as
assigned; reports measures to supervisor; maintains proper lab cleanliness and packages
biohazard waste for pickup

Understands and adheres to program policies and procedures. Organizes work for
effective utilization of time; contributes to an environment in which the laboratory
personnel can work together in a cooperative manner; makes pertinent observations in

regards to unit needs and offers suggestions for improvement
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¢ Receives customer orders, prepares and ships sample and specimen collection kits to
users; maintains detailed inventory and is prepared for surge capacity testing;
understands and complies with current packaging and shipping guidelines

* Assists with financials including creating invoices, statements and debits and credits;
receives Rabies specimens; contributes service to other State agencies as needed to
meet agency requirements

¢ Participates in quality assurance and quality improvement activities; documents
problems and complaints; participates in competency exercises and seeks opportunities

- for professional dévelopment

e Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed '

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional year of
approved formal education in the fields of biological sciences, chemical sciences and health
professions may be substituted for one year of required work experience.

Experience: Two years of experience in laboratory work.

License/Certification: None required.

For Promotion from the Laboratory Assistant | to the Laboratory Assistant Il level:
1. Must have a satisfactory performance evaluation,
2. Complete necessary training as required by the program, and
3. Meet the minimum qualifications of the Laboratory Assistant I1.

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual
deficiencies must not interfere with ability to perform laboratory analysis. Physical condition
must allow for the administration of vaccines and necessary diagnostics tests. Superior manual
dexterity and coordination is required. Must be willing and able to handle unpleasant
specimens such as blood, feces, sputum, urine, vomitus, animal heads and samplés known to
contain infectious organisms and toxic chemicals.

Position Title: Laboratory Central Receiving Assistant Il

SCOPE OF WORK: Perform administrative and technical functions of the Central Receiving Unit,
with responsibility for a variety of program functions including good customer service and.

[
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program advisor to clients. Provides exemplary service to laboratory customers and clients on
program information in an efficient, timely and safe manner.

ACCOUNTABILITIES:

s Accurately and efficiently performs laboratory sample and specimen processing
consisting of receiving, identifying, assigning identification numbers, sorting, and
performing-any pre analytical preparation of clinical specimens and enwronmentai
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis ,

¢ Communicates with submitters, the public, internal and external customers routinelyto.
provide excellent customer service; provides laboratory information to customers and
clients regarding sample and specimen collection, transport and general PHL
information; maintains the ability to handle numerous requests simulténeously.

¢ Adheres to all regulatory guidelines in program activities, including but not limited to
FDA, OSHA, CLIA, and NELAC; applies knowledge of regulatory guidelines to all samples
and specimens submitted; compiles non-conformance data to present to supervisor;
takes action to remediate issues as needed

e Participates in the proper operation and maintenance of equipment such as biological
safety cabinet, heat block and incubators; participates with the biohazard and chemical
needs in assigned areas; follows all safety regulatory guidelines; records statistical data,
preventative maintenance of equipment, quality control values, and daily work logs as
assigned; reports measures to supervisor; maintains proper lab cleanliness and packages
biohazard waste for pickup

¢ Understands and adheres to program policies and procedures; organizes work for
effective utilization of time, able to determine priorities when organizing daily
assignments; promotes an environment in which the laboratory personnel can work
together in a cooperative manner; makes pertinent observations in regards to unit
needs and offers suggestions for improvement

e Receives customer orders, prepares and ships sample and specimen collection kits to
users; maintains detailed inventory and is prepared for surge capacity testing;
understands and complies with current packaging and shipping guidelines

e Assists with financials including creating invoices, statements and debits and credits;
receives specimens; contributes service to other State agencies as needed to meet

. agency requirements

e Participates in quality assurance and quality |mprovement activities; documents
problems and complaints; participates in competency exercises and seeks opportunities
for professional development

e Trains and oversees work of laboratory personnel as assigned in the above tasks;
conducts informational and operational training as assigned; assumes program
responsibility in absence of supervisor; participates in a PHL Committee
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o  Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed

I

MINIMUM QUALIFICATIONS:

Education: Asscciate's degree from a recognized college or technical institute with a major
study in the biological sciences, chemical sciences and health professions. Each additional year
of approved formal education may be substituted for one year of required work experience.

Experience: Two years of experience in laboratory work conducting a wide variety of sample
analyses relative to the laboratory to which assigned. Each additional year of approved work
experience may be substituted for one year of required formal education.

License/Certification: None required.

"For promotion from Laboratory Assistant Il to Laboratory Assistant Ili, employees:
1. Must attain a satisfactory performance evaluation,
.2. Complete necessary training as required by the program, and
3. Meet the minimum qualifications of the Laboratory Assistant Ifl.

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual
deficiencies must not interfere with ability to perform laboratory analysis. Physical condition
must allow for the administration of vaccines and necessary diagnostics tests. Superior manual
dexterity and coordination is required. Must be willing and able to handle unpleasant
specihens such as blood, feces, sputum, urine, vomitus, animal heads and samples known to
contain infectious organisms and toxic chemicals.

Position Title: Laboratory Central Receiving Assistant Il

SCOPE OF WORK: Oversee the daily receipt, opening and data entry of samples and specimens
delivered to the Public Health Laboratories. Perform administrative and technical functions of
the Central Receiving Unit, with responsibility for a variety of program functions inciuding good
customer service, program advisor to clients, and supervise staff. Assures quality and safe
practices within working unit.

ACCOUNTABILITIES:
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¢ Assumes program responsibility. Supervises, trains and oversees laboratory personnel;
schedules work, recommends leave, reviews work for accuracy, performs staff
evaluations and is involved in hiring process; conducts informational and operational
training as required and assigned; participates in a PHL Committee

e (Coordinates accurate and efficient laboratory sample and specimen processing
consisting of receiving, identifying, assigning identification numbers, sorting, and
performing any pre-analytical preparation of clinical specimens and environmental
sample; performs data processing, ensuring accuracy and proper handling of the sample
and specimen prior to analysis; maintains confidentiality of laboratory information

e Communicates with submitters, the public, internal and external customers routinely to
provide excellent customer service; provides laboratory information to customers and
clients regarding sample and specimen collection, transport and general PHL

. information; maintains the ability to handle numerous requests simultangously;
manages customer complaints and feedback.

e Assures compliance to all regulatory guidelines in program activities, including but not
limited to FDA, OSHA, CLIA, and NELAC; applies knowledge of regulatory guidelines to all
samples and specimens submitted; compiles non-conformance data to present to
supervisor; takes action to remediate issues as needed

e Oversees the proper operation and maintenance of equipment such as biological safety
cabinet, heat block and incubators; ensures participation with the biohazard and
chemical needs in assigned areas; ensures adherente to all safety regulatory guidelines,
and safe working environment; records statistical data preventatlve maintenance of
equipment, quality control values, and daily work logs as a55|gned maintains proper lab
cleanliness and packages biohazard waste for pickup

¢ Develops, writes and implements program policies and procedures; organizes work for
effective utilization of time, able to determine priorities when organizing daily
assignments; promotes an environment in which the laboratory personnel can work
together in a cooperative manner; responds to unit needs or suggestions for
improvement

e Manages the receipt of customer orders, prepares and ships.sample and specimen
collection kits to users; maintains detailed inventory and is prepared for surge capacity
testing; ensures compliance with current packaging and shipping guidelines

¢ Manages financials including creating invoices, statements and debits and credits;
receives specimens; contributes service to other State agencies as needed to meet

- agency requirements ' :

s Seeks and designs quality assurance and quality improvement activities; oversees
competency exercises and promotes opportunities for professional development;
documents and investigates root causes of problems and complaints

» Works flexible hours as required during public health incidents; provides surge capacity
during outbreaks and public health emergencies; works water analysis side of Central
Receiving when needed '
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MINIMUM QUALIFICATIONS:

Education: Associate's degree from a recognized college or technical institute with a major
study in the biological sciences, chemical sciences and health professions. Each additional year
of approved formal education may be substituted for one year of required work experience.

Experience: Three years of experience in laboratory work conducting a wide variety of sample
analyses relative to the laboratory to which assigned. Each additional year of approved work
experience may be substituted for one year of required formal education. '

SPECIAL REQUIREMENTS: Must be willing to receive hepatitis B and rabies vaccine. Visual
deficiencies ' must not interfere with ability to perform laboratory analysis. Physical condition
must allow for the administration of vaccines and necessary diagnostics tests. Superior manual
dexterity and coordination is required. Must be willing and able to handle unpleasant
specimens such as blood, feces, sputum, urine, vomitus, animal heads and samples known to
contain infectious organisms and toxic chemicals.

Position Title: Data Entry Specialist

SCOPE OF WORK: To transcribe and verify diversified data from source documents
for entry into a computerized data bank with various types of applications. .

ACCOUNTABILITIES :

» Enters diversified data for various types of applications into online computerized data bank
« Verifies the data entered by other operators to ensure accuracy of computer run

* Researches keying errors and corrects the information for processing

* Uses computerized equipment for validation of source documents

* Sorts and files data according to standardized procedures

» Performs clerical duties upon assignment

MINIMUM QUALIFICATIONS:

Education: High school diploma or high school equivalency credential. Each additional
year of approved formal education may be substituted for one year of required work
experience.

Experience: Two years of clerical experience, including six months of operating data
entry equipment.

PREFERRED QUALIFICATIONS: @

Maxim Healthcare Staffing Services, Inc. Exhibit B-1 Contraclor Initials

. §5-2020-DPHS-20-STAFF-04 Page 46 of 48 Date 6/19/2020
Doc ID: 20200615164301458



New Hampshire Department of Health and Human Services
Temporary Staffing Services

Exhibit B-1 Job Descriptions

¢ Knowledge of keying and data entry systems.

e Knowledge of the uses and principles of codes and coded information

¢ Skill in entering data into computer systems and databases

» . Ability to type data accurately and rapidly

¢ Ability to comprehend and follow instructions

e Ability to establish and maintain harmonious working relationships with associates

e Must be willing to maintain appearance appropriate to assigned duties and
responsibilities as determined by the agency appointing authority

s Experience collecting and communicating about sensitive health information and
operating in an environment covered by'the Health Insurance Portabilit\y)and
Accountability Act (HIPAA)

Position Title: Laboratory Program Specialist Il}

SCOPE OF WORK: Oversees the pre-analytical and post-analytical laboratory operations related
to the Laboratory Information Management System {LIMS) for the Bureau of Laboratory
Services. Pre-analytical operations include sample collection, handling, transport as well as test
ordering and use of laboratory requisition. Post-analytical operations focus on test result
reporting. Generates, analyzes, and interprets data reports to assist program and laboratory
decision making. ' ‘

ACCOUNTABILITIES:

Monitors LIMS to ensure electronic messages and reports are generated and delivered
successfully. Assumes responsibility for the LIMS in the absence of the Program Manager.

e Monitors both the external and internal web portals to ensure they are functioning
properly ' ‘ '

e  Works with Program Managers and Unit Supervisors to develop data queries and data
sets to support improvement projects and increase performancé '

e Acts as a customer service point of contact for the LIMS; manages, prioritizes and
documents customer requests. Develops and runs quality reports for LIMS to assess
customer needs

¢ Identifies COVID training needs; develops and conducts end-user training

e Coordinates the development of operational policies and procédures related to the
LIMS COVID response; designs and modifies Lab-IT forrs and instructions for laboratory
staff use. '

e Participates in program audits, quality improvement projects, and quality metric data
collection and analysis to achieve IT quality objectives
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e Assists in the scheduling and coordination of data entry staff
¢ Generates reports and data summaries for laboratory and other management

MINIMUM QUALIFICATIONS:

" Education: Bachelor's degree from a recognized college or university with major study in a
health science. Each additional year of approved formal education may be substituted for one
year of required work experience.

Experience: Three years' professional or paraprofessional experience in a medical laboratory or
facility involving patient specimen handling and familiarity with laboratory testing and
laboratory information systems, with responsibility for program implementation, direct service
delivery, planning or program evaluation. Each additional year of approved work experience
may be substituted for one year of required formal education.

License/Certification: Valid driver’s license and/or access to transportation for use in statewide
travel. '

e Experience collecting and commuhicating about sensitive health information and
operating in an environment covered by the Health Insurance Portability and
Accountability Act {HIPAA)
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Payment Terms

1.  For the purposes of this Agreement:

1.1.  The Department has identified the Contractor as a Contractor, in
accordance with 2 CFR 200.330. -

1.2. The Department has identified this Contract as NON-R&D, in
accordance with 2 CFR §200.87.

2. Payment for services shall be made monthly on a cost reimbursement basis for
actual expenditures incurred in the fulfillment of this Agreement.

3. Payment shall be on a cost reimbursement basis for actual expenditures
incurred in the fulfillment of this Agreement, as specified in Exhibit C-1,
Payment Rates.

~ 4. Temporary Staff work thirty-seven and a half (37.5) hours per week.
Subsequent hours worked will be paid at the rate specified in Exhibit C-1

5. Temporary Staff who work holidays (listed below) will be paid at the rate
specified in Exhibit C-1. Holiday shifts include any shift with hours that occur
during the holiday.

New Year's.Eve and Day | Easter Sunday Labor Day
Martin Luther King Day Memocrial Day Thanksglvmg
President’'s Day Independence Day Chrlstmas Eve and Day

6. All Temporary Staff shall be employees of the Contractor, who shall pay all
Temporary Staff wages, including payment of federal and state taxes.

7. The Contractor shall submit an invoice in a form satisfactory to the State by the
fifteenth (15th) working day of the foIIowmg month, which identifies and
requests reimbursement for authorized expenses incurred in the prior month.
The Contractor shall ensure the invoice is completed dated and returned to
the Department in order to initiate payment.

8. Inlieu of hard copies, all invoices may be assigned an electronic signafﬁre and
emailed to PHLAccountsPayable@dhhs.nh.gov, or invoices may be mailed to:

Financial Manager

Department of Health and Human Services
129 Pleasant Street

Concord, NH 03301 '

9. - The State shall make payment to the Contractor within thirty (30) days of receipt
of each invoice, subsequent to approval of the submitted mvome@
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sufficient funds are available, subject to Paragraph 4 of the General Provisions
Form Number P-37 of this Agreement.

10. The final invoice shall be due to the State no later than forty (40) days after the
contract completion date specified in Form P-37, General Provisions Block 1.7
Completion Date.

11. The Contractor must provide the services in Exhibit B, Scope of Services, in
compliance with funding requirements.

12. The Contractor agrees that funding under this Agreement may be withheld, in
whaole or in part in the event of non-compliance with the terms and conditions .
of Exhibit B, Scope of Services.

135 Notwithstanding anything to the contrary herein, the Contractor agrees that
funding under this agreement may be withheld, in whole or in part, in the event
of non-compliance with any Federal or State law, rule or regulation appticable
to the services provided, or if the said services or products have not been
satisfactorily completed in accordance with the terms and conditions of this
agreement. ' :

14. Notwithstanding Paragraph 17 of the General Provisions Form P-37, changes
limited to adjusting amounts within the price limitation and adjusting
encumbrances between State Fiscal Years and budget class lines through the
Budget Office may be made by written agreement of both parties, with no
requirement for further State approval, if needed and justified.

15. Audits

15.1. The Contractor is required to submit an annual audit to the Department
if any of the following conditions exist:

15.1.1. Condition A - The Contractor expended $750,000 or more in’
federal funds received as a subrecipient pursuant to 2 CFR Part
200, during the most recently completed fiscal year.

15.1.2. Condition B - The Contractor is subject to audit pursuant to the
requirements of NH RSA 7:28, llI-b, pertaining to charitable
organizations receiving support of $1,000,000 or more.

15.1.3. Condition C - The Contractor is a public company and required
by Security and Exchange Commission (SEC) regulations to
submit an annual financial audit.

16.2. If Condition A exists, the Contractor shall submit an annual single audit
performed by an independent Certified Public Accountant (CPA) to the
Department within 120 days after the close of the Contractor's fiscal .
year, conducted in accordance with the requirements of 2 CFR Part
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200, Subpart F of the Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal awards.

15.3. If Condition B or Condition C exists, the Contractor shall submit an
annual financial audit performed by an independent CPA within 120
days after the close of the Contractor’s fiscal year.

15.4. In addition to, and not in any way in limitation of obligations of the
Contract, it is understood and agreed by the Contractor that the
Contractor shall be held liable for any state or federal audit exceptions
and shall return to the Department all payments made under the
Contract to which exception has been taken, or which have been
disallowed because of such an exception. '

Maxim Healthcare Services, Inc. Exhibit C Contractor Initials
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Exhibit C-1 Payment Rates

v
REGULAR PAY ,

Labor Category Hourly Bill Rate

Branch Director - Case Investigation Team S 61

Branch Director - Contact Tracing and Monitoring Team S 56

Investigation Lead . S 56

Infectious Disease investigators S 45

CT/Monitoring Leads S 43

Contact Tracer/Health Monitor S 28

Epidemiologist Branch Director S 115

Epidemiologist Lead S 105

Epidemioclogists -Remote S 71
Epidemiologist S 85 |

Infection Prevention Lead S 95

Infection Preventionist S 65

Case Coordination Unit Leads S 28

Case Coordination Support Specialists S 25

Cluster Data Entry Specilaist S 25
Microbiologist IV S 72 |

Microbiologist Il S 59

Laboratory Scientist |l S 43

Lab Central Receiving S 28

Lab Data Entry Specialist S 25

Lab Program Specialist I S 28

Saftey Officer $ 51

, Health Screeners s 28

Planning Chief S 60

Logistics Chief S 51

Customer Service Support Specialists S 25

Maxim Healthcare Services, Inc. Contractor Initials
$5-2020-DPHS-STAFF-04 _ 1 : ) Date 6/19/2020
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Exhibit C-1 Payment Rates

HOLIDAY

Labor Category. " Hourly Bill Rate

Branch Director - Case Investigation Team 5 79

Branch Director - Contact Tracing and Monitoring Team S 73

Investigation Lead S 73

Infectious Disease Investigators S 59

CT/Monitoring Leads S 56

Contact Tracer/Health Monitor S 36
Epidemiologist Branch Director $ 150 —

Epidemiologist Lead S 137

Epidemiologists -Remote S 92

‘ Epidemiologist $ 111

infection Prevention Lead S 124

Infection Preventionist S 85

Case Coordination Unit Leads S 36

Case Coordination Support Specialists S 33

Cluster Data Entry Specilaist S 33

Microbiologist iV S - g4

Microbiologist II S 77

Laboratory Scientist | 3 56

Lab Central Receiving S - 36

Lab Data Entry Specialist S 33

Lab Program Specialist IlI S 36

Saftey Officer S 66

Health Screeners S 36

Planning Chief S 78

Logistics Chief S 66

Customer Service Support Specialists S .33

Maxim Healthcare Services, Inc. ' . Contractor Initials Q

$$-2020-DPHS-STAFF-04 ' , 2 Date §/19/2020
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Exhibit C-1 Payme‘n‘t Rates

OVERTIME B .
7 " Labor Category ‘ Hourly Bill Rate
Branch Director - Case Investigation Team 5 79
Branch Director - Contact Tracing and Monitoring Team S 73
Investigation Lead S 73
Infectious Disease Investigators S 59
CT/Monitoring Leads S 56
Contact Tracer/Health Monitor S 36
Epidemiologist Branch Director 5 150
Epidemiologist Lead S. 137
Epidemiologists -Remote S 92
Epidemiologist S 111
Infection Prevention Lead S 124
Infection Preventionist S 85
Case Coordination Unit Leads S 36
Case Coordination Support Specialists S 33
Cluster Data Entry Specilaist S 33
Microbiologist IV S 94
Microbiologist 11 S 77
Laboratory Scientist 1l 5 56
Lab Central Receiving 5 36
Lab-Data Entry Specialist S 33
Lab Program Specialist 1) S 36
Saftey Officer S 66.
Health Screeners S 36
Pianning Chief S 78
Logistics Chief S 66
Customer Service Support Specialists S 33

Maxim Healthcare Services, Inc. : ' Contractor Initials O

$5-2020-DPHS-STAFF-04 ' ' 3 pate 6/19/2020
Doc ID: 20200619164301458 '



New Hampshire Department of Health and Human Services
Exhibit D

CERTIFICATION REGARDING DRUG-FREE WORKPLACE REQUIREMENTS

The Vendor identified in Section 1.3 of the General Provisions agrees to comply with the provisions of
Sections 5151-5160 of the Drug-Free Workplace Act of 1988 (Pub. L. 100-690, Titie V, Subtitle D; 41
U.5.C. 701 et seq.}), and further agrees to have the Contractor's representative, as identified in Sections
1.11 and 1.12 of the General Provisions execute the following Certification:

ALTERNATIVE | - FOR GRANTEES OTHER THAN INDIVIDUALS

US DEPARTMENT OF HEALTH AND HUMAN SERVICES - CONTRACTORS
US DEPARTMENT OF EDUCATION - CONTRACTORS
US DEPARTMENT OF AGRICULTURE - CONTRACTORS

This certification is required by the regulations implementing Sections 5151-5160 of the Drug-Free
Workplace Act of 1988 (Pub. L. 100-690, Title V, Subtitle D; 41 U.5.C. 701 et seq.). The January 31;
1989 regulations were amended and published as Part Il of the May 25, 1990 Federal Register (pages
21681-21691), and require certification by grantees {and by inference, sub-grantees and sub-
contractors), prior to award, that they will maintain a drug-free workplace. Section 3017.630(c) of the
regulation provides that a grantee (and by inference, sub-grantees and sub-contractors) that is a State
may elect to make one certification to the Department in each federal fiscal year in lieu of certificates for
each grant during the federal fiscal year covered by the certification. The certificate set out below is a
material representation of fact upon which reliance is placed when the agency awards the grant. False
certification or violation of the certification shall be grounds for suspension of payments, suspension or
termination of grants, or government wide suspension or debarment. Contractors using this form should
send it to: .

Commissioner

NH Department of Health and Human Services
129 Pleasant Street,

Concord, NH 03301-6505

1. The grantee certifies that it will or will continue to provide a drug-free workplace by:

1.1. Publishing a statement notifying employees that the unlawful manufacture, distribution,
dispensing, possession or use of a controlled substance is prohibited in the grantee’s
workplace and specifying the actions that will be taken against employees for violation of such
prohibition;

1.2. Establishing an ongoing drug-free awareness program to inform employees about
1.2.1. The dangers of drug abuse in the workplace;

1.2.2. The grantee's policy of maintaining a drug-free workplace;

1.2.3. Any available drug counseling, rehabilitation, and employee assistance programs,; and

1.2.4. The penaltres that may be imposed upon employees for drug abuse violations
occurring in the workplace;

1.3.  Making it a requirement that each employee to be engaged in the performance of the grant be
given a copy of the statement required by paragraph (a};

1.4. Notifying the employee in the statement required by paragraph (a) that, as a condition of

' employment under the grant, the employee will '

1.4.1. Abide by the terms of the statement; and

1.4.2. Notify the employer in writing.of his or her conviction for a violation of a criminal drug
statute occurring in the workplace no later than five calendar days after such
conviction;

1.5.  Notifying the agency in writing, within ten calendar days after receiving notice under
subparagraph 1.4.2 from an employee or otherwise receiving actual notice of such conviction.
Employers of convicted employees must provide notice, including position title, to every grant
officer on whose grant activity the convicted employee was working, unless the Federalagency

)

Exhibit D — Certification regarding Drug Free Vendor Initials
Workplace Requirements
CUIDHHS/110713 _ Page 1 of 2 Date _6/19/2020
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New Hampshlre Department of Health and Human Services
Exhibit D

has designated a central point for the receipt of such notices. Notice shall include the
identification number(s) of each affected grant;
1.6. Taking one of the following actions, within 30 calendar days of receiving notice under
subparagraph 1.4.2, with respect to any employee who is so convicted
1.6.1. Taking appropriate personnel action against such an employee, up to and including
termination, consistent with the requirements of the Rehabilitation Act of 1873, as
amended; or
1.6.2. Requiring such employee to participate satisfactorily in a drug abuse assistance or
rehabilitation program approved for such purposes by a Federal, State, or local health,
law enforcement, or other appropriate agency;
1.7.  Making a good faith effort to continue to maintain a drug-free workplace through
implementation of paragraphs 1.1, 1.2, 1.3, 1.4, 1.5, and 1.6.

2. The grantee may insert in the space provided below the site(s) for the performance of work done in
connection with the specific grant. :

Place of Performance (street address, city, county, state, zip code) (iist each location)

Check O if there are workplaces on file that are not identified here.

Vendor Name:  Maxim Healthcare Staffing Services, Inc.

&‘.ﬂ‘(l .,fom é

6/19/2020 jekarko@maxhealth.com
Date . Name: jassa Lombo
Title:
Regional Controller
Exhibit D — Centification regarding Drug Free Vendor Initials
Workplace Requirements ‘
CUDHHS/ 10713 Page 2 of 2 Date _ 6/19/2020
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New Hampshire Department of Health and Human Services
Exhibit E

CERTIFICATION REGARDING LOBBYING

The Vendor identified in Section 1.3 of the General Provisions agrees to comply with the provisicns of
Section 319 of Public Law 101-121, Government wide Guidance for New Restrictions on Lobbying, and
31 U.8.C. 1352, and further agrees to have the Contractor's representative, as identified in Sections 1.11
and 1.12 of the General Provisions execute the following Certification;

US DEPARTMENT OF HEALTH AND HUMAN SERVICES - CONTRACTORS
US DEPARTMENT OF EDUCATION - CONTRACTORS
US DEPARTMENT OF AGRICULTURE - CONTRACTORS.

Programs (indicate applicable program covered}::
*Temporary Assistance to Needy Families under Title IV-A
*Child Support Enforcement Program under Title IV-D
*Social Services Block Grant Program under Title XX
*Medicaid Program under Title XIX

*Community Services Block Grant under Title VI

*Child Care Development Block Grant under Title IV

The undersigned certifies, to the best of his or her knowledge and belief, that:

1. No Federal appropriated funds have been paid or will be paid by or on behalf of the undersigned, to
‘ any person for influencing or attempting to influence an officer or employee of any agency, a Member
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in
connection with the awarding of any Federal contract, continuation, renewal, amendment, or
modification of any Federal contract, grant, loan, or cooperative agreement (and by specific mention
sub-grantee or sub-contractor).

2. Ifany funds other than Federal appropriated funds have been paid or will be paid to any person for
influencing or attempting to influence an officer or employee of any agency, a Member of Congress,
an officer or employee of Congress, or an employee of a Member of Congress in connection with this
Federal contract, grant, loan, or cooperative agreement (and by specific mention sub-grantee or sub-
contractor), the undersigned shall complete and submit Standard Form LLL, {Disclosure Form to
Report Lobbying, in accordance with its instructions, attached and identified as Standard Exhibit E-1.)

3. The undersigned shall require that the language of this certification be included in the award
document for sub-awards at all tiers {including subcontracts, sub-grants, and centracts under grants,
loans, and cooperative agreements) and that all sub-recipients shall certify and disclose accordingly.

This certification is @ material representation of fact upon which reliance was placed when this transaction
was made or entered into. Submission of this certification is a prerequisite for making or entering into this
transaction imposed by Section 1352, Title 31, U.S. Code. Any person who fails to file the required
certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for
each such failure.

Vendor Name:  Maxim Healthcare Staffing Services, Inc.

06/19/2020 Jssa Lombo
jekarko@maxhealth.com
Date Name: Jessa Lombo
Title:

Regional Controller

Exhibit E — Certification Regarding Lobbying Vendor Initials @
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New Hampshire Department of Health and Human Services
Exhibit F

CERTIFICATION REGARDING DEBARMENT, SUSPENSION
AND OTHER RESPONSIBILITY MATTERS '

The Vendor identified in Section 1.3 of the General Provisions agrees to comply with the provisions of
Executive Office of the President, Executive Order 12549 and 45 CFR Part 76 regarding Debarment,
Suspension, and Other Responsibility Matters, and further agrees to have the Contractor's
representative, as identified in Sections 1.11 and 1.12 of the General Provisions execute the followin
Certification: _ :

INSTRUCTIONS FOR CERTIFICATION
1. By signing and submitting this proposal (contract), the prospective primary participant is providing the
certification set out below.

2. The inability of a person to provide the certification required below will not necessarily result in denial
of participation in this covered transaction. If necessary, the prospective participant shall submit an
explanation of why it cannot provide the certification. The cetrtification or explanation will be
cansidered in connection with the NH Department of Health and Human Services' (DHHS)
determination whether to enter into this transaction. However, failure of the prospective primary
participant to furnish a certification or an explanation shall disqualify such person from participation in
this transaction.

3. The certification in this clause is a material representation of fact upon which reliance was placed
when DHHS determined to enter into this transaction. If it is later determined that the prospective
primary participant knowingly rendered an erroneous certification, in addition to other remedies
available to the Federal Government, DHHS may terminate this transaction for cause or default.

4. The prospective primary participant shall provide immediate written notice to the DHHS agency to
whom this propasal {contract) is submitted if at any time the prospective primary participant learns
that its certification was erronecus when submitted or has become erroneocus by reasoen of changed
circumstances.

"ou »ou

5. The terms "covered transaction,” “debarred,” "suspended,” “ineligible,” "lower tier covered
transaction,” “participant,” "person,” “primary covered transaction,” “principal,” “proposal,” and '
“"voluntarily excluded,” as used in this clause, have the meanings set out in the Definitions and
Coverage sections of the rules implementing Executive Order 12549: 45 CFR Part 76. See the
attached definitions.

nu

6. The prospective primary participant agrees by submitting this proposal (contract) that, should the
proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered
transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded
from participation in this covered transaction, unless authorized by DHHS.

7. The prospective primary participant further agrees by submitting this proposal that it will include the
clause titled “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion -
Lower Tier Covered Transactions,” provided by DHHS, without medification, in all lower tier covered
transactions and in all solicitations for lower tier covered transactions.

8. A participant in a covered transaction may rely upon a certification of a prospective participant in a
lower tier covered transaction that it is not debarred, suspended, ineligible, or involuntarily excluded
from the covered transaction, unless it knows that the certification is erroneous. A participant may
decide the method and frequency by which it determines the eligibility of its principals. Each
participant may, but is not required to, check the Nonprocurement List (of excluded parties).

9. Nothing contained in the foregoing shall be construed to require establishment of a system of records
in order to render in good faith the certification required by this clause. The knowledge and @

Exhibit F - Certification Regarding Debarment, Suspension Vendor Initials
And Other Responsibility Matters
CUIDHHS/10713 Page 1 of 2 Date 6/19/2020
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New Hampshire Department of Health and Human Services
Exhibit F

information of a participant is not required to exceed that which is normally possessed by a prudent
person in the ordinary course of business dealings.

10. Except for transactions authorized under paragraph 6 of these instructions, if a participant in a
covered transaction knowingly enters into a lower tier covered transaction with a person who is
suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in
addition to other remedies available to the Federal government, DHHS may terminate this transaction
for cause or default.

PRIMARY COVERED TRANSACTIONS _
11. The prospective primary participant certifies to the best of its knowledge and belief, that it and its
principals: : '

11.1. are not presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from covered transactions by any Federal department or agency;

11.2. have not within a three-year period preceding this proposal (contract) been convicted of or had
a civil judgment rendered against them for commission of fraud or a criminal offense in
connection with obtaining, attempting to obtain, or performing a public (Federal, State or local)
transaction or a contract under a public transaction; violation of Federal or State antitrust
statutes or commission of embezziement, theft, forgery, bribery, falsification or destruction of
records, making false statements, or receiving stolen property;

11.3. are not presently indicted for otherwise criminally or civilly charged by a governmental entity
(Federal, State or local) with commission of any of the offenses enumerated in paragraph (l){b)
of this certification; and

11.4, have not within a three-year period preceding this application/proposal had one or more public -
transactions (Federal, State or local) terminated for cause or default,

12. Where the prospective primary participant is unable to certify to any of the statements in this
certification, such prospective participant shall attach an explanation to this propaesal {contract).

LOWER TIER COVERED TRANSACTIONS
13. By signing and submitting this lower tier proposal (contract), the prospective lower tier participant, as
defined in 45 CFR Part 76, certifies to the best of its knowledge and beliefthat it and its principals:
13.1. are not presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from participation in this transaction by any federal department or agency.
13.2. where the prospective lower tier participant is unable to certify to any of the above, such
prospective participant shall attach an explanation to this proposal (contract).

14. The prospective lower tier participant further agrees by submitting this proposal {contract) that it will
include this clause entitled “Certification Regarding Debarment, Suspension, Ineligibility, and

Voluntary Exclusion - Lower Tier Covered Transactions,” without modification in all lower tier covered
transactions and in all solicitations for lower tier covered transactions. :

Vendor Name: Maxim Healthcare Staffing Services, Inc.

&l‘sm efom{c:

6/19/2020 jekarko@maxhealth.com
Date N.ame: Jessa Lombo
Title:

Regional Controller

Exhibit F — Certification Regarding Debarment, Suspension Vendor Initials
And Other Responsibility Matters
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New Hampshire Department of Health and Human Services
Exhibit G

. CERTIFICATION OF COMPLIANCE WITH REQUIREMENTS PERTAINING TO
FEDERAL NONDISCRIMINATION, EQUAL TREATMENT OF FAITH-BASED ORGANIZATIONS AND
WHISTLEBLOWER PROTECTIONS '

The Vendor identified in Section 1.3 of the General Provisions agrees by signature of the Contractor's
representative as identified in Sections 1.11 and 1.12 of the General Provisions, to execute the following
certification:

Vendor will comply, and will require any subgrantees or subcontractors to comply, with any applicable
federal nondiscrimination requirements, which may include:

- the Omnibus Crime Control and Safe Streets Act of 1968 (42 U.S.C. Section 3789d) which prohibits
recipients of federal funding under this statute from discriminating, either in employment practices or in
the dellvery of services or benefits, on the basis of race, color, religion, national origin, and sex. The Act
requires certain recipients to produce an Equal Employment Opportunity Plan;

- the Juvenile Justice Delinqguency Prevention Act of 2002 (42 U.5.C. Section 5672(b)) which adopts by
reference, the civil rights obligations of the Safe Streets Act. Recipients of federal funding under this
statute are prohibited from discriminating, either in employment practices or in the delivery of services or
benefits, on the basis of race, color, religion, national origin, and sex. The Act includes Equal
Employment Opportunity Plan requirements,

- the Civil Rights Act of 1964 (42 U.S.C. Section 2000d, which prohibits recipients of federal financial
assistance from discriminating on the basis of race, color, or naticnal origin in any program or activity);

- the Rehabilitation Act of 1973 (29 U.S.C. Section 794), which prohibits recipients of Federal financial
assistance from discriminating on the basis of disability, in regard to employment and the delivery of
services or benefits, in any program or activity;

- the Americans with Disabilfties Act.of 1990 (42 U.S.C. Sections 12131-34), which prohibits
discrimination and ensures equal opportunity for persons with disabilities in employment, State and local
government services, public accommodations, commercial facilities, and transportation;

- the Educatidn Amendments of 1972 (20 U.S.C. Sections 1681, 1683, 1685-86), which prohibits
discrimination on the basis of sex in federally assisted education programs;

- the Age Discrimination Act of 1975 (42 U.S.C. Sections 6106-07), which prohibits discrimination on the
basis of age in programs or activities receiving Federal financial assistance. It does not include
employment discrimination;

-28 C.F.R. pt. 31 (U.S. Department of Justice Regulatlons OJJDP Grant Programs), 28 C.F.R. pt. 42
(U.S. Department of Justice Regulations — Nondiscrimination; Equal Employment Opportunity; Palicies
and Procedures), Executive Order No, 13279 (equal protection of the laws for faith-based and community
organizations); Executive Order No. 13559, which provide fundamental pringiples and policy-making
criteria for partnerships with faith-based and neighborhood organizations; -

- 28 C.F.R. pt. 38 (U.S. Department of Justice Regulations — Equal Treatment for Faith-Based
Organizations), and Whistleblower protections 41 U.5.C. §4712 and The National Defense Authorization
Act (NDAA) for Fiscal Year 2013 (Pub. L. 112-239, enacted January 2, 2013) the Pilot Program for
Enhancement of Contract Employee Whistleblower Protections, which protects employees against
reprisal for certain whistle blowing activities in connection with federal grants and contracts.

The certificate set out below is a material representation of fact upon which reliance is placed when the
agency awards the grant. False certification or violation of the certification shall be grounds for
suspension of payments suspension or termination of grants, or government wide suspension or

debarment _
Exhibit G @
" Vendor Initials -
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New Hampshire Department of Health and Human Services
Exhibit G

In the event a Federal or State court or Federal or State administrative agency makes a finding of
discrimination after a due process hearing on the grounds of race, color, religion, national origin, or sex
against a recipient of funds, the recipient will forward a copy of the finding to the Office for Civil Rights, to
the applicable contracting agency or division within the Department of Health and Human Services, and
to the Department of Health and Human Services Office of the Ombudsman.

The Vendor identified in Section 1.3 of the General Provisions agrees by signature of the Contractor's
representative as identified in Sections 1.11 and 1.12 of the General Provisions, to execute the following
certification:

1. By signing and submitting this proposal {contract) the Vendor agrees to comply with the provisions
indicated above.

Vendor Name:  Maxim Healthcare Staffing Services, Inc..

(j&m‘a o[‘f-‘ﬁ?{(;

jekarko@maxhealth.com

Date ' Name: je¢sa Lombo
Title:
Regional Controller

6/19/2020

Exhibit G
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New Hampshire Department of Health and Human Services
‘Exhibit H

CERTIFICATION REGARDING ENVIRONMENTAL TOBACCO SMOKE

’

Public Law 103-227, Part C - Environmental Tobacco Smoke, also known as the Pro-Children Act of 1994
{Act), requires that smoking not be permitted in any portion of any indoor facility owned or leased or
contracted for by an entity and used routinely or regularly for the provision of health, day care, education,
or library services to children under the age of 18, if the services are funded by Federal programs either
directly or through State or local governments, by Federal grant, contract, loan, or loan guarantee. The
law does not apply to children's services provided in private residences, facilities funded solely by
Medicare or Medicaid funds, and portions of facilities used for inpatient drug or alcohol treatment. Failure
_ to comply with the provisions of the law may result in the imposition of a civil monetary penalty of up to
$1000 per day and/or the imposition of an administrative compliance order on the responsible entity.

The Vendor identified in Section 1.3 of the General Provisions agrees, by-signature of the Contractor's
representative as identified in Section 1.11 and 1.12 of the General Provisions, to execute the following
certification:

-

1. By signing and submitting this contract, the Vendor agrees to make reasonable efforts to comply with
all applicable provisions of Public Law 103-227, Part C, known as the Pro-Children Act of 1994,

Vendor Name: Maxim Healthcare Staffing Services, Inc:

Jm'a c[om{;

jekarko@maxhealth.com

Date 'I?i;talg]’e: Jessa Lombo
" Regional Controller

6/19/2020

Exhibit H - Cerlification Regarding Vendor Mnitials
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New Hampshire Department of Health and Human Services

Exhibit |

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT
BUSINESS ASSOCIATE AGREEMENT

The Contractor identified in Section 1.3 of the General Provisions of the Agreement agrees to
comply with the Health Insurance Portability and Accountability Act, Public Law 104-191 and
with the Standards for Privacy and Security of Iindividually Identifiable Health Information, 45
CFR Parts 160 and 164 applicable to business associates. As defined herein, “Business
Associate” shall mean the Contractor and subcontractors and agents of the Contractor that
receive, use or have access to protected health information under this Agreement and “Covered
Entity” shall mean the State of New Hampshire, Department of Health and Human Services.

{1) Definitions.

a. “Breach’ shall have the same meaning as the term “Breach” in section 164.402 of Title 45,
Code of Federal Regulations.

b. “Business Associate” has the meaning given such term in section 160.103 of Title 45, Code
of Federal Regulations.

c. ‘“Covered Entity” has the meaning given such term in section 160.103 of Title 45,
Code of Federal Regulations.

d. “Designated Record Set” shall have the same meaning as the term "designated record set”
in 45 CFR Section 164.501.

e. “Data Agaregation” shall have the same meaning as the term “data aggregation” in 45 CFR
Section 164.501.

f. “Health Care Operations” shall have the same meaning as the term “health care operations”
in 45 CFR Section 164.501. :

g. “HITECH Act’ means the Health Information Technology for Economic and Clihiéal Health
Act, TitleXIll, Subtitle D, Part 1 & 2 of the American Recovery and Reinvestment Act of
2009.

h. “HIPAA" means the Health Insurance Portability and Accountability Act of 1996, Public Law
104-191 and the Standards for Privacy and Security of Individually ldentifiable Health
‘Information, 45 CFR Parts 160, 162 and 164 and amendments thereto.

i. “Individual” shall have the same meaning as the term “individual” in 45 CFR Section 160.103
and shall include a person who qualifies as a personal representative in accordance with 45
CFR Section 164.501(g).

j. “Privacy Rule” shall mean the Standards for Privacy of Individually Identifiable Health
Information at 45 CFR Parts 160 and 164, promulgated under HIPAA by the United States
Department of Health and Human Services.

k. “Protected Health Information” shall have the same meaning as the term “protected health
information” in 45 CFR Section 160.103, limited to the information created or receive@

Business Associate from or on behalf of Covered Entity.

372014 Exhibit | Contractor Initials
Health Insurance Portability Act .
Business Associate Agreemant 6/19/2020
Page 1 of 6 Date
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New Hampshire Department of Health and Human Services

Exhibit |

I. “Required by Law" shall have the same meaning as the term “required by law” in 45 CFR
Section 164.103.

m. Secretam shall mean the Secretary of the Department of Health and Human Serv:ces or
his/her designee.

n. “Security Rule” shall mean the Security Standards for the Protection of Electronic Protected
Health Information at 45 CFR Part 164, Subpart C, and amendments thereto. :

0. “Unsecured Protected Health Information” means protected health information that is not
secured by a technology standard that renders protected health information unusable,
unreadable, or indecipherable to unauthorized individuals and is developed or endorsed by
a standards developing organization that is accredited by the American National Standards
Institute.

p. Other Definitions - All terms not otherwise defined herein shall have the meaning
established under 45 C.F.R. Parts 160, 162 and 164, as amended from time to time, and the
HITECH ‘

Act.

(2) Business Associate Use and Disclosure of Protected Health Information.

a. Business Associate shall not use, disclose, maintain or transmit Protected Health
Information (PHI) except as reasonably necessary to provide the services outlined under
Exhibit A of the Agreement. Further, Business Associate, including but not limited to all
its directors, officers, employees and agents, shall not use, disclose, maintain or transmit
PHLI in any manner that would constitute a violation of the Privacy and Security Rule.

b. Business Associate may use or disclose PHI:
1. For the proper management and administration of the Business Associate;
Il As required by law, pursuant to the terms set forth in paragraph d. below; or
. For data aggregation purposes for the health care operations of Covered
Entity.

c. To the extent Business Associate is permitted under the Agreement to disclose PHI to a
third party, Business Associate must obtain, prior to making any such disclosure, (i)
reasonable assurances from the third party that such PHI will be held confidentially and
used or further disclosed only as required by law or for the purpose for which it was
disclosed to the third party; and (ii) an agreement from such third party to notify Business
Associate, in accordance with the HIPAA Privacy, Security, and Breach Notification
Rules of any breaches of the confidentiality of the PHI, to the extent |t has obtalned
knowledge of such breach.

d. The Business Associate shall not, unless such disclosure is reasonably necessary to
provide services under Exhibit A of the Agreement, disclose any PHI in response to a
request for disclosure on the basis that it is required by law, without first notifying
Covered Entity so that Covered Entity has an opportunity to object to the disclosure and
to seek appropriate relief. If Covered Entity objects to such disclosure, the Busin ;
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Associate shall refrain from disclosing the PHI-until Covered Entity has exhausted all
remedies.

e. If the Covered Entity notifies the Business Associate that Covered Entity has agreed to
be bound by additional restrictions over and above those uses or disclosures or security
safeguards of PHI pursuant to the Privacy and Security Rule, the Business Associate
shall be bound by such additional restrictions and shall not disclose PHI in viclation of
such additional restrictions and shall abide by any additional security safeguards.

(3) Obligations and Activities of Business Associate,

a. The Business Associate shall notify the Covered Entity's Privacy Officer immediately
after the Business Associate becomes aware of any use or disclosure of protected
health information not provided for by the Agreement including breaches of unsecured
protected health information and/or any security incident that may have an impact on the
protected health information of the Covered Entity.

b. The Business Associate shall immediately perform a risk assessment when it becomes
' aware of any of the above situations. The risk assessment shall include, but not be
limited to:

o The nature and extent of the protected health information involved, including the
types of identifiers and the likelihood of re-identification;

o The unauthorized person used the protected health information or to whom the
disclosure was made; '

o - Whether the protected health information was actually acquired or viewed

o The extent to which the risk to the protected health information has been
mitigated. .

The Business Associate shall complete the risk assessment within 48 hours of the
breach and immediately report the findings of the risk assessment in writing to the
Covered Entity.

C, The Business Associate shall comply with all sections of the Privacy, Security, and
Breach Notification Rule.

d. Business Associate shall make available all of its internal policies and procedures, books
and records relating to the use and disclosure of PH| received from, or created or
received by the Business Associate on behalf of Covered Entity to the Secretary for
purposes of determining Covered Entity's compliance with HIPAA and the Privacy and
Security Rule. '

e, Business Associate shall require all of its business associates that receive, use or have
access to PHI under the Agreement, to agree in writing to adhere to the same
restrictions and conditions on the use and disclosure of PHI contained herein, including
the duty to return or destroy the PHI as provided under Section 3 (I}). The Covered Entity
shall be considered a direct third party beneficiary of the Contractor’s business associate
agreements with Contractor’'s intended business associates, who will be receiving
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pursuant to this Agreement, with rights of enforcement and indemnification from such
business associates who shall be governed by standard Paragraph #13 of the standard
contract provisions {P-37) of this Agreement for the purpose of use and disclosure of
protected health information.

f. Within five (5) business days of receipt of a written request from Covered Entity,
Business Associate shall make available during normal business hours at its offices all
records, books, agreements, policies and procedures relating to the use and disclosure
of PHI to the Covered Entity, for purposes of enabling Covered Entity to determine
Business Associate’s compliance with the terms of the Agreement.

g. Within ten (10) business days of receiving a written request from Covered Entity,
Business Associate shall provide access to PHI in a Designated Record Set to the
Covered Entity, or as directed by Covered Entity, to an individual in order to meet the
requirements under 45 CFR Section 164.524,

h. Within ten (10) business days of receiving a written request from Covered Entity for an
amendment of PHI or a record about an individual contained in a Designated Record
Set, the Business Associate shall make such PHI available to Covered Entity for
amendment and incorporate any such amendment to enable Covered Entity to fulfill its
obligations under 45 CFR Section 164.526.

i, Business Associate shall document such disclosures of PHI and information relafed to
such disclosures as would be required for Covered Entity to respond to a request by an
individual for an accounting of disclosures of PHI in accordance with 45 CFR Section -
164.528.

J. Within ten (10) business days of receiving a written request from Covered Entity for a
request for an accounting of disclosures of PHI, Business Associate shall make available
to Covered Entity such information as Covered Entity may require to fulfill its obligations
to provide an accountirig of disclosures with respect to PHI in accordance with 45 CFR
Section 164.528.

k. In the event any individual requests access to, amendment of, or accounting of PHI
directly from the Business Associate, the Business Associate shall within two (2)
business days forward such request to Covered Entity. Covered Entity shall have the
responsibility of responding to forwarded requests. However, if forwarding the
individual's request to Covered Entity would cause Covered Entity or the Business
Associate to violate HIPAA and the Privacy and Security Rule, the Business Associate
shall instead respond to the individual's request as required by such law and notify
Covered Entity of such response as soon as practicable.

l. Within ten (10) business days of termination of the Agreement, for any reason, the
Business Associate shall return or destroy, as specified by Covered Entity, all PHI
received from, or created or received by the Business Associate in connection with the
Agreement, and shall not retain any copies or back-up tapes of such PHI. If return or
destruction is not feasible, or the disposition of the PHI has been otherwise agreed to in
the Agreement, Business Associate shall continue to extend the protections of the
Agreement, to such PHI and limit further uses and disclosures of such PHI to those
purposes that make the return or destruction infeasible, for so long as Business C)U
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Associate maintains such PHI, |f Covered Entity, in its sole discretion, requires that the
Business Associate destroy any or all PHI, the Business Associate shall certify to
Covered Entity that the PHI has been destroyed. '

(4) Obligations of Covered Entity

a. Covered Entity shall notify Business Associate of any changes or limitation(s) in its
Notice of Privacy Practices provided to individuals in accordance with 45 CFR Section
164.520, to the extent that such change or limitation may affect Business Associate's
use or disclosure of PHI.

b. Covered Entity shall promptly notify Business Associate of any changes in, or revocation
of permission provided to Covered Entity by individuals whose PHI may be used or
disclosed by Business Associate under this Agreement, pursuant to 45 CFR Section
164.506 or 45 CFR Section 164.508.

c. Covered entity shall promptly notify Business Associate of any restrictions on the use or
disclosure of PHI that Covered Entity has agreed to in accordance with 45 CFR 164.522,
to the extent that such restriction may affect Business Associate's use or disclosure of
PHI.

(5) Termination for Cause

In addition to Paragraph 10 of the standard terms and conditions (P-37) of this
Agreement the Covered Entity may immediately terminate the Agreement upon Covered
Entity’s knowledge of a breach by Business Associate of the Business Associate
Agreement set forth herein as Exhibit I. The Covered Entity may either immediately
terminate the Agreement or provide an opportunity for Business Associate to cure the
alleged breach within a timeframe specified by Covered Entity. |f Covered Entity
determines that neither termination nor cure is feasible, Covered Entity shall report the
violation to the Secretary.

(6) Miscellaneous

a. Definitions and Requlatory References. All terms used, but not otherwise defined herein,
shall have the same meaning as those terms in the Privacy and Security Rule, amended
from time to time. A reference in the Agreement, as amended to include this Exhibit |, to
a Section in the Privacy and Security Rule means the Section as in effect or as
amended.

b. Amendment. Covered Entity and Business Associate agree to take such action as is
necessary to amend the Agreement, from time to time as is necessary for Covered
Entity to comply with the changes in the requirements of HIPAA, the Privacy and
Security Rule, and applicable federal and state law.

c. Data Ownership. The Business Associate acknowledges that it has no ownership rights
with respect to the PHI provided by or created on behalf of Covered Entity.

d. Interpretation. The parties agree that any ambiguity in the Agreement shall be res, d
to permit Covered Entity to comply with HIPAA, the Privacy and Security Rule.
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e. Segregation. If any term or condition of this Exhibit | or the application thereof to any
person(s) or circumstance is held invalid, such invalidity shall not affect other terms or
conditions which can be given effect without the invalid term or condition; 1o this end the
terms ‘and conditions of this Exhibit | are declared severable.

f. Survival. Provisions in this Exhibit | regarding the use and disclosure of PHI, return or
destruction of PHI, extensions of the protections of the Agreement in section {3) J, the
defense and indemnification provisions of section (3) e and Paragraph 13 of the
slandard terms and conditions {P-37), shall survive the termination of the Agreement.

IN WITNESS WHEREOF, the parties hereto have duly executed this Exhibit |.

Department of Health and Human Services Maxim Healthcare Staffing Services, Inc.

Name of the Contractor

- 7{.\.\‘(1 nf by
Jekarko@maxhealth com

19 Authorized Représentative Signature of Authorized Representative
Lﬁr‘l %‘b\‘m . Jessa Lombo
Name of Authorized Representative Name of Authorized Representative
. _&_ﬂlﬂ%l‘l)ﬂ?/ Regional Controller
Title of Authorized Representative Title of Authorized Representative
bl&b b@ 6/19/2020
Date ' Date

372014 Exhibit | Contractor Initlals ( a‘U;

Health Insurance Portability Act
Business Associale Agreement 6/19/2020
Page 6 of 6 -

Doc 1D: 20200619164301458
Sertifl Electronlc Signature



New Hampshire Department of Health and Human Services
Exhibit J

.CERTIFICATION REGARDING THE FEDERAL FUNDING ACCOUNTABILITY AND TRANSPARENCY
ACT (FFATA) COMPLIANCE '

The Federal Funding Accountability and Transparency Act (FFATA) requires prime awardees of individual
Federal grants equal to or greater than $25,000 and awarded on or after October 1, 2010, to report on
data related to executive compensation and associated first-tier sub-grants of $25,000 or more. If the
initial award is below $25,000 but subsequent grant modifications result in a total award equal to or over .
$25,000, the award is subject to the FFATA reporting requirements, as of the date of the award.

In accordance with 2 CFR Part 170 (Reporting Subaward and Executive Compensation Information), the
Department of Health and Human Services (DHHS) must report the following information for any
subaward or contract award subject to the FFATA reporting requirements:

Name of entity
Amount of award
Funding agency _

NAICS code for contracts / CFDA program number for grants
Program source
Award title descriptive of the purpose of the funding action
Location of the entity
Principle place of performance
Unique identifier of the entity (DUNS #)

0. Total compensation and names of the top five executives if;
10.1. More than 80% of annual gross revenues are from the Federal government, and those
revenues are greater than $25M annually and
10.2. Compensation information is not already available through reporting to the SEC.

DO NDO AN

Prime grant recipients must submit FFATA required data by the end of the month, plus 30 days, in which
the award or award amendment is made.

The Contractor identified in Section 1.3 of the General Provisions agrees to comply with the provisions of
The Federal Funding Accountability and Transparency Act, Public Law 109-282 and Public Law 110-252,
and 2 CFR Part 170 (Reporting Subaward and Executive Compensation Information), and further agrees
to have the Contractor's representative, as identified in Sections 1.11 and 1.12 of the General Provisions
execute the following Certification:

The below named Contractor agrees to provide needed information as outlined above to the NH
Department of Health and Human Services and to comply with all applicable provisions of the Federal
Financial Accountability and Transparency Act.

Contractor Name:  Maxim Healthcare Stafﬁng Services, Inc.

Cﬂ.wm nfomé

6/19/2020 jekarko@maxhealth.com
Date Name: Jessa Lombo
Title:

Regional Controller

o

Exhibit J - Certification Regarding the Federal Funding ~ Contractor Initials
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FORM A
As the Contractor identified in Section 1.3 of the General Provisions, | certify that the responses to the
below listed questions are true and accurate.

1. The DUNS number for your entity is; _L 1-700-2087

2. In your business or organization's preceding completed fiscal year, did your business or organization
receive (1) B0 percent or more of your annual gross revenue in U.S. federal contracts, subcontracts,
loans, grants, sub-grants, and/or cooperative agreements; and (2) $25,000,000 or more in annual
gross revenues from U.S. federal contracts, subcontracts, loans, grants, subgrants, and/or
cooperative agreements?

*
NO YES
If the answer to #2 above is NO, stop here
If the answer to #2 above is YES, please answer the following:

3. Does the public have access to information about the compensation of the executives in your
business or organization through periodic reports filed under section 13(a) or 15{(d) of the Securities
Exchange Act of 1934 (15 U.S.C.78m(a), 780{d)) or section 6104 of the Internal Revenue Code of
19867

NO YES
If the answer to #3 above is YES, ‘stop here
If the answer to #3 above is NO, please answer the following:

4. The names and compensahon of the five most highly compensated officers in your business or
organization are as follows;

Name: Amount:
Name: Amount:
Name: Amount:
Name: Amount:
Name: Amount:
Exhibit J.—_ Ceniﬁcation Regarding the Federal Func!ing Contractor Initials
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DHHS information Security Requirements

A. Definitions
The following terms may be reflected and have the described meaning in this document:

1. “Breach” means the loss of control, compromise, unauthorized disclosure,
unauthorized acquisition, unauthorized access, or any similar term referring to
situations where persons other than authorized users and for an other than
authorized purpose have access or potential access to personally identifiable
information, whether physical or electronic. With regard to Protected Health
Information, “ Breach” shall have the same meaning as the term “Breach” in section
164.402 of Title 45, Code of Federal Regulations.

2. “Computer Security Incident” shall have the same meaning “Computer Security
Incident” in section two (2) of NIST Publication 800-61, Computer Security Incident
Handling Guide, National Institute of Standards and Technology, U.S. Department
of Commerce. '

3. "“Confidential Information” or “Confidential Data" means all confidential information
disclosed by one party to the other such as all medicatl, health, financial, public
assistance benefits and personal information including without limitation, Substance
Abuse Treatment Records, Case Records, Protected Health Information and
Personally Identifiable Information. '

Confidential Information also includes any and all information owned or managed by
the State of NH - created, received from or on behalf of the Department of Health and
Human Services (DHHS) or accessed in the course of performing contracted
services - of which collection, disclosure, protection, and disposition is governed by
state or federal law or regulation. This information includes, but is not limited to
Protected Health Information (PHI), Personal Information {Pl), Personal Financial
Information (PFI), Federal Tax Information (FTI}, Social Security Numbers (SSN),
Payment Card Industry (PCl), and or other sensitive and confidential information.

4. “End User” means any person or entity {e.g., contractor, contractor's employee,
business associate, subcontractor, other downstream user, etc.) that receives
DHHS data or derivative data in accordance with the terms of this Contract.

5. "HIPAA" means the Health Insurance Portability and Accountability Act of 1996 and the
regulations promulgated thereunder.

6. “Incident” means an act that potentially violates an explicit or.implied security policy,
which includes attempts (either failed or successful) to gain unauthorized access to a
system or its data, unwanted disruption or denial of service, the unauthorized use of
a system for the processing or storage of data; and changes to system hardware,
firmware, or software characteristics without the owner's knowledge, instruction, or
consent. Incidents include the loss of data through theft or device misplacement, loss
or misptacement of hardcopy documents, and misrouting of physical or eiectroni@.

V5. Last update 10/09/18 Exhibit K Contractor Initials
DHHS Information .
Security Requirements . 6/19/2020
Page 10f9 Date

Ooc 1D: 20200619164301458



New Hampshire Department of Health and Human Services
Exhibit K
DHHS Information Security Requirements

mail, all of which may have the potential to put the data at risk of unauthorized
access, use, disclosure, modification or destruction.

7. “Open Wireless Network” means any network or segment of a network that is
not designated by the State of New Hampshire's Department of Information
Technology or delegate as a protected network (designed, tested, and
approved, by means of the State, to transmit) will be considered an open
network and not adequately secure for the transmission of unencrypted PI, PFI,
PHI or confidential DHHS data.

8. “Personal Information” (or “PI") means information which can be used to distinguish
or trace an individual’'s identity, such as their name, social security number, personal
information as defined in New Hampshire RSA 359-C:19, biometric records, etc.,
alone, or when combined with other personal or identifying information which is linked
or linkable to a specific individual, such as date and place of birth, mother's maiden
name, etc. )

8. "Privacy Rule” shall mean the Standards for Privacy of Individually Identifiable Health
Information at 45 C.F.R. Parts 160 and 164, promulgated under HIPAA by the United
States Department of Health and Human Services.

10. “Protected Health Information” (or "PHI") has the same meaning as provided in the
definition of “Protected Health Information” in the HIPAA Privacy Rule at 45 C.F.R. §
160.103.

11. “Security Rule” shall mean the Security Standards for the Protection of Electronic
Protected Health Information at 45 C.F.R. Part 164, Subpart C, and amendments
thereto.

12. “Unsecured Protected Health Information” means Protected Health Information that is
not secured by a technology standard that renders Protected Health Information
unusable, unreadable, or indecipherable to unauthorized individuals and is
developed or endorsed by a standards developing crganization that is accredited by
the American National Standards Institute.

I. RESPONSIBILITIES OF DH_HS AND THE CONTRACTOR
A. Business Use and Disclosure of Confidential Information.

1. The Contractor must not use, disclose, maintain or transmit Confidential Information
except as reasonably necessary as outlined under this Contract. Further, Contractor,
including but not limited to all its directors, officers, employees and agents, must not
use, disclose, maintain or transmit PHI in any manner that would constitute a violation
of the Privacy and Security Rule.

2. The Contractor must not disclose any Confidential Information in response to a

@
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request for disclosure on the basis that it is required by law, in response to a
subpoena, etc., without first notifying DHHS so that DHHS has an opportunity to
consent or object to the disclosure.

3. If DHHS notifies the Contractor that DHHS has agreed to be bound by additional
restrictions over and above those uses or disclosures or security safeguards of PHI
pursuant to the Privacy and Security Rule, the Contractor must be bound by such
additional restrictions and must not disclose PHI in violation of such additional
restrictions and must abide by any additional security safeguards.

4. The Contractor agrees that DHHS Data or derivative there from disclosed to an End
User must only be used pursuant to the terms of this Contract.

5. The Contractor agrees DHHS Data obtained under this Contract may not be used for
any other purposes that are not indicated in this Contract.

6. The Contractor agrees to grant access to the data to the authorized representatives
of DHHS for the purpose of inspecting to confirm compliance with.the terms of this
. Contract.

. METHODS OF SECURE TRANSMISSION OF DATA

1. Application Encryption. If End User is transmitting DHHS data containing
Confidential Data between applications, the Contractor attests the applications have
been evaluated by an expert knowledgeable in cyber security and that said
application’'s encryption capabilities ensure secure transmission via the internet.

2. Computer Disks and Portable Storage Devices. End User may not use computer disks
or portable storage devices, such as a thumb drive, as a method of transmitting DHHS
data.

3. Encrypted Email. End User may only employ email to transmit Confidential Data if
email is encrypted and being sent to and being received by email addresses of
persons authorized o receive such information.

4. Encrypted Web Site. If End User is employing the Web to transmit Confidential
Data, the secure socket layers (SSL) must be used and the web site must be
secure. SSL encrypts data transmitted via a Web site.

5. File Hosting Services, also known as File Sharing Sites. End User may not use fite
hosting services, such as Dropbox or Google Cloud Storage, to transmit
Confidential Data.

6. Ground Mait Service. End User may only transmit Confidential Data via certified ground-
' mail within the continental U.S. and when sent to a named individual.

7. Laptops and PDA. If End User is employing portable devices to transmit
Confidential Data said devices must be encrypted and password-protected.

8. Open Wireless Networks. End User may not transmit Confidential Data via an open

T
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wireless network. End User must employ a virtual private network (VPN) when
remotely transmitting via an open wireless network.

9. Remote User Communication. If End User is employing remote communication to
access or transmit Confidential Data, a virtual private network (VPN) must be
installed on the End User's mobile device(s) or laptop from which information will be
transmitted or accessed.

10. SSH File Transfer Protocol (SFTP), also known as Secure File Transfer Protocol. If
End User is employing an SFTP to transmit Confidential Data, End User will
structure the Folder and access privileges to prevent inappropriate disclosure of
information. SFTP folders and sub-folders used for transmitting Confidential Data will
be coded for 24-hour auto-deletion cycle {i.e. Confidential Data will be deleted every 24
hours).

11. Wireless Devices. If End User is transmitting Confidential Data via wireless devices, all
data must be encrypted to prevent inappropriate disclosure of information.

. RETENTION AND DISPOSITION OF IDENTIFIABLE RECORDS

The Contractor will only retain the data and any derivative of the data for the duration of this
Contract. After such time, the Contractor will have 30 days to destroy the data and any
derivative in whatever form it may exist, unless, otherwise required by law or permitted
under this Contract. To this end, the parties must: .

A. Retention

1. The Contractor agrees it will not store, transfer or process data collected in
connection with the services rendered under this Contract outside of the United
States. This physical location requirement shall also apply in the implementation of
cloud computing, cloud service or cloud storage capabilities; and includes backup
data and Disaster Recovery locations.

2. The Contractor agrees to ensure proper security monitoring capabilities are in
place to detect potential security events that can impact State of NH systems
and/or Department confidential information for contractor provided systems.

3. The Contractor agrees to provide security awareness and education for ité End
Users in support of protecting Department confidential information.

4. The Contractor agrees to retain all electronic and hard copies of Confidential Data
in a secure location and identified in section V. A.2

5. The Contractor agrees Confidential Data stored in a Cloud must be in a
FedRAMP/HITECH compliant solution and comply with all applicable statutes and
regulations regarding the privacy and security. All servers and devices must have
currently-supported and hardened operating systems, the latest anti-viral, anti-
hacker, anti-spam, anti-spyware, and anti-malware utilities. The environment, as a
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whole, must have aggressive intrusion-detection and firewall protection.

6. The Contractor agrees to and ensures its complete cooperation with the State’s
Chief Information Officer in the detection of any security vulnerability of the hosting
infrastructure.

B. Disposition

1. If the Contractor will maintain any Confidential Information on its systems (or its
sub-contractor systems), the Contractor will maintain a documented process for
securely disposing of such data upon request or contract termination; and will
obtain written ceriification for any State of New Hampshire data destroyed by the
Contractor or any subcontractors as a part of ongoing, emergency, and or disaster
recovery operations. When no longer in use, electronic media containing State of
New Hampshire data shall be rendered unrecoverable via a secure wipe program
in accordance with industry-accepted standards for secure, deletion and media
sanitization, or otherwise physically destroying the media (for example,
degaussing) as described in NIST Special Publication 800-88, Rev 1, Guidelines
for Media Sanitization, National Institute of Standards and Technology, U. S.
Department of Commerce. The Contractor will document and certify in writing at
time of the data destruction, and will provide written certification to the Department
upon request. The written certification will include all details necessary to
demonstrate data has been properly destroyed and validated. Where applicable,
regulatory and professional standards for retention requirements will be jointly
evaluated by the State and Contractor prior to destruction.

2. Unless otherwise specified, within thirty (30) days of the termination of this
Contract, Contractor agrees to destroy all hard copies of Confidential Data using a
secure method such as shredding.

3. Unless otherwise specified, within thirty (30} days of the termination of this
Contract, Contractor agrees to completely destroy all electronic Confidential Data
by means of data erasure, also known as secure data wiping.

IV. PROCEDURES FOR SECURITY

A. Contractor agrees to safeguard the DHHS Data received under this Contract, and any
derivative data or files, as follows:

1. The Contractor wili maintain proper security controls to protect Department
confidential information collected, processed, managed, and/or stored in the delivery
of contracted services.

2. The Contractor will maintain policies and procedures to protect Department
confidential information throughout the information lifecycle, where applicable, (from
creation, transformation, use, storage and secure destruction) regardless of the

media used to store the data (i.e., tape, disk, paper, etc.). @
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3. The Contractor will maintain appropriate authentication and access controls to-
contractor systems that collect, transmit, or store Department confidential information
“where applicable.

4. The Contractor will ensure proper security monitoring capabilities are in place to
detect potential security events that can impact State of NH systems andfor
Department confidential information for contractor provided systems.

5. The Contractor will provide regular security awareness and education for its End
Users in support of protecting Department confidential information.

6. If the Contractor will be sub-contracting any core functions of the engagement
supporting the services for State of New Hampshire, the Contractor will maintain a
program of an internal process or processes that defines specific security .
expectations, and monitoring compliance to security requirements that at a minimum
match those for the Contractor, including breach notification requirements.

7. The Contractor will work with the Department to sign and comply with all applicable
State of New Hampshire and Department system access and authorization policies
and procedures, systems access forms, and computer use agreements as part of
obtaining and maintaining access to any Department system({s). Agreements will be
completed and signed by the Contractor and any applicable sub-contractors prior to
system access being authorized. '

8. If the Departiment determines the Contractor is a Business Associate pursuant to 45
CFR 160.103, the Contractor will execute a HIPAA Business Associate Agreement
(BAA) with the Department and is responsible for maintaining compliance with the
agreement.

9. The Contractor will work with the Department at its request to complete a System
Management Survey. The purpose of the survey is to enable the Department and
Contractor to monitor for any changes in risks, threats, and vulnerabilities that may
occur over the life of the Contractor engagement. The survey .will be completed
annually, or an alternate time frame at the Departments discretion with agreement by
the Contractor, or the Department may request the survey be completed when the
scope of the engagement between the Department and the Contractor changes.

10. The Contractor will not store, knowingly or unknowingly, any State of New Hampshire
or Department data offshore or outside the boundaries of the United States unless
prior express written consent is obtained from the Information Security Office
leadership member within the Department.

11. Data Security Breach Liability. In the event of any security breach Contractor shall
make efforts to investigate the causes of the breach, promptly take measures to
prevent future breach and minimize any damage or loss resulting from the breach.
The State shall recover from the Contractor all costs of response and recovery from
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the breach, including but not limited to: credit monitoring services, mailing costs and
costs associated with website and telephone call center services necessary due to
the breach. ‘

12. Contractor must, comply ‘with all applicable statutes and regulations regarding the
privacy and security of Confidential Information, and must in all other respects
maintain the privacy and security of Pl and PHI at a level and scope that is not less
than the level and scope of requirements appiicable to federal agencies, including,
but not limited to, provisions of the Privacy Act of 1974 (5 U.S.C. § 552a), DHHS
Privacy Act Regulations (45 C.F.R. §5b}), HIPAA Privacy and Security Rules (45
C.F.R. Parts 160 and 164) that govern protections for individually identifiable: health
information and as applicable under State law.

13. Contractor agrees to establish and maintain appropriate administrative, technical, and
physical safeguards to protect the confidentiality of the Confidential Data and to
prevent unauthorized use or access to it. The safeguards must provide a level and
scope of security that is not less than the level and scope of security requirements
established by the State of New Hampshire, Department of Information Technology.
Refer to Vendor Resources/Procurement at https://www.nh.gov/doit/vendor/index.htm
for the Department of Information Technology policies, guidelines, standards, and
procurement information relating to vendors.

14. Contractor agrees to maintain a documented breach notification and incident
response process. The Contractor will notify the State’s Privacy Officer and the
State's Security Officer of any security breach immediately, at the email addresses
provided in Section VI. This includes a confidential information breach, computer
security incident, or suspected breach which affects or includes any State of New
Hampshire systems that connect to the State of New Hampshire network.

15. Contractor must restrict accéss to the Confidential Data obtained under this
Contract to only those authorized End Users who need such. DHHS Data to
perform their official duties in connection with purposes identified in this Contract.

16. The Contractor must ensure that all End Users:

a. comply with such safeguards as referenced in Section IV A. above,
implemented to protect Confidential Information that is furnished by DHHS
under this Contract from loss, theft or inadvertent disclosure.

b. safeguard this information at all times.

c. ensure that laptops and other electronic deviceslrhedia containing PHI, PI, or
PFl are encrypted and password-protected.

d. send emails containing Confidential Information only. if encrypted and being
sent to and being received by email addresses of persons authorized to

receive such information.
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e. limit disclosure of the Confidential Information to the extent permitted by law.

Confidential Information received under this Contract and individually
identifiable data derived from DHHS Data, must be stored in an area that is
physically and technologically secure from access by unauthorized persons
during duty hours as well as non-duty hours (e.g., door locks, card keys,
biometric identifiers, etc.).

g. only authorized End Users may transmit the Confidential Data, including any
derivative files containing personally identifiable information, and in all cases,
such data must be encrypted at all times when in transit, at rest, or when
stored on portable media as required in section 1V above.

h. in all other instances Confidential Data must bé maintained, used and
disclosed using appropriate safeguards, as determined by a risk-based
assessment of the circumstances involved.

i. understand that their user credentials {user name and password) must not be
shared with anyone. End Users will keep their credential information secure.
This applies to credentials used to access the site directly or indirectly through
a third party application. :

Contractor is responsible for oversight and compliance of their End Users. DHHS
reserves the right to conduct onsite inspections to monitor compliance with this
Contract, including the privacy and security requirements provided in herein, HIPAA,
and other applicable laws and Federal regulations until such time the Confidential Data
is disposed of in accordance with this Contract.

V. LOSS REPORTING

The Contractor must notify the State's Privacy Officer and Security Officer of any
Security incidents and Breaches immediately, at the email addresses provided in
Section VI.

The Contractor must further handle and report Incidents and Breaches involving PHI in
accordance with the agency’s documented Incident Handling and Breach Notification
procedures and in accordance with 42 C.F.R. §§ 431.300 - 306. In addition to, and
notwithstanding, Contractor's compliance with alt applicable obligations and procedures,
Contractor's procedures must also address how the Contractor will:

1. Identify Incidents;

2. Determine if personally identifiable information is involved in Incidents;

3. Report suspected or confirmed Incidents as required in this Exhibit or P-37;

4. Identify and convene a core response group to determine the risk level of Incidents

ang determine risk-based responses to Incidents; and
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5. Determine whether Breach notification is required, and, if so, identify appropriate
Breach notification methods, timing, source, and contents from among different
options, and bear costs associated with the Breach notice as well as any mitigation
measures. '

Incidents and/or Breaches that implicate Pl must be addressed and reported, as
applicable, in accordance with NH RSA 359-C:20.

VI. PERSONS TO CONTACT
| A. DHHS Privacy Officer.
DHHSPrivacyOfficer@dhhs.nh.gov
B. DHHS Security Officer: -
DHHSInformationSecurityOffice@dhhs.nh.gov

(90
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