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Date      
     
Ref:  CSR Agreement

     
     
Dear      
This is our Community Service Agreement packet.  The purpose of the packet is to remind us of our responsibilities to each other, to enhance our working relationship, and to answer questions regarding the CSR program.
Anyone who will be a “CONTACT PERSON” or “SUPERVISOR” must read and sign this document.  The Contact Person(s) will be called by my office to discuss the placement of CSR clients. 
Please read the agreement before you sign it.    Please fill out all the information requested on the CSR Agency Record.  It will assist me in making appropriate referrals to your agency.  We can provide CSR during the week and weekends and for special events/projects.   Just indicate your needs and I will do my best to provide you with clients.

If you decide to participate, please sign both the CSR Agency Agreement and CSR Agency Record and mail it back to my office.   If your agency is approved, we will contact you to begin referring clients.   If you have any questions, please call me at (830) 221-1160.

I want to express my appreciation for your interest to participate in the CSR Program.  Agencies like yours have made this Program mutually beneficial.  It is my sincere belief that this agreement will enhance our working relationship.

Respectfully Submitted,

Doris Gaytan

CSR Coordinator
CSR AGENCY AGREEMENT

The community service program serves as a broker between the courts and community by administering community service sentences imposed in lieu of or in addition to Court ordered fees; or as a condition of probation.  The goal of the community service program is to assist the court in the administration of justice by coordinating the performance of community service by offenders to the mutual benefit of the courts, community agencies and offenders.

PURPOSE OF AGREEMENT:

The purpose of this agreement is to formalize the working relationship between, and clarify the roles and responsibilities of, the community service program (“program”) and the public and nonprofit agencies (“CSR Agency”) that receive the community service.

COMMUNITY SERVICE PROGRAM RESPONSIBILITIES:

The community service program or representative will:

1) Provide an accident/medical insurance policy that covers the cost of injuries to $20,000 for all uninsured offenders performing community service;

2) Designate a community service program liaison for the CSR agency;

3) Complete a thorough screening of all offenders prior to referral for placement and advise the CSR agency of the convicting offense

4) Adhere to CSR Agency guidelines and requests when referring offenders;

5) Advise the CSR Agency of any special conditions of the case such as current or past offenses which relate to the proposed service, mental or physical disabilities, alcohol or drug problems or a poor attitude;

6) Deal with any problems such as poor performance, attendance or attitude in a prompt and affirmative manner; within 48 hours; 

7) Inform CSR agencies of potential inclusion in news stories.

8) Collect all reports, time sheets, etc., to complete monthly reports.

9) Have a Release of Liability signed by the Probationer for the benefit of the CSR Agencies;

CSR AGENCY RESPONSIBILTIES

The CSR agency or representative will:
1)  Ensure that your agency meets non-profit status as outlined with IRS Code 501(a) or 501(c) or 501(c)(4) exempting your agency from federal income tax.

2) Ensure that General Liability Insurance is maintained by your agency.

3) Not discriminate in serving clients or accepting offender volunteers on the basis of race, sex, age, marital status, color, political affiliations, national origin, religion, handicap, or any other non merit factor.

4) Designate TWO specific staff personnel (CONTACT PERSONS) on the Agency Record through whom all referrals will be made.

5) Keep all information concerning the offenders strictly confidential.  Certain information may be related to the offender’s immediate supervisor on a “need to know basis” (see CSR agency record).

6) Provide descriptions of available work assignments (see CSR agency record) and for special projects provide no less than four (4) weeks notice in advance of the event in order to help ensure CSR participation.

7) Be firm with the CSR work schedule established between the offender and Probation Officer as designated on the CSR agency record.   With proper notice from the client; accept illness and paid employment as excuses to miss CSR work.  Excessive absences should be reported to CSR program.  

8) Familiarize the offender with the mission/activities of the CSR agency and give a clear explanation of expectations and rules.

9) Assign a supervisor to:

a) Provide the offender with any instructions or training

b) Supervise the actual performance or work by the offender.

8) Not assign offenders to perform any tasks which pose any obvious danger to the offender.
9) Not assign offenders to projects/events where alcoholic beverages are consumed, present or sold.

10) Not allow CSR workers to be supervised by persons currently serving a probation/parole sentence.

11) Not allow offenders to drive CSR agency vehicles without the prior permission of the CSR PROGRAM.

12) Not allow offenders to drive their own vehicles from one work assignment to another.

13)  Not allow offenders to purchase supplies or materials for the CSR project unless it is approved by the CSR PROGRAM IN WRITING.

14) Not allow offenders to use their own tools, supplies, or materials for the CSR project without prior permission of the Community Service Program.

15)  Not allow offenders to pay money, donate materials, merchandise, favors, or professional services for personal use in lieu of CSR Hours without written consent from the CSR Program.

16) You the CSR Agency, will not accept from the offender money, donated materials, merchandise, favors, or professional services for personal use in lieu of CSR Hours without written consent from the CSR Program.

17) Keep accurate records of hours worked by the offenders on the timesheets provided by the Community Service Program and make them available for review to the CSR Program upon request.  Sign the CSR timesheets at the end of each work day; and allow offenders to do the same.

18) Provide progress reports on offenders when contacted by the Community Service Program.

19) Take the initiative to advise the program of any persistent performance problems.
20) Promptly dismiss an offender and immediately notify the program if an offender:

a) Appears to be under the influence of alcohol or unprescribed drugs.

b) Behaves uncooperatively or has committed a serious infraction of worksite rules

c) Is repeatedly tardy, rude, or uncooperative.

d) Regularly fails to report as scheduled and to call to explain his/her absences.

21) Designated Contact Person(s)/Supervisor is responsible for immediately providing a final report by completing the “Evaluation Form” and returning the “Timesheet” when offender completes the CSR hours, or when the case is closed out.

22)  Ensures that offenders performing community service will in no way replace paid staff nor preclude the hiring of additional personnel.

23) Immediately advise the Community Service Program in case of any incident or injury involving an offender.

24) Insure that proper medical care is provided, if an injury occurs.

25) Not refer, place, or assign probationers at your agency to different agency without the approval of the Community Service Restitution Program.

ANYONE who will supervise and record CSR Time on the CSR time sheet MUST read and SIGN this contract agreement.

The undersigned representatives have read and have accepted the provisions of this agreement.

CSR Agency:  ___________________________________________________________

(Please print full name of agency)

CSR Agency Representative:  ______________________________________________

(Signature and Date)

Name/Title:    __________________________________________________________

(Please print)

CSR Agency Representative:  ______________________________________________

(Signature and Date)

Name/Title:     __________________________________________________________

(Please print)

CSR Agency Representative:  ______________________________________________

(Signature and Date)

Name/Title:     __________________________________________________________

(Please print)
AGENCY RECORD

CSR Agency:  _____________________________ Phone:  (___) _______________

Fax: _____________________ Email: _______________________________________
Address: ___________________    Contact Person:  ___________________________
C/S/Z: _______________________     Supervisors: 1) _________________________







   2) _________________________
Mailing: _______________________ 

   3) ______________________
C/S/Z: _______________________                         

Emergency Phone:

(___) ___________________                 

Job Description:  ________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Place an “X” in the (  ) below that applies:        

(     ) Technical
      (     ) Janitorial
                    (     ) Clerical


(     ) General Labor         (     ) Semi- Technical


(     ) Construction           (     ) Grounds Maintenance
How many clients can you supervise at one time: ____________
Days and Times Requested:
Monday
            Time:  _____________ to _______________
Tuesday

Time:  _____________ to ______________

Wednesday

Time:  _____________ to ______________

Thursday

Time:  _____________ to ______________

Friday

            Time:  _____________ to ______________

Saturday

Time:  _____________ to ______________

Sunday

Time:  _____________ to ______________

Exclusions/Limitations/Special Conditions:  ________________________________________________________________________________________________________________________________________________
________________________________________________________________________

___________________________

                          _______________________

Date





Signature
Community Supervision and Corrections Department


Serving the Courts and Communities of Caldwell, Comal and Hays Counties


Doris Gaytan – CSR Coordinator, Comal County CSCD


160 E. Bridge ~ New Braunfels, Texas 78130 ~ (830) 221-1160 ~ Fax (830) 608-2029











712 S. Stagecoach Trail.#1326                              160 E. Bridge St.                                               100 E. Market St.
San Marcos, TX 78666                                         New Braunfels, TX 78132                                 Lockhart, TX 78644
(512) 353-5892                                                     (830) 221-1160                                                   (512) 398-4431

