City of Cambridg

Purchasing Department

Cynthia H. Griffin

Purchasing Agent
TO: ALL BIDDERS
FROM: CITY OF CAMBRIDGE
DATE: DECEMBER 8, 2011
RE: TREE PRUNING — FILE NO. 5674

Please insert the attached CORI Policy, CORI Ordinance and CORI Compliance Form
into your bid package as it was inadvertently omitted.

CYNTHIA H. GRIFFIN
PURCHASING AGENT

All other particulars remain unchanged.
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ADDENDUM NO. 1
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City of Cambridge CORI Policy

. Where Criminal Offender Record Information (CORI) checks are part of a
general background check for employment or volunteer work, the following
practices and procedures will generally be followed.

. CORI checks will only be conducted as authorized by Criminal History Systems
Board {CHSB). All applicants will be notified that a CORI check will be
conducted. If requested, the applicant will be provided with a copy of the CORI

policy.

. An informed review of a criminal record requires adequate training, Accordingly,
all personnel authorized to review CORI in the decision-making process will be
thoroughly familiar with the educational materials made available by the CHSB.

. Prior to initiating a CORI check, the City will review the qualifications of the
applicant to determine if the applicant is otherwise qualified for the relevant
position. The City will not conduct a CORI check on an applicant that is not
otherwise qualified for the relevant position,

. Unless otherwise provided by law, a criminal record will not automatically
disqualify an applicant. Rather, determination of suitability based on CORI
checks will be made consistent with this policy and any applicable law or
regulations.

. If a criminal record is received from CHSB, the authorized individual will closely
compare the record provided by CHSB with the information on the CORI request
form and any other identifying information provided by the applicant, to ensure
the record relates to the applicant.

. If} in receiving a CORI report, the City receives information it is not authorized to
receive (e.g. cases with dispositions such as not guilty or dismissal, in
circumstances where the City is only authorized to receive convictions or case-
pending information), the City will inform the applicant and provide the applicant
with a copy of the report and a copy of CHSB’s Information Concerning the
Process in Correcting a Criminal Record so that the applicant may pursue

“correction with the CHSB. :

. If the City of Cambridge is planning to make an adverse decision based on the
results of the CORI check, the applicant will be notified immediately. The
applicant shall be provided with a copy of the criminal record and the City’s

- CORI policy, advised of the part(s) of the record that make the individual
unsutitable for the position and given an opportunity to dispute the accuracy and
relevance of the CORI record.
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9.

10.

11.

12.

13.

Applicants challenging the accuracy of the criminal record shall be provided a
copy of CHSB’s Information Concerning the Process in Correcting a Criminal
Record. If the CORI record provided does not exactly match the identification
information provided by the applicant, the City of Cambridge will make a
determination based on a comparison of the CORI record and documents
provided by the applicant. The City of Cambridge may contact CHSB and request
a detailed search consistent with CHSB policy.

If the City of Cambridge reasonably believes the record belongs to the applicant
and is accurate, then the determination of suitability for the position will be made.
Unless otherwise provided by law, factors considered in determining suitability
may include, but not be limited to the following:

{a) Relevance of the crime to the position sought;

{b) The nature of the work to be performed,;

{(¢) Time since the conviction;

(d) Age of the candidate at the time of offense;

(e) Seriousness and specific circumstances of the offense;

(D) The number of offenses;

(g) Whether the applicant has pending charges;

(h) Any relevant evidence of rehabilitation or lack thereof;

(i) Any other relevant information, including information submitted by
the candidate or requested by the City.

The Personnel Department will assist affected departments, in assessing the
suitability of candidates in accordance with paragraph 10 a through i above, to
ensure consistency, fairness, and protection of employment opportunities and the
public interest.

The City of Cambridge will notify the applicant of the decision and the basis of
the decision in a timely manner.

CORI information shall not be disseminated or shared with any unauthorized

employees or other, but shall be maintained in confidence consistent with the
obligations of law.

Revised May 5, 2007
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ORDINANCE NUMBER 1312
Final Publication Number 3155. First Publication in the Chronicle on December 13, 2007,
City of Cambridge
In the Year Two Thousand and Eight
AN ORDINANCE
In amendment to the Ordinance entitled “Municipal Code of the City of Cambridge”

Be it ordained that Cambridge Municipal Code Chapter 2.112 is hereby amended by adding a new
Section 2.112.060 entitled “CORI Screening by Vendors of the City of Cambridge” as follows:

Adding after Section 2.112.050 the following new sections:
SECTION 2.112.060
CORI SCREENING BY VENDORS OF THE CITY OF CAMEBRIDGE
Sections:
2.112.061 Purpose
2,112,062 Definitions .
2.112.063 CORI-Related Standards of the City of Cambridge
2,112,064 Waiver
2.112.065 Applicability
2.112.061 Purpose
These sections are intended to ensure that the persons and businesses supplying goods
and/or services to the City of Cambridge deploy fair policies relating to the screening and identification of
persons with criminal backgrounds through the CORI system.
2.112.062 Definitions
Unless specifically indicated otherwise, these definitions shall apply and control.

Awarding Authority means the City of Cambridge Purchasing Agent or designee.

Vendor means any vendor, contractor, or supplier of goods and/or services to the City of
Cambridge.




2.112.063 CORI-Related Standards of the City of Cambridge

The City of Cambridge employs CORI-related policies, practices and standards that are
fair to all persons involved and seeks to do business with vendors that have substantially similar policies,
practices and standards. The City of Cambridge will do business only with vendors who, when required
by law to perform CORI checks, employ CORI-related policies, practices, and standards that are
consistent with policies, practices and standards employed by the City of Cambridge. The awarding
authority shall consider any vendor’s deviation from policies, practices and standards employed by the

City of Cambridge as grounds for rejection, rescission, revocation, or any other termination of the
contract.

2.112.064 Waiver

The City Manager may grant a waiver to anyone who or which has submitted a request for waiver
if it is objectively reasonable; and the City Manager, or a delegate, shall report promptly in
writing to the City Council all action taken with respect to every request for a waiver and the
reasons for the decision.

2.112.065 Applicability

If any provision of these sections imposes greater restrictions or obligations than those
imposed by any other general law, special law, regulation, rule, ordinance, order, or policy then the
provisions of these sections shall control.

In City Council January 28, 2008.

Passed to be ordained by a yea and nay vote:-
Yeas 9; Nays 0; Absent 0.

Attest:- D, Margaret Drury, City Clerk.

A true copy;

ATTEST:-

D. Margaret Drury
City Clerk




CORI COMPLIANCE FORM

Persons and businesses supplying goods and/or services to the City of Cambridge
(“Vendors™), who are required by law to perform CORI checks, are further required by Section
2.112.060 of the Cambridge Municipal Code to employ fair policies, practices and standards
relating to the screening and identification of persons with criminal backgrounds through the
CORI system. Such Vendors, when entering into contracts with the City of Cambridge, must
affirm that their policies, practices and standards regarding CORI information are consistent with
the policies, practices and standards employed by the City of Cambridge as set forth in the City
of Cambridge CORI Policy (*CORI Policy™) attached hereto.

CERTIFICATION
The undersigned certifies under penalties of perjury that the Vendor employs CORI

related policies, practices and standards that are consistent with the provisions of the attached
CORI Policy. All Vendors must check one of the three lines below.

1. CORI checks are not performed on any Applicants.

2. CORI checks are performed on some or all Applicants. The Vendor, by affixing
a signature below, affirms under penalties of perjury that its CORI policies, practices and
standards are consistent with the policies, practices and standards set forth in the attached
CORI Policy.

3. CORI checks are performed on some or all Applicants. The Vendor’s CORI
policies, practices and standards are not consistent with the attached CORI Policy. Please
explain on a separate sheet of paper.

(Typed or printed name of person Signature
signing quotation, bid or Proposal)

(Name of Business)

NOTE:
The City Manager, in his sole discretion may grant a2 waiver to any Vendor on a contract by contract  basis.

Instructions for Completing CORI Compliance Form:

A Yendor should not check Line 1 unless it performs NO CORI checks on ANY applicant, A Vendor who
checks Line 2 certifies that the Vendor’s CORI policy conforms to the policies, practices and standards set forth
in the City’s CORI Policy. A Vendor with a CORI policy that dees NOT conform to the City’s CORI Policy
must check Line 3 and explain the reasons for its nonconformance in writing. Vendors, who check Line 3, will
not be permitted to enter into contracts with the City, absent a waiver by the City Manager.

This form must be submitted with your proposal



