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________________________________________

I. PURPOSE

To establish policy and procedures for Social Services Agency (SSA) staff when accepting, distributing and
reporting items donated to SSA through the Community Partners Program (CPP).

________________________________________

II. BACKGROUND

The Community Partners Program (CPP), formerly known as the Adopt A Social Worker Program, coordinates the
matching of SSA caseworkers with community agencies, businesses and individuals who have a desire to
support SSA clients through the donation of needed goods. The Community Action Partnership of Orange County
(CAPOC) is currently contracted through SSA to administer the Community Partners Program. Other CPP
services provided through CAPOC include:

• use of a dedicated truck and driver for pick-up and delivery of donated goods,• a secure storage facility,•●

on-line inventory of available goods, and • additional opportunities for SSA staff to be matched with volunteer
organizations.

________________________________________

III. DEFINITIONS

Matched staff refers to SSA staff who have gone through an application process and been matched with a
specified donating organization by the Contracted Agency.

Contracted Agency refers to the organization contracted by SSA to administer the CPP.

Division Coordinator refers to the SSA staff member selected in each participating SSA division to coordinate
CPP activities for that division.

Matched organization refers to a donating organization, agency or entity that has been matched to a SSA
staff member in order to donate items to support the clients on that staff member’s caseload.

________________________________________

IV. POLICY

A. Donations to the CPP are to be accepted only by CPP staff, including employees or volunteers of the agency●

contracted by SSA to administer the Community Partners Program (Contracted Agency), matched staff, and
their designees. B. All donations accepted and distributed by SSA staff must be done according to the
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guidelines defined in this procedure.C. Gift certificates must be distributed the same working day they are
accepted. D. Donations and/or gifts to the CPP are not to be accepted for personal use, except as noted in
Policy F15 of the Social Services Agency Administrative Policies and Procedures Manual titled “Donations and
Gifts.”E. Separate policies and procedures have been established for the Operation Santa Claus and Senior
Santa and Friends Programs. These policies and procedures are to be followed when accepting gifts and
donations made through these programs.F. Acceptable donations include, but are not limited to: food,
nutritional items, clean clothing, diapers, gift certificates, and new or used furniture and household items.
Used items are to be in good condition. Food and nutritional items are to be used within the printed expiration
date.G. Donations of cash, checks or services are prohibited.H. All donations received through the CPP
are to be distributed to SSA clients and applicants only. I. SSA staff not participating in the CPP may request
items for eligible families by contacting matched staff.J. Each division will provide copies of completed
Donation Acceptance and Distribution Forms (see Attachment I and Attachment II) to the Contracted Agency
on a monthly basis.K. Matched staff may access an inventory of available items through the Contracted
Agency.L. SSA matched staff is not to assign a dollar value to donations. M. Durable medical goods (e.g.,
wheelchairs, blood pressure monitors, etc.) donated to SSA through the CPP are to be accepted and
distributed by the Contracted Agency only. SSA staff is not to accept or distribute these items.

REFERENCES

Government Code Section 25355; Board of Supervisors Resolution No. 93-1235; SSA Conflict of Interest Policy●

and Procedure D10; SSA Rules of Conduct Policy and Procedure C32; County Accounting Procedures Manual,
Number 32, SSA Donations and Gifts Policy and Procedure F15; County of Orange Ordinance 0-98-1.

________________________________________

V. PROCEDURE

A. Accepting DonationsB. Accepting Donations--Gift CertificatesA. Distributing●

Donations--Documentation
1. Staff must follow the procedures described in Section IV.B, when accepting gift certificates.2. Donations❍

are to be accepted and documented on the Community Partners Acceptance of Donated Items form
(Acceptance Form), F063-1145 (Attachment I), according to the following procedures:Matched Staff will
be responsible for the following actions:Division Coordinator will be responsible for the following actions:

a. Use one Acceptance Form per donor, per occurrence.b. Assist donor to complete and sign the Donor■

Information section of the Acceptance Form.c. List items donated.d. Complete and sign Worker
Information section of Acceptance Form.e. Give donor pink copy of Acceptance Form.f. Send original and
yellow copy of Acceptance Form to the Division Coordinator within five (5) working days.NOTE: It is
matched staff’s responsibility to insure that the Acceptance Form is completed, signed and distributed.
g. Provide Acceptance Forms to matched staff.h. Advise matched staff regarding CPP Policies and■

Procedures, and the appropriate use of forms.i. Report any violation of this Policy and Procedure to SSA
management.

1. Before accepting a donation of a gift certificate, arrange to deliver the gift certificate to either the❍

recipient family or the Contracted Agency on the same day the gift certificate is accepted. SSA staff must
not hold gift certificates overnight.  2. Once same day delivery is arranged, gift certificates are to be
accepted according to the following procedures:Matched Staff will be responsible for the following actions:

a. Assist donor to complete and sign the Donor Information section of the Acceptance Form, F063-1145:1.■

Use one Acceptance Form per donor, per occurrence.2. List merchant, number and amount for each gift
certificate donated.a. Complete and sign Worker Information section of Acceptance Form.b. Give donor
pink copy of Acceptance Form.c. Send original and yellow copy of Acceptance Form to the Division
Coordinator.NOTE: It is matched staff’s responsibility to insure that the Acceptance Form is completed
and signed.

1. Staff must follow procedures described in Section IV.D when distributing gift certificates.❍

2. Donations distributed through the CPP are to be documented according to the following procedures:❍

Matched Staff will be responsible for the following actions:
a. Complete the Distributed Items section of the Community Partners Program Distribution of Donated■

Items form (Distribution Form) F063-1144, (Attachment II), listing the donated items distributed.b.
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Complete and sign the Worker Information section of the Distribution Form. c. Assist receiving family to
complete and sign the Family Information section of the Distribution Form.d. Collect thank you note from
family, if available, and mail to donor.e. Give pink copy of Distribution Form to family.f. Send original
Distribution Form to Division Coordinator within five (5) working days of distributing donation.

A. Distributing Donations—Gift CertificatesA. Distributing Donations—Delivery by matched●

organization
g. File yellow copy of Distribution Form in client file.h. Document delivery of donated items in appropriate■

client case record.
1. Gift certificates must be distributed on the same day they are accepted.2. If the recipient client is not❍

available to receive the gift certificate on the same day it is received, take the gift certificate to the
Contracted Agency for log-in and storage until delivery to the client can be arranged.3. When delivering the
gift certificate, follow the procedures described in Section IV.C of this Procedure.4. List the gift certificate
merchant name, number and amount on the Distribution Form, F063-1144.5. In addition, staff should follow all
divisional policies related to the distribution of gift certificates.
1. Delivery of donations directly to clients by the matched organization involves the following procedures:❍

Matched Staff will be responsible for the following actions:
a. Inform client that the matched organization is interested in delivering donated items directly to their■

home.b. If the client agrees, assist the client in completing and signing the Community Partners Program
Authorization for Release of Information form (Authorization), F063-1147 (Attachment III). The Authorization
must be completed and on file before the client can be contacted by the matched organization.c. Give pink
copy of Authorization to client.d. File original Authorization in case file and narrate in appropriate client case
record.e. Contact matched organization and provide only the information authorized by the client.

A. Storing Donations A. Distributing Donations—Items Unacceptable for SSA clientsA. Reporting●

Donations
f. Give yellow copy of the Authorization to the matched organization.g. Follow the procedures described in■

Section IV.C to document the distribution of the donated items.Note: When SSA staff arrange for a
matched organization to deliver donated items directly to a client, it is the staff member’s responsibility to
complete and distribute the Distribution Form, F063-1144.

1. Donations not immediately given to families are to be stored at designated SSA Divisions’ storage sites or❍

at the Contracted Agency storage site.2. Matched staff is to indicate the storage location on the Distribution
Form, F063-1144.3. Items given to clients out of storage must be documented on a Distribution Form,
following the procedures described in Section IV.C.
1. Donated items that are unacceptable for distribution to SSA clients may be donated to non-profit agencies.2.❍

Matched staff is to indicate on the Distribution Form, F063-1144, the name of the non-profit organization
receiving the donated items, following the procedures described in Section IV.C.
1. All CPP donations accepted and distributed by SSA staff are to be reviewed and reported according to the❍

following procedures:Division Coordinator will be responsible for the following actions:
a. Receive and review Acceptance Forms, F063-1145, and Distribution Forms, F063-1144, received from■

matched staff.b. Send the original Acceptance and Distribution Forms to the Contracted Agency by the fifth
working day of the following month. c. Report any violation of this Policy and Procedure to SSA
management.

________________________________________

VI. ATTACHMENTS

Attachment I

Community Partners Program Acceptance of Donated Items, F063-1145.●

Attachment II

Community Partners Program Distribution of Donated Items, F063-1144●

Attachment III
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Community Partners Program Authorization for Release of Information, F063-1147.●
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