
June 26, 2007 
 

 
 

REQUEST FOR QUALIFICATIONS 
Risk Management Services 

 
You are invited to submit a Statement of Qualifications to provide professional services to the 
Association of Bay Area Governments (ABAG).  We are requesting qualifications for various 
risk management services for the 31 cities (see attachment A) that are members of ABAG’s 
Pooled Liability Assurance Network (PLAN) program in accordance with the Scope of Services 
(attachment B).    
 
I.  Background  

 
Formed in 1986, the PLAN is a risk-sharing pool of 31 cities and towns in the San Francisco Bay 
Area.  ABAG ad ministers the PLAN by providing claims, financial, risk m anagement, and 
administrative serv ices f or its  m embers.  Th e liability  p ool prov ides cover age f or proper ty 
damage, bodily injury, personal injury and erro rs and om issions.  The property pool provides 
coverage for buildings, contents, and automobile physical damage.    
 
Additional information about the PLAN can be found on our website at www.abag.ca.gov/plan. 
   
Over the last five years, ABAG has contracted with a variety of consultants for services, 
including a comprehensive risk management assessment for each member, safety perception 
survey, training, and procedure guides.  During this same time, the PLAN members adopted a 
Risk Management Policy (RMP) outlining key objectives of the pool and containing a set of Risk 
Management Performance Standards (RMPS) to guide them in establishing a risk management 
program for their entity.  See attachment C for a copy of the Policy and Standards. 
 
The assessment findings and RMPS have been used to develop a scorecard comparing each 
member to the RMPS.  These include basic procedures common to all members (the Risk 
Management Framework) and best practices in key areas common to many members, but not all.  
Members must meet certain thresholds to qualify for grants to fund additional programs, services 
or equipment.   
 
Our goal is to reduce the frequency and severity of member losses by working with each member 
to implement and maintain the framework and/or best practices identified for their key loss 
exposures.  Our objective is to develop a list of pre-qualified consultants and services for 
members to choose from, with one generalist working regularly with the member to develop and 
achieve annual goals and coordinate activities with technical specialists as needed.    
 

http://www.abag.ca.gov/plan


II.  Services Required 
 

Two levels of service are required:  General Risk Management and Technical Experts.   
 
Submitters for the General Risk Management category must be qualified to perform and assist 
members in performing all aspects of the required work as described in the Scope of Services 
and the Risk Management Framework of the RMP. 
 
Submitters for the Technical Experts category must be qualified to perform all or part of the 
services in the Operational Best Practices of the RMP for their area of expertise, such as driver 
training, playground inspection, forestry, aquatics, etc.   
 
Submitters may request inclusion in both the General and Technical categories in their responses 
and are encouraged to submit qualifications for other common risk exposures not currently on 
our list, such as occupational health and safety and employment practices liability.      
 
III. Compensation 
 
Submitter must be an independent, self-employed contractor.  No benefits are provided. All 
services will be paid for on an hourly basis. Direct costs must be pre-approved and billed on an 
as expended basis.  Submitter will responsible for payment of applicable state and federal 
income taxes.   
 
IV. Time Frame 
 
This solicitation is for part-time work on an as-needed basis.  We expect to maintain a pre-
qualified list of contractors indefinitely, with contractors able to update or submit qualifications 
at any time.   
 
 
Based on the quantified numerical scores will be tabulated for each Submitter.   
   

1) Relevant Qualifications and Experience - Submitters will be evaluated based on the 
level of experience and demonstrated ability in performance of similar projects/programs. 

  
2) Educational and Professional Background- Submitter swill be evaluated based on their 
level of finalists in their relevant field of expertise.      

 
 3) Submittal - Submitters will be evaluated based on the adequacy of the submittal to 
respond to the goals and objectives of this Request for Qualifications (RFQ).   
 
Candidates may be invited to an interview at the ABAG Offices located at 101 Eighth Street, 
Oakland, CA, at their own expense.    
 
Placement on the pre-qualified list will be awarded to the Submitters whose Statement of 
Qualifications indicate they are highly qualified, based on the evaluation criteria, costs, and other 
factors.   Our objective is to obtain the highest qualified candidates to achieve the objectives 
within a realistic time frame and reasonable cost.  Qualifications and experience as a whole are 
more important than cost.   
 
This RFQ does not commit ABAG to create the pre-qualified list or to award a contract.     
 



VI.  Pre-qualified List 
 

Based on the quantified numerical scores of Statements of Qualification submitted in response to 
this request and the numerical rating of candidates invited to interview, ABAG will maintain a 
pre-qualified list of contractors in both the General and Technical categories. ABAG and those 
on the pre-qualified list will enter into a master contract with a minimum term of one year setting 
out hourly rates, unit rates or other pricing standards. A form of the master contract is available 
for review upon request.  
 
At such time as work is required that work would be negotiated with a contractor from the pre-
qualified list selected by the PLAN member in consultation with ABAG staff.  The scope of 
work for a specific contract and cost will be memorialized in a Work Order signed by the 
contractor and the PLAN member.  
 
ABAG will issue a new RFQ and add to the pre-qualified list at any time to meet member 
demand for services. Contractors on the pre-qualified list may be added to the General category 
or for (additional) Technical category(ies) if ABAG approves a Statement of Qualifications for 
the new category submitted by Contractor in substantially the form required by this RFQ. 
 
ABAG will re-evaluate the pre-qualified list annually. Contractors on the list that have 
performed satisfactorily will have to option of remaining on the list for another year provided the 
parties agree on pricing.  
 
VII.  What to Submit 
To provide an objective, fair review of all statements of qualifications, the submittals are to 
include only the following information: 
 

1) Transmittal Letter - transmittal letter covering highlights and unique features of your 
qualifications.  Any special terms and conditions related to this request should also be 
summarized in this portion of the statement.  Letter  should include your office address.  

 Length:  One (1) page maximum. 
 

2) Statement of Qualifications - Provide a statement of qualifications allowing the 
candidate to accomplish the Scope of Services in this RFQ, preferably drawing on past 
experience/work conducted by the applicant.  This should include a menu of services 
and/or description of training programs or products.  
Length:  Three (3) pages maximum.    

  
3) Relevant Experiences - Provide a summary of relevant experience over the last 7 
years.  Length:  One (1) page maximum. 

 
4) Educational and Professional Background - Provide a summary of educational 
background, including degrees.  Also include special professional and/or project 
experience. Length: One (1) page maximum.   

  
5) List of Client References - Provide a list of clients to be used as references for your 
work, including contact name, address, telephone number, nature of job, and length of 
engagement.  Length:  One (1) page maximum. 
 
 
 
 



6) Standard Billing Information -  Provide billing rates for relevant personnel and any 
subcontractors, including overhead.  Length:  One (1) page maximum. 

 
7) Examples of Work - Provide two documents or articles that clearly demonstrate your 
ability to perform the work and communicate with a non-technical audience.   

 Length:  Brevity will be appreciated. 
 
Please submit three (3) hard copies and one electronic copy of your statement package.   
 
Statements for the initial Pre-Qualified List are due in the ABAG offices no later than 
Monday, July 30, 2007, 5: 00 P.M. – please allow sufficient time for delivery of hard copy and 
electronic submittals. ABAG intends to complete the initial list of Pre-Qualified Contractors by 
August 31, 2007.  
 
We will continue to accept submissions after the deadline to be considered for periodic updates 
of the list and encourage Contractors to submit qualifications for addressing new risks and 
exposures not currently addressed in our RMPS.   
 
VIII.  Where to Submit Statements 
 
Hard copies if mailed, address to: 
 
  Gertruda Luermann 
  Association of Bay Area Governments 
                        P.O. Box 2050 
                        Oakland, CA 94604-2050 
 
If hand delivered: 
 

Gertruda Luermann
  Association of Bay Area Governments 
                        101 Eighth Street 
                        Oakland, CA 94607-4756 
   
Electronic Statements can be emailed to: 
    
  Gertruda Luermann 
  gertrudal@abag.ca.gov
 
Questions may be directed to Gertruda Luermann at (510)464-7992, email gertrudal@abag.ca.gov.. 
 
Thank you for your time in reviewing and responding to this RFQ.   
 
 
 

 
 
 
 
 

mailto:marcusb@abag.ca.gov
mailto:marcusb@abag.ca.gov
mailto:gertrudal@abag.ca.gov


Attachment A 

 

List of ABAG PLAN Members 

 
AMERICAN CANYON 

ATHERTON 
BENICIA 

BURLINGAME 
CAMPBELL 

COLMA 
CUPERTINO 

DUBLIN 
EAST PALO ALTO 

FOSTER CITY 
GILROY 

HALF MOON BAY 
HILLSBOROUGH 

LOS ALTOS HILLS 
LOS GATOS 
MILLBRAE 
MILPITAS 

MORGAN HILL 
NEWARK 
PACIFICA 

PORTOLA VALLEY 
ROSS 

SAN BRUNO 
SAN CARLOS 
SARATOGA 

SOUTH SAN FRANCISCO 
SUISUN CITY 

TIBURON 
WOODSIDE 

 

 

 

See also http://www.abag.ca.gov/plan/membermap.html 

For a map of the PLAN members 

http://www.abag.ca.gov/plan/membermap.html


Attachment B 
 
 

SCOPE OF SERVICES – General Risk Management 
 

1. Meet with member representative to follow up on recommendations made in 
their risk management assessment, including an action plan for resolving any 
high priority items.   

 
2. Confirm or assist in implementation of an Injury and Illness Prevention Plan 

(IIPP) and the Risk Management Framework for each member, including: 
 

a. Adoption of a risk management policy, goals, and objectives. 
b. Establishing a Risk Management Committee 
c. Self-inspection program of operations and facilities. 
d. Accident investigation and cause analysis. 

 
3. Assist member in collecting, analyzing and reporting on claims, loss exposures 

and trends, including the member’s total cost of risk and allocation of costs to the 
appropriate department. 

 
4. Assist member in developing an action plan to address their 5 most frequent or 

costly types of claims, including implementing the best practices identified in the 
RMPS.   

 
5. Implement the PLAN’s self-audit procedure for members to evaluate their 

progress in meeting the goals and best practices outlined in the assessments and 
RMPS. 

 
6. Provide individual assistance and advice as needed on member-specific issues, 

including customized procedures, assistance with self assessments, presentation 
of plans to City Councils or management, training, coordinating services of other 
consultants and experts, and providing “on call” assistance for technical or 
unforeseen issues. 

 
 

SCOPE OF SERVICES – Technical Experts 
 

1. Assist member in completing or complying with any of the Operational Best 
Practices contained the RMPS.     

 
2. Assist member in managing other operational or strategic risks as needed. 

 
 
 
 
 
 



Attachment C 
 

Risk Management Policy 
 



   

 
ABAG PLAN Corporation 

 
Risk Management Policy 

 
Approved May 25, 2005 

Revised June 6, 2007 
 

 
1.0 Policy 
    
It is the poli cy of the ABAG PLAN Corporation ( PLAN) to prudentl y m anage its prog rams to  
minimize the frequenc y and severity  of losses incurred by  its m embers.  We will achieve this by  
requiring m embers to  i mplement a  ris k management program that meets accepted stand ards fo r 
controlling the types of losses covered by the PLAN.           
 
2.0  Scope 
 
This Risk Ma nagement Po licy a pplies t o activities of th e PLAN wi th reg ard to ri sk manag ement 
standards for the Liability and Property Prog rams.  Terms with speci al meaning are d efined in th e 
“Definitions” section of this policy.   
 
3.0  Objectives 
 
It is the objective of t his policy to implement a p rocess that will effectively identify and analyze risks, 
establish r ecommended strategies f or t reating those risks, provide ass istance a nd r esources for 
implementing the strategies, monitor th eir effectiv eness, and pro vide in centives to maintain an d 
improve the results. These objectives will be met through a combination of the following activities:  
 

1. Establish criteria for admission and continued membership 
2. Monitor compliance with and effectiveness of criteria 
3. Provide resources, incentives, and technical expertise to assist members in ma intaining and 

improving their risk management policies and procedures 
 
3.1 Establish Criteria  
  

A.  Adm ission.  Prospective new mem bers will be evaluated by  the Risk Management 
Committee, with reco mmendations made to the Executive Co mmittee and Board of Directors for 
approval.  The admission process will consist of the following: 
      

• Application – to identify loss exposures and current risk management programs. 
• Loss History  – t o furt her evaluate exposures, how  the y have i mpacted the prospective 

member’s operations, and enable the PLAN’s actuary to project expected losses for the 
initial program year.   

• Audit – in-person interviews with key personn el and review of data, current risk 
management practices, policies, and procedures.  Phy sical inspection of key facilities, 
including parks, public works, and administration, to gauge the extent that policies are put in 
to practice.  Review of future plans and safety  culture to gauge a bility to sustain effective 
risk control.   



   

 
 
 
 

B.  Contin ued Membership.  The PLA N maintains a set of Risk Manage ment Performance 
Standards that include recommended and best practices to prevent or minimize losses in a number of 
key areas.  They  also include an Expected Standa rd of Perfor mance that must be met to maintain 
membership in the PLAN.  

 
The Risk Manage ment P erformance Standards are attached to this polic y as  Exhibit B and are 
reviewed and updated on a periodic basis. 
 
3.2  Monitor Compliance 
 
The PLAN m onitors the i mplementation and results  of each me mber’s risk management progra m 
through a number of methods, i ncluding self-audits, cl aims reviews, staff assessments, and use of 
external experts.  
 

• Self audits – at the end of each calendar year the member is expected to conduct an internal  
audit of its c ompliance wi th the recommended standards and pr ovide a repor t to the Risk 
Management Co mmittee.  The report should also identif y a ny significant changes in 
exposures, actions taken to correct any de ficiencies, and im provements to the risk  
management program.  The audit may  be co mbined with the claim  review and should be 
used to develop goals and an action plan for the following year.      

 
• Claim Reviews  – members r eceive a  quarterly  report of their clai ms acti vity and are  

expected to review the report to identify the nature, cause and amount of their claims. Focus 
should be on determining whether or not the loss was preventable and how to p revent in the 
future.  Resu lts should be shared with  depa rtment managers an d affected employees an d 
measures taken to prevent or reduce the impact of future claims.    

 
PLAN staff also reviews  clai ms reports on a regular basis to identif y trends and m ake 
recommendations to resolve outstanding claims, im plement measures to reduce the 
frequency and severity  of si milar cl aims, a nd shar e experience s fro m other members to 
prevent similar losses from occurring.  Staff s hould meet with member at least annually for 
a claim review and recommendations to be included in the member’s action plan.   

 
• Staff Risk Assessments –  PLAN staff will assist wi th and review the y early self-audits to  

assess progress in i mplementing the Standards, identify  areas for  improvement, and share  
member prac tices that have resulted in decreased claim freque ncy and severity.  Staff is  
expected to conduct in-person follow up as needed and a formal audit of each member every 
2-3 years. 

 
• Risk Management Assessments  – the PLAN will supplem ent the internal audits described 

above by conducting audit s of each member by qualified experts every 3-5 years.  The goal 
of these audits is to  ensur e co mpliance with the per formance sta ndards and to share be st 
practices from inside and outside the PLAN membership.   

 
3.3  Provide Resources  
 
The PLAN shall dedicate resources each year to fund risk m anagement programs to assi st members 
in meeting the Risk Mana gement Performance Standards and to encourage them to take ad ditional 
actions consistent with the goal of reducing the frequency and severity of their losses.   
These resources shall be directed to provide traini ng, inspections, equipment, public education, and 
grants to enc ourage members to cr eate programs that address thei r individual needs and sha re their 
ideas with other members.   



   

   
 
4.0  Delegation of Authority 
 
ABAG i s designated as prog ram ma nager of the PLAN and is respon sible for ensuring risk  
management activities are within the guidelines approved by the members.  AB AG shall develop and 
maintain administrative procedures for ensuring compliance with recommended guidelines.  In order to 
analyze and r ecommend a st rategy for e ach Program Y ear, resources shall be al located to th e risk 
management program.  This c ommitment of r esources s hall i nclude f inancial a nd staffing 
considerations. 
 
In ad dition to the du ties described in Article VIII 6. of th e P LAN By laws, the Board a ssigns the 
authority to enforce the requirements of the Risk Management Program as described in Appendix II, 
Section 2.4  of the Revised Risk Cov erage Agreement t o the Risk Management Committee. The 
related sections of the By laws an d Ag reement are attached as Ex hibit A t o thi s Po licy.  T he Board 
further assigns the following responsibilities:     
 

• Recommending Risk Management policies and procedures   
• Recommending amendments to the Program Memorandum of Coverage based on experience 

and risk management objectives as outlined in this Policy, and  
• Recommending criteria for admission, withdrawal or expulsion of Program Participants to or 

from the Program and for cancellation of coverage 
 
5.0  Reporting 
 
The Risk Ma nagement Co mmittee w ill annually review ho w w ell the PL AN is a chieving its ri sk 
management goals and bench marks. In  addition to the member se lf a udits, the R isk Manager w ill 
submit a yearly report that summarizes losses by cause and department, provides an assessment of risk 
management programs and funding levels, and offers suggestions for improving results.  
 
6.0  Risk Management Program Benchmarks 
 
Included in  the Risk Managem ent Performance Standards is a Risk Managem ent Framework  
requiring each Member to establish annual risk management goals and objectives.  Those individual 
goals are to be used to ben chmark each member’s success in reducing the frequency and severity of 
their claims.  Staff will also provide a set of annual goals and objectives for the PLAN as a w hole to 
gauge the effectiveness of risk management programs.   
 
7.0  Policy Adoption 
 
The PL AN’s Risk M anagement Pol icy shal l b e ado pted by  majority vote of th e Boa rd of Directors.  
The poli cy s hall b e r eviewed a nnually by  the Ri sk Man agement Co mmittee and th e Board must 
approve any modification made thereto. The Boar d of Directo rs shall ado pt mandatory  ris k 
management policies and procedures upon a two-thirds (2/3) vote of the members of the Board. 
 
8.0  Definitions 
 
Risk Management – a process of making and implementing decisions that will minimize the adverse 
effects of losses on an organization, consisting of the following five steps:   
• Identify, Analyze and Prioritize Loss Exposures 
• Examine Alternative Risk Management Techniques 
• Select Apparent Best Risk Management Techniques 
• Implement Chosen Techniques 
• Monitor Results and Provide Feedback to Improve Results 



   

Exhibit A 
 

Bylaws and Revised Risk Coverage Agreement  
Provisions Related to the Risk Management Policy 

 
BYLAWS 

ARTICLE VIII 

COMMITTEES 
 

6.   Risk Management Committee.  A  st anding c ommittee consi sting of n o l ess t han 
three (3) directors a nd any  other pe rson(s) ap pointed b y t he B oard s hall be c harged wi th t he duty and  
responsibility of: 

(a) reviewing an d making recommendations t o t he B oard f or risk m anagement  
programs, including but not limited to, voluntary and mandatory program changes in Member activities, and 
restrictions on coverage, 

(b) reviewing an d making rec ommendations to t he B oard on a pplications for 
admissions, expulsion, withdrawal not ices and p roposals for cancellatio n, in cluding bu t no t li mited to , th e 
terms an d con ditions under which su ch ad missions, withdrawals, expu lsions and can cellations are 
implemented. 

 

 

REVISED RISK COVERAGE AGREEMENT 

APPENDIX II 

LIABILITY PROGRAM PROCEDURES 
 

2.4 Risk Management Program. 

   (a) Each Member Entity shall appoint an employee of the Member Entity to be responsible 

for the risk management function within that Member Entity and to serve as liaiso n between Member Entity 

and the Corporation as to risk management. 

   (b) Each Member Entity shall supply the Corporation with information regarding Member 

Entity's p hysical facilities, maintenance procedures, operational proced ures an d any o ther info rmation 

regarding the conduct of Mem ber Entity's operations as may be reasonably requested by the Corporation in 

auditing the Member Entity's risk management practices. 

   (c) Each Member En tity sh all co nsider all reco mmendations o f th e C orporation reg arding 

Member Entity's risk management practices and shall reply in writing describing its acceptance or rejection of 

the recommendations and any action taken thereon. 

   (d) Each Member Entity shall maintain its own set of records as a lo ss log in all categories 

of loss and shall permit the Corporation to review or obtain a copy of same. 

   (e) Each Mem ber En tity sh all co mply with  risk  m anagement po licies and  pro cedures as 

adopted by the Board of Directors upon a two-thirds (2/3) vote of the members of the Board. 
 



   

 
 

 
ABAG PLAN Corporation 

 
Risk Management Policy  

Exhibit B 
 

Risk Management Performance Standards 
 

Approved May 25, 2005 
Revised June 6, 2007 

 
 

Foreword 
 
The Board of Directors of the ABAG PLAN Corporation (PLAN) has formally adopted the following Risk 
Management Performance Standards (RMPS).  The purpose of these standards is to provide our Members with 
risk management recommendations that will, when implemented, reduce the potential for losses. 
 
The Standards represent an excellent benchmark to guide risk management practices for our Members, as they 
represent what we consider to be the best practices of our members.  They should not be considered as setting 
minimum standards or a higher legal standard of safety or care with respect to third party claims.  Members 
must consider a variety of factors, including legal requirements and their unique loss exposures, when 
implementing risk management policies and programs.    
 
It is also important to realize you are not alone in your risk management efforts.  The PLAN staff and 
consultants can assist you with implementing these Standards and act as a resource to guide you towards 
reaching our agreed-upon performance goals.   
 
In cases where Members fail to meet the Expected Standards of Performance defined in the RMPS, the Risk 
Management Committee will be informed, but only after the PLAN staff first attempts to secure a good faith 
effort on the part of the Member to achieve voluntary compliance with the RMPS.   
 
The PLAN Board and staff look forward to working with each Member to implement these Risk Management 
Performance Standards. 
 



   

 
Risk Management Performance Standards 

 
The four key areas of the Risk Management Performance Standards are identified below: 
 

 
Risk Management Framework 

 
 

Loss Experience Trending Factors 
 
 

Adherence to Risk Management Recommendations 
 
 

Policies and Procedures 
 

 

Risk Management Framework 
 
1. The Member must have adopted a formal risk management policy statement developed by the City 

Manager and distributed to all employees   
 
2. The Member must establish annual written risk management goals and objectives.  These goals and 

objectives must be communicated to all employees.   
 
3. A Risk Management Coordinator must be appointed who is responsible for the implementation of the risk 

management programs.   
 
4. A Risk Management Committee must be named. 
 

a. The committee must hold regular meetings (at least quarterly). 
b. Written minutes must be kept of each meeting along with an attendance list. 
c. The committee must review all accidents, claims and losses.   

 
5. The Member is responsible for conducting and documenting at least semi-annually a self-inspection 

program of member operations and facilities.   
 
6. The member has implemented the appropriate recommended risk management policies and procedures. 
 

Loss Experience Trending Factors 
 
1.  Favorable Trending Factors 
 

An uninterrupted downward trend of 15% or more over a three-year period in the Experience Modifier 
will be interpreted as a sign that the member is demonstrating a consistently strong commitment to sound 
risk management practices.  Members in this category will be recognized by the Risk Management 
Committee and will be encouraged to share successful strategies with other members.   

 
2. Unfavorable Trending Factors  
 

An uninterrupted upward trend of 15% or more over a three year period in the Experience Modifier will 
be interpreted as a sign that the member may not be attentive to risk management matters.  A member 
falling into this category will be required to review its commitment to meeting the Performance Standards 
and submit a written self-appraisal with actions it commits to take to strengthen its risk management 
program.   



   

 

Adherence to Risk Management Recommendations 
 
1. Expected Standard of Performance 
 

a) Active participation in risk management programs, surveys, and discussions with PLAN staff on 
strategies to prevent losses. 

b) Written response within 45 days to recommendations. 
c) Action is taken to correct hazardous conditions or implement policies and procedures that 

satisfactorily address 50% or more of the recommendations. 
 
2. Substandard Performance 
 

a) Non-participation in risk management programs, surveys and discussions with PLAN staff. 
b) Lack of written response to recommendations after at least three written attempts to secure a response 

(@ 75 days elapsed time). 
c) Failure to act to correct hazardous conditions or implement recommended policies and procedures.  

Less than 50% of the recommendations have had corrective action. 
 
When a member’s performance falls to “substandard” the PLAN staff shall require the member to re-commit 
in writing to achieve the Expected Standard of Performance with a copy of the response furnished to the Risk 
Management Committee.  The Risk Management Committee may choose to ask the Member for further 
written explanation of its commitment to the PLAN’s RMPS and may invite the Member to a Committee 
meeting for discussion of the Member’s inability to comply with the standards.   
 
The Committee may also elect to report to the full Board its concern about a Member that fails to comply with 
the expected standards and/or otherwise indicates a lack of commitment to the exercise of sound risk 
management practices.  The Committee may recommend to the Board that action be taken to reduce the risk 
posed to the Pool by the Member’s inaction, including limiting or excluding coverage for damages arising 
from certain activities, mandating certain action for continued membership, or expulsion.          
 

Policies and Procedures     
 
PLAN staff works with Members, consultants, and the Risk Management Committee to develop a set of 
recommended risk management policies and procedures for our members. We continue to monitor and revise 
the recommendations based on claims experience, changes in exposures and liability, and the best practices of 
our members.    
 
The focus of the recommendations is on those areas that lead to the most claims.  The areas currently 
addressed by the policies include: 
      

• Vehicle Use and Operations 
• Sewer Loss Prevention and Maintenance 
• Police Operations   
• Fire Operations 
• Sidewalk Maintenance 
• Urban Forest Management 
• Facilities Maintenance and Hazard Identification 
• Contractor Selection and Control 
• Road Maintenance 
• Contractual Risk Transfer 
• Playground Safety 
• Claim Reporting and Follow Up 
• ADA Compliance and Transition Plan 
• Aquatics Programs 
• Special Events 

 
The best practices recommended in each of the above categories are listed on the following pages.  Members 
are encouraged to re quest specific policies and procedures referenced in the best practi ces from PLAN staff,  
consultants, or ot her m embers as nee ded.  If t he m ember curre ntly has a policy or practice that meets or 
exceeds the recommendations they are encouraged to share them for review and acceptance.    



   

 
Operational Best Practices 

 
Vehicle Use and Operations  

Member has adopted a comprehensive fleet management program to include driver training (defensive 
driver training), driver screening and selection, vehicle use, non-owned vehicle use, and vehicle 
maintenance. 

Driver Selection and Training  Measures 
There is a written program in place that is actively utilized as the basis for driver selection and screening of 
employees and prospective employees for driving related duties.    
There is evidence that employees with negative Motor Vehicle Records (MVR) activity as defined by the 
ABAG Plan standards are provided personnel counseling, training, rehabilitation, and/or removed from 
driving responsibilities depending on the nature and seriousness of the activity on their MVR or observed 
driving behavior. 
All employees who drive any vehicle on Agency business are enrolled in the Department of Motor Vehicles 
Pull Notice Program and MVRs are reviewed to prevent negligent retention. Note: Release required for 
drivers whose license does not require participation in the PULL program. 

Vehicle Maintenance Measures 
Vehicles and records are maintained to meet standards and warranties relevant to the vehicles or equipment 
and to help defend negligence claims.    

Vehicle Operations Measures  
The City has adopted a vehicle use policy that includes a “distracted driver” policy covering the use of cell 
phones and other potential in-car distractions.  
All vehicle accident investigations reflect any “distracted driver” implication as part of the root cause analysis.
 

 
Sidewalk Inspection and Maintenance 

Member has adopted a sidewalk/walkway inspection, maintenance, and complaint response plan. 
Measures 

There is an effective, written City-specific procedure in place to minimize sidewalk defects such as raised 
offsets, tilts or steep cross slopes, sunken sections, spalling, improper repairs to surround structures such as 
drains, and offsets between public and private sidewalks. 
The City has passed an ordinance stating the abutting property owner is responsible for maintaining the 
sidewalk and is liable for injuries to the public for failure to maintain, or the Council has considered and 
declined to pass such an ordinance.  . 
The City has a written process in place to notice property owners to repair sidewalks, as allowed by the 
Streets & Highways Code, or has a program to repair sidewalks themselves.   
The City has a follow up procedure to ensure defects have been addressed by marking, barricading, etc. 
within reasonable periods. 
The City has a follow up procedure to ensure defects have been mitigated by the property owner or other 
responsible party within a reasonable period. 
Photographs are taken and maintained in Public Works to visually record action taken to guard against 
contact by the public with a hazardous sidewalk site.  This will aid in defense against allegations of inaction 
by the City. 

 
Urban Forest Management (Trees and Vegetation) 

The City has a written urban forest management plan, which includes selection and placement of trees and 
provides for identification and mitigation of tree/shrub/vegetation related hazards.  The City has an ordinance 
outlining the rights and responsibilities of tree owners.   

Measures 
The City has passed an ordinance describing its ownership or control of trees in its jurisdiction and the 
responsibility of property owners to maintain their trees so as not to interfere with public safety or 
convenience.  Failure to do so may result in action by the City and/or liability for the owner for any damages.  
There is a written process to select, situate, and maintain trees to minimize hazards, hardscape damage, 
and maintenance costs.   
Urban forest management is under the control and supervision of persons who have the necessary 
professional credentials and expertise to qualify as an urban forester or arborist.   
A written plan is in place and documented to provide for methodical, periodic inspection, care, maintenance, 
and complaint/emergency response for trees and other vegetation.  
Urban forest management plan inspection and monitoring frequency is prioritized by degree of exposure of 
the public to vegetation hazards.  (i.e. obscured intersections, parks, playgrounds) This includes weed 
abatement and other fire hazards.                                                                



   

 
Operational Best Practices 

 
Sewer Loss Prevention and Management 

The City has an ordinance requiring backflow prevention devices that at a minimum meet the most current 
plumbing code.  The City maintains a written program for risk assessment and review, regular inspection, 
preventive maintenance, and emergency response for its sanitary sewer system.  

Measures 
An ordinance is in place that meets or exceeds current plumbing code requirements for backflow devices.  
Council meeting minutes reflect recommendations and cost justification by staff for adoption of an ordinance 
requiring backflow devices when events not addressed by the code occur, such as when a property owner 
suffers a loss, remodels, or sells the property.      
Key personnel have been trained to interact with property owners when responding to reports of sewer 
backup. Training topic outline and document templates are available for review. 
A written sewer inspection and maintenance procedure is in place and adherence to the procedure is 
documented.  The protocols include identification and attention to “high frequency or impact areas” of the 
system. 

 
Police Risk Management 

Police risk management is an integral part of the overall City’s risk management exposure and should be 
subject to the risk assessment and evaluation review process as conducted by representatives from all City 
departments. 

Measures 
Member written General Orders (GO’s) or guidelines reflect dates indicating reviews and updates.  Key 
policies are reviewed annually. 
Each Member uses a legal liability service or other qualified consultant for updated policy and procedure 
notification and advice. 
Member departments have adopted a “force options” approach to policing.  Training records reflect this 
philosophy.  
Code 3 driving standards are in place which reflect current legal liability and professional standards that 
minimize risk to others sharing roads with emergency vehicles. 
Member departments comply with all POST-mandated training requirements, including perishable skills, and 
training to General Orders is documented.    
Digital audio-visual technology in patrol vehicles, and digital audio recorders on person, are used to provide 
defense against alleged police misconduct claims. 

 
Fire Risk Management 

Fire risk management is an integral part of the overall City’s risk management exposure and should be 
subject to the risk assessment and evaluation review process as conducted by representatives from all City 
departments. 

Measures 
The department has a written policy clearly defining if and how emergency response (Code 3) driving is 
permitted and executed. 
The department has equipment, procedures, and training in place to address equipment/gear that may not 
be enclosed or secure and may fall from the apparatus. 
Dispatch has either been transferred to another agency or detailed training, data and communication 
management, and technology are used to prevent dispatch error. 

 
Facilities Maintenance and Hazard Identification 

City owned and/or operated facilities, including those for which joint use agreements are in place, present 
risk exposures to users and neighboring facilities.  A process for scheduled, documented inspection of 
Member buildings and other facilities should be in place. 

Measures 
Checklists or other tools used to document inspections are available for review. 
Action items are prioritized and are assigned for correction with a due date for completion.  Completion date 
is recorded. 
All new or newly acquired facilities have a documented risk assessment review for structural and operational 
risk. 
Buildings that have not been determined to be adequately protected against natural disaster or fire are not 
used for public gatherings and classes nor leased to others. 



   

 
Operational Best Practices 

 
 

Playground Safety  
Member playgrounds must be designed, inspected, and maintained in compliance with the State of 
California requirements, which are described in The Handbook for Public Playground Safety and ASTM 
F187-95. 

Measures 
A current playground equipment inventory exists for each playground.  
An annual playground audit is available for review and reflects equipment as stated in the inventory.  The 
audit is conducted either by a Certified Playground Safety Inspector (CPSI) or personnel trained by a CPSI. 
Documented monthly inspections and repair records are available for review.  Inspections are conducted 
and signed off by a CPSI or staff who was trained and overseen by a CPSI. 
Depending on frequency and intensity of use, weekly and/or daily inspection checklists are available for 
audit. 
For playgrounds that do not comply with accessibility requirements under the Americans with Disabilities Act 
(ADA), an action plan with time tables to bring the site into compliance is available for review. 

 
Contractor Selection and Control 

 
Additional selection and evaluation criteria are used along with “low bidder” to ensure safe, cost effective, 
completion of member projects for large projects. 

Measures 
Member has contractor selection criteria that includes reference and site checks, interviews, insurance loss 
history, Cal/OSHA citation history, and license verification for general and all subcontractors. 
The contractor has a safety program (IIPP) in place. 
The contractor has site protection, traffic control, inspection, and debris removal plan in place. 
Contracts are reviewed for safety plans, staffing, oversight, and accountability. 
Member has documented planning, oversight, and quality control meetings with contractor. 

 
Road Maintenance  

Member has a systematic process in place for inspection, maintenance, repair, and emergency response for 
roadways. 

Measures 
The City Council and/or City Engineer signs off on all road site protection plans to preserve governmental 
immunity.  
Member has on staff or access to a CalTrans trained work zone safety specialist to oversee and approve all 
work zones. 
To enhance the Member’s ability to defend claims, protection of work sites should be documented in 
photographs to illustrate protection provided to ensure drivers/pedestrians/cyclists do not come in contact 
with hazardous conditions. 
Contract language is signed by contractors accepting responsibility for the clean up and debris removal from 
work sites to reduce the potential for damage to vehicles or cyclist. 
Member has adopted a minimum Pavement Maintenance Index to serve as the standard to which road 
surfacing is to be maintained.  Example:  PMI=70 

 
Contractual Risk Transfer 

All contracts in which the member is involved are part of the risk management review process.  Contracts 
should have appropriate hold harmless provisions and insurance requirements.   

Measures 
A contract review process is in place to provide for consistent contract administration and oversight.  
Contracts contain appropriate hold harmless clauses and insurance requirements.   
All contracts are reviewed and approved by legal counsel to ensure that the City is adequately protected and 
risk is transferred or shared as intended.  

Contract administrator obtains required insurance documentation prior to work commencing.   
 
 



   

Operational Best Practices 
 

 
 

Claim Reporting and Follow Up 
Successful claim resolution is ensured by good communications among claimant, Member, and adjuster with 
immediate reporting of claims. 

Measures 
Member has assigned a claims liaison to facilitate flow of information to and from the Member needed to 
evaluate and resolve claims. 
Designees from each Member City are identified and trained to provide claimants with information and 
address their needs without inappropriately increasing the liability of the City. 
All claims are reported promptly to ABAG PLAN for payment or rejection as appropriate.  Property damage 
claims not exceeding 10% of the Member’s deductible may be paid directly by the City, and those claims are 
also reported to ABAG PLAN, to maintain an accurate record of claim frequency and severity and to provide 
trending information.       

 
ADA Compliance and Transition Plans 

The Congressional passage of the Americans with Disabilities Act (ADA), which became effective in 1992, 
dictates equal access to public buildings and facilities, along with hiring and other EEOC-enforced 
provisions. 

Measures 
Members have an ADA transition plan in place.  
Documentation verifies action taken on transition plan items. 
Five-year budget and development plans reflect budgeting for ADA compliance projects. 
Alternative procedures are in place to provide access for disabled persons to buildings and facilities until full 
structural access is achieved. 

Aquatics Programs 
The program measures below are not a comprehensive list of all the important practices, which should be in 
place to help ensure a well-managed and safe aquatics operation. However these measures are good 
measures to use in the self-evaluation process. They will assist in ensuring that a City-managed aquatics 
operation includes the most highly recommended management controls. 
 
All staff responsible for facility operations and swimmer/participant safety are certified by a recognized 
agency and have received site-specific training with clear assignment of responsibilities. This includes 
validated, current certifications; required training in pool and/or concession operations; equipment; safety; 
security; and emergency response, including use of oxygen delivery and use of automated external 
defibrillators if available. 
 
At least one facility staffer is certified as a Lifeguard Manager, or has attended educational sessions on 
Lifeguard Management and has experience in supervision. 
 
Facility has all recommended rescue equipment, communication devices, posted warnings, information, and 
instruction signage present and in operable condition. 
 
Equipment such as diving boards, slides, blobs, and other play equipment are correctly installed for water 
depth, weight, and use requirements as recommended by the YMCA or other recognized standards. 
Documented inspections of this equipment are performed daily. 
 
Lifeguard rotations are no longer than 20-30 minutes with change of body position every 5-10 minutes. 
Dedicated supervision is provided for special equipment such as slides. 

Starting Platforms are only in place for competitions, and are only used under close supervision by 
participants that have been properly educated in their use. 
 
No diving is marked clearly on the pool deck in all areas that have less than 5 feet of water depth. Diving 
instruction should not take place in less than 9 feet of water. 
 
A Lifeguard on duty supervises all programs and rentals. 
 
Daily pool maintenance and water quality logs are on site and kept up to date. 
 



   

 
 

Special Events & Facility Rentals 
The program measures below are not a comprehensive list of all the important practices which should be in 
place to help ensure an incident-free, well-managed and successful special event. However these measures 
are good measures to use in the self evaluation process. They will help ensure the planning and execution of 
a City-sponsored event or facility rental includes the most highly-recommended management controls. 
 
Contractual Risk Transfer and Contractor Selection and Management Best Practices are followed when 
issuing permits for an event, renting out a facility, or in hiring or screening contractors for the event.   
 
If the permittee, renter, or contractor does not have insurance coverage as referenced in the Contractual 
Risk Transfer best practices, Special Events Insurance, including liquor liability coverage for anyone serving 
alcohol, is obtained by the sponsor and/or required by all participating organizations 
 
Any organization serving alcohol must be properly licensed, have properly trained servers, and control 
quantities.  Security is provided for any event with alcohol.     

 
For outdoor events, a pre-event safety audit and inspection of site, permanent and temporary structures, 
lighting, communications, accessibility, emergency plans, traffic and crowd control are conducted and 
documented. 

 
Unless provided by an independent contractor, shuttle and parking services are provided by employees who 
meet the recommended Driver Selection and Training Best Practices, in vehicles which meet applicable 
safety standards. 
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