
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

SANDAG 
JOBS COORDINATOR MANUAL 

JANUARY, 2023 



Table of Contents 
I. What is a Jobs Coordinator? ................................................................................................................. 3 

Definition .................................................................................................................................................. 3 

CBA GOALS ................................................................................................................................................ 3 

The Duties of the Jobs Coordinator .......................................................................................................... 4 

II. Register in Bidnet .................................................................................................................................. 6 

III. Set up an LCPtracker Account ........................................................................................................... 7 

IV. Dispatch of Workers and Monitoring Workers ................................................................................. 8 

Workforce Dispatch Request Forms ......................................................................................................... 8 

Targeted Worker Surveys ......................................................................................................................... 8 

V. LCPtracker Input .................................................................................................................................. 12 

Steps to Edit Employee for Targeted Workers........................................................................................ 12 

Steps to Upload eDocuments ................................................................................................................. 15 

VI. Contact Information ........................................................................................................................ 19 

 

 

 

 

 

 

 

 

 

 

 

 



I. What is a Jobs Coordinator? 
 

Definition 
 

The CBA defines the as “Jobs Coordinator” an independent third-party individual, entity or 
employee with whom the Prime Contractor enters into a contract or employs to assist the 
Contractor with achieving and exceeding the Disadvantaged Worker and Targeted Worker goals set 
forth in Section 4.5 of this CBA. In addition, the Jobs Coordinator shall assist the Contractor to fulfill 
its Workforce Opportunities for Rising Careers program and Helmets to Hardhats obligations 
described herein. 

 

CBA GOALS 
 

As defined by the CBA: 

“Disadvantaged Area” means a zip code that contains a census tract for which the average household 
income is no more than 80 percent of the average household income for the Metropolitan Statistical 
Area (as designated by the U.S. Office of Management and Budget) in which that census tract is located. 
Qualifying zip codes are available on the SANDAG website, as indicated on the Workforce Dispatch 
Request Form. 

“Disadvantaged Worker” means an individual domiciled in a Disadvantaged Area, or a Veteran residing 
anywhere. “Domiciled” has the meaning set forth in section 349(b) of the California Election Code, 
indicating a fixed address with intent of continued residency. For Covered Projects that are not 
federally-funded, and for federally-funded projects for which local hiring requirements have been pre-
approved by federal funding sources, this definition is modified by a Local Employment Project Radius, 
as described in Section 4.5(b). 

“Targeted Worker” means any individual qualifying for one or more of the following categories, at initial 
time of employment on the Covered Project in question:  

(a) is a Veteran;  

(b) is an Apprentice with less than fifteen percent of the work hours required for completion of 
the Apprenticeship Program;  

(c) has no high school diploma or general education diploma (GED);  

(d) is homeless or has been homeless within the last year;  

(e) is a former foster youth;  

(f) is a custodial single parent;  



(g) is experiencing protracted unemployment (defined as receiving unemployment benefits for 
at least three months);  

(h) is a current recipient of government cash or food assistance benefits;  

(i) has a documented income at or below 100 percent of the Federal Poverty Level;  

(j) is formerly incarcerated; or  

(k) is a graduate of an apprenticeship readiness program approved to use the multi-craft core 
curriculum (MC3). 

4.5 (a) “In recognition of SANDAG's mission to maximize employment opportunities for Disadvantaged 
Workers and Targeted Workers, Unions and Contractors agree that Disadvantaged Workers (including 
those in a Local Employment Project Radius, if applicable), as well as Targeted Workers to the extent 
such status is known, shall be first referred for Covered Projects. The list of qualifying zip codes for 
Disadvantaged Workers will be posted on the SANDAG website, as indicated in the Workforce Dispatch 
Request Form.” 

4.5 (b) “The Contractors and Unions agree to work together to achieve a goal of at least thirty (30) 
percent of the total construction craft hours worked on each Covered Project being performed by 
Disadvantaged Workers. If the Covered Project does not receive federal funding, or if local hiring 
requirements are pre-approved by federal funding sources, then the definition of “Disadvantaged 
Workers” may include a Local Employment Project Radius, which shall consist of a modified definition of 
Disadvantaged Workers to focus employment and training opportunities on the community impacted by 
the project. In such cases SANDAG will specify in the Prime Contract whether a Local Employment 
Project Radius applies, and the details of such modified definition.” 

4.5 (C) “The Contractors and Unions agree to work together to achieve a goal of at least ten (10) 
percent of the total construction craft hours worked on each Covered Project being performed by 
Targeted Workers. Hours worked by Targeted Workers who are also Disadvantaged Workers may be 
applied to the Disadvantaged Worker participation goal.” 

 

The Duties of the Jobs Coordinator 

As defined by the WORC Program Hiring Requirements, duties include, but are not limited to: 

A. The Jobs Coordinator shall develop, create, design and market specific programs to attract 
Disadvantaged and Targeted Workers for construction opportunities (e.g., handouts and fliers 
for “walk-ins” demonstrating program entrance procedures).  

B. The Jobs Coordinator shall coordinate services for Contractors to use in the recruitment of 
Disadvantaged and Targeted Workers.  

C. The Jobs Coordinator shall conduct orientations, job fairs and community outreach meetings 
in the local community.  



D. The Jobs Coordinator shall screen and certify the eligibility of the Disadvantaged and Targeted 
Workers.  

E. The Jobs Coordinator shall establish a referral and retention tracking mechanism for placed 
Disadvantaged and Targeted Workers and apprentices.  

F. The Jobs Coordinator shall perform job site visits at least weekly to perform Targeted Worker 
verification and assist with implementation of the WORC Requirements.  

G. The Jobs Coordinator shall network with the various work source centers, community and 
faith-based organizations and other non-profit entities that provide Disadvantaged and Targeted 
Workers.  

H. The Jobs Coordinator shall coordinate with the various building trades crafts for referral and 
placement of Disadvantaged and Targeted Workers.  

I. The Jobs Coordinator shall maintain a database of pre-qualified Disadvantaged and Targeted 
Workers for referral.  

J. The Jobs Coordinator shall be the point of contact to provide information about available job 
opportunities on projects.  

K. The Jobs Coordinator shall assist Contractors with their documentation efforts and other 
reports as it relates to their Disadvantaged and Targeted Worker hiring requirements.  

L. The Jobs Coordinator shall work closely with SANDAG staff, the building and construction 
trades, Contractors, and Employees, in achieving the Disadvantaged and Targeted Worker hiring 
goals.  

M. The Jobs Coordinator shall input relevant data into the SANDAG compliance monitoring 
system (i.e., LCPtracker). 

N. The Jobs Coordinator shall assist with any other related tasks associated with the Jobs 
Coordinator program. 

 

The upcoming sections of this manual will outline and describe the various specific tasks that the Jobs 
Coordinator will complete in order to be successful.  

 

 

 

 
 



II. Register in Bidnet 
 

Bidnet is SANDAG’s Vendor database to receive emails of upcoming projects and bid opportunities. Any 
contractor interested in bidding on SANDAG projects uses their Bidnet account to learn about upcoming 
contract opportunities.  

To register, click on the following link: Bidnetdirect.com/sandag.  

On the home page you will see the Registration link. 

 

  

 

Be sure to attend all of the Pre-Bid Meetings for upcoming CBA-covered projects to stay on top of which 
contractors are bidding, when the contract will be awarded, and which Primes will potentially 
be hiring for a Jobs Coordinator.  

Reach out to Primes and make yourself known! 

 

 

 

 

 

 

 

https://www.bidnetdirect.com/sandag


 

III. Set up an LCPtracker Account 
 

Once a Jobs Coordinator is hired by a Prime Contractor on a SANDAG project, you will need to register in 
LCPtracker to access the project and input information. 

In order for SANDAG to register you in LCPtracker, please provide the following information to 
SANDAGCBA@sandag.org: 

- Full Name of contact who will be inputting data into LCPtracker 
- Email Address of contact 

You will receive an email with your username (your email address) and a temporary password.  

To access the system, please go to LCPtracker.net, enter your username and temporary password. You 
will be prompted to create a new password. 

 

The Login Page will look like this: 

 

  

 

 

 

mailto:SANDAGCBA@sandag.org
https://prod-cdn.lcptracker.net/login/login


 

IV. Dispatch of Workers and Monitoring Workers 
 

Workforce Dispatch Request Forms 
 

Contractors will be submitting Workforce Dispatch Request Forms to all applicable Unions. Contractors 
can request Disadvantaged and Targeted Workers based on their goal needs. A copy will be sent to the 
Jobs Coordinator, which will allow the Jobs Coordinator to know which goals the Contractor is still 
attempting to meet. 

Contractors who are already signatory to a union should still complete the Workforce Dispatch Request 
Form if they need to request additional workers. 

The Unions will complete the forms, to the best of their knowledge, with the information of the workers 
that will be dispatched.  

Click the link below to download the Workforce Dispatch Request Form from the CBA website.   

SANDAG Workforce Dispatch Request Form Template 

 

Targeted Worker Surveys 
 

The Jobs Coordinator must verify that dispatched workers do in fact meet the Disadvantaged and 
Targeted Worker requirements. Disadvantaged Workers can be verified based on their Zip Code. 

To verify Targeted Worker status, Jobs Coordinators will go to the Worksites to distribute Targeted 
Worker Surveys to the workers and will collect verification documents to be uploaded to LCPtracker.  

 

Click the link below to download the Targeted Worker Survey from the CBA website.   

SANDAG Targeted Worker Survey Template  

 

 

 

See examples of the Workforce Dispatch Request Form and the Targeted Worker Survey on the 
following pages. 

https://www.sandag.org/-/media/SANDAG/Documents/PDF/about/work-with-us/community-benefits-agreement/SANDAG-workforce-dispatch-request-form.pdf
https://www.sandag.org/-/media/SANDAG/Documents/PDF/about/work-with-us/community-benefits-agreement/SANDAG-targeted-worker-survey-template.pdf
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V. LCPtracker Input   
 

Contractors create employee profiles in LCPtracker for each worker. Disadvantaged Workers will be 
automatically identified in the system based on their zip codes.  

The Jobs Coordinator will be responsible for inputting the information for any employee who qualifies as 
a Targeted Worker. To do this, they will need to edit the employee’s existing profile.   
           

Steps to Edit Employee for Targeted Workers     
   
1. From the home screen, go to the "Admin" tab  

  

 

2. Select "Edit Employees" 

       

 

 

 

        

      



3. Click on "Filter Employee Selection" and use the fields to limit your search. Once filters are selected, 
Click Load Employees.  

     

 

4. Select the Employee from the drop-down menu  

    

5. Click on "Demographic Classifications"  

   

6. Under Demographic Type, Select "Targeted Worker" 



*Note: "Veteran Status" is also an option under Demographic Type. Be sure to select Targeted Worker, 
even if they are a Veteran. 

  

 

7. Under Demographic Classification, select the qualifying status that the person identified with on their 
Targeted Worker Survey. 

  

8. If the worker listed more than one Targeted Status, you may complete Steps 6 and 7 multiple times. 



  

 

9. SAVE YOUR CHANGES 

  

 

 

 

 

Steps to Upload eDocuments 
 



The eDocument section is an electronic filing cabinet. This is where the Jobs Coordinator will upload 
Targeted Worker Surveys and all relevant Verification Documents. 
*The Targeted Worker Survey template can also be found by selecting "Download Document 
Templates". 
 
1. From the home screen, go to the "eDocuments" tab. 
 

  
 

2. Select "Upload Documents" 
 

         
 
 
3. Fill in the required information and select "Targeted Worker Survey" under Document Type. 
 



       
 
4. "Document Date" can be the date it was uploaded. Select the employee. 
 

  
The final task in LCPtracker regarding the Targeted Worker Survey is to upload any Targeted Worker 
Status Verification Documents received from workers. 



 
Follow steps 1-3, but instead of choosing "Targeted Worker Survey" as the Document Type, choose 
"Targeted Worker Verification Documents“. 
 
In the Description Field give a brief few word description of what the document is: i.e. Andrew Allen 
Targeted Verification. 
 

     
 
 
 
 
 
 
 
 
 
 
 
 

 



VI. Contact Information 
 
For any Questions, please contact us at: 
 
SANDAGCBA@Sandag.org 
 
Or by Phone at: 
 
Madison Kausen, Project Labor Coordinator 
(707)-498-3547 
 
Or 
 
Erik Staples, Senior Compliance Analyst 
(619) 595-5347 

 
 
 
 
 
 
 
 
                           
 

mailto:SANDAGCBA@Sandag.org
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