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PART I: GENERAL INFORMATION 

BREVARD WORKFORCE DEVELOPMENT BOARD, INC. (BWDB) is issuing this Request for Proposal (RFP) to solicit organizations with the expertise and capacity to manage the Brevard Job Link (BJL) system and deliver various workforce development services to our job seeker and employer customers in Brevard County.  A BWDB Job Link System Organizational Chart is provided as Attachment A.  The objective of this procurement is to select organizations to effectively and efficiently manage and deliver the services solicited in this RFP.  

A.  Services Solicited Under this RFP 

     This BWDB Request for Proposal is designed into 5 service delivery modules:

Module 1: General Contractor - Provider of BJL management for all of Brevard’s Job Link System and Core Services. It is the function of this General Contractor to provide one region-wide integrated system to job seeker and business customers of Brevard County. One contract will be awarded. Subcontracts are not permitted. 

NOTE: Bidders may propose for one or all of the modules; however, the award of Module 1 is mutually exclusive.  That is, no more than one Bidder will be selected as General Contractor to contractually manage the BJL and oversee delivery of all activities and services described in this RFP. It is the design intent of this RFP that the General Contractor will not provide direct customer services beyond Core Services. Successful Bidders for Modules 2 – 5 may be awarded a contract for more than one of these modules.

Module 2: Targeted Services Contractor - Provider of intensive and training services, and case management for targeted customers. It is the function of the Targeted Services Contractor to provide and coordinate integrated services for all job seeker customers who are in need of assisted services. One contract will be awarded. Subcontracts are not permitted.

Module 3: Youth Services Contractor - Provider of BWDB Youth Services. It is the function of the Youth Services Contractor to provide integrated services for in-school and out-of-school youth who are in need of workforce assistance. The Youth Services Contractor is designed to be the one-stop contact for Youth Services in the BJL. One contract will be awarded. Subcontracts are not permitted.

Module 4: Business Services Contractor - Provider of employer services for businesses in Brevard. It is the function of the Business Services Contractor to provide integrated services for business customers who are in need of services. The provision of business services will be based on Core, Intensive and Training services. One contract will be awarded. Subcontractors are not permitted.

Module 5: Grassroots Mentoring Contractor - Provider of specialized support services to individuals with multiple barriers to employment that live in targeted census tracks that represent the most impoverished neighborhoods within Brevard County.  It is the intention of the BWDB to contract with one provider within each of the three geographic regions in North, Central and South Brevard; however, Bidders are not precluded from applying for more than one geographic region. Up to three contracts will be awarded. Subcontracts are not permitted. 

B.  Coordination Responsibility of Contractors

Each Bidder is advised that BWDB will hold the General Contractor responsible and accountable for effectively and efficiently managing and delivering the services and activities described in this RFP, while providing excellent customer service and achieving the contracted performance outcomes.  BWDB expects all other contractors to coordinate functions with the General Contractor as described in this RFP to ensure a collaborative, seamless work environment where high quality customer service is achieved.

C.  Funding Period/Period of Performance

The funding period for contracts awarded under this RFP will be from July 1, 2002 through June 30, 2003, provided performance remains acceptable during that period.  Any contract awarded as a result of this RFP shall provide that BWDB shall have the option, in its sole and absolute discretion, to renew the contract for four additional terms of one year each.  

D.  Governing Authority

Acceptable proposals will meet the specifications contained in this RFP, the requirements of the federal Workforce Investment Act (WIA), Florida’s Workforce Innovation Act of 2000, BWDB 2002 Corporate Plan, BWDB Cost Allocation Plan, and all applicable policies and regulations. It is incumbent upon Bidders to familiarize themselves with these documents during proposal development.  Reference copies are available for review at the BWDB Administrative Office, 597 Haverty Court, Suite 40, Rockledge, FL 32955. Additionally, these documents may be found on the internet, web addresses noted in Attachment B.

E.  Funding Available

The BWDB will make sufficient funding available from various sources (WIA Title I, Welfare-to-Work (WtW) formula grant, Temporary Assistance for Needy Families (TANF) as authorized under WIA 2000, competitive grants, etc.) to deliver the services requested in this RFP.  Bidders are responsible for proposing a reasonable total cost for delivering the services described in this RFP.  BWDB does not anticipate the necessity of committing funding in excess of $2,480,000 per year.  This amount is provided as a planning figure only, and does not commit BWDB to award a contract for this amount.  Funding during the contract period may be adjusted at the sole and absolute discretion of BWDB.  The historical distribution of BWDB formula funding by program year is noted in Attachment C. 

This funding level does not include other funding resources managed by BWDB (e.g., Wagner Peyser, Veterans services, etc.); however, staff from these other funding sources will be made available on a full-time basis and will be placed under the functional supervision of the General Contractor. Staff resources such as those authorized under the Wagner Peyser Act, Florida’s Unemployment Compensation Law, Title 38 of Contractor States Code - Services for Veterans, the Food Stamp Act of 1977, are funded through system Partners and will assist in delivering BJL services and activities authorized under Title V of the Older Americans Act of 1965, adult education and literacy activities authorized under Title II, employment and training activities carried out under the Community Services Block Grant Act, staff of Child Care Association of Brevard, and the Trade Act of 1974. The staff resources are noted in Attachment D.
F. Management and Financial Requirements
1. Capabilities.  Bidders must be able to demonstrate the management and financial capability needed to effectively and efficiently deliver the program proposed. Management capability includes the ability to manage the BJL effectively and efficiently, conduct self-monitoring for contract compliance, implement a continuous improvement model, achieve the contract objectives, provide quality service delivery, keep appropriate records in an  auditable manner, and meet/exceed performance standards. 


Financial capability includes the ability to maintain fiscal controls, accounting procedures and financial reporting in accordance with generally accepted accounting principles and requirements established by BWDB, demonstrate sound financial practices, and show evidence of continued financial stability.  The Bidder is advised that separate accounting records must be kept for the contract to ensure accurate and appropriate reporting of contract expenditures, and costs must be tracked in sufficient detail to determine compliance with contract requirements and ensure funds have not been unlawfully spent.  All accounting records must be made available for review upon request for examination, audit, or for the making of excerpts or copies of such records for the purpose of determining compliance with all applicable rules and regulations, and the provisions of the contracts.

2.
Profit/Program Income.  Profit may be earned by commercial (for profit) organizations, depending on the risk involved and provided that profit is reasonable and not excessive.  Determination of reasonable profit is at the sole and absolute discretion of BWDB.

Any revenues above costs generated by any not-for-profit organization through use of these funds, including interest income or other program generated income, must be reported and then returned to the BWDB to be utilized to support the BJL. Any return of revenues to the Bidder for use to extend the contract or provide additional services will be at the sole and absolute discretion of BWDB.

3. Direct Program Costs.  Bidders are advised that BWDB requires, and will negotiate, a contract to ensure that the budget consists of direct program costs.  Direct program costs are defined by BWDB to include, but are not limited to: 

(
The cost of salaries and fringe benefits for staff involved in the direct delivery of services to customers (e.g., employer services staff, case managers, job placement specialists, training instructors, outreach and recruitment staff, resource room assistants, front desk receptionists/greeters, orientation specialists, etc.) and their direct supervisors, BJL managers, staff trainers, quality control and continuous improvement staff, and local BJL staff who provide program oversight and direction to the BJLs.

(
Associated office supplies, travel, pagers, training costs, etc., for the staff identified above.

4. Staffing.  Due to the nature of the services solicited by this RFP, the BWDB will only reimburse personnel costs for time actually worked, and reasonable vacation, sick leave, and holidays as provided for in the Bidder’s personnel policies and earned during the contract term.  No other paid leaves of absence will be reimbursed by the BWDB nor should they be part of the negotiated Contractor price.

Hiring and retention of senior staff assigned to the contract is done with final approval by the BWDB Executive Director.

The Contractor shall ensure that all staff hired as a result of this contract understand and conduct business on a day-to-day basis in accordance with their standard operating procedures.  Key staff will maintain the proposed percentage of time allocated to the contract, at a minimum, for the duration of the contract.

The experience, abilities, and motivation of the staff play a critical role in the ultimate success of the service delivery.  The Contractor shall:  1.) Ensure that staff is trained as necessary to effectively carry out all activities contracted for; 2.) Develop an ongoing training program that focuses on ensuring that staff acquire the basic competencies of their positions; 3.) Keep staff abreast of all new information and processes in a timely manner; and 4.) Use both in-house expertise, as well as other resources, to ensure that training is comprehensive and provides information which will enhance its ability to carry out this contract’s responsibilities effectively and efficiently.  

The Contractor must hire qualified programmatic and technical staff with the expertise to meet the goals, objectives and requirements of this RFP.  It is expected that the Contractor, to the extent practical, will hire from the existing staff of the BJL, with emphasis on hiring individuals who have achieved Florida Certified Workforce Professional (FCWP) certification from Learning Link or Career Development Facilitator (CDF) certification. It is expected that all staff who will be picked up from the existing Contractor, and who have direct customer contact, will achieve professional certification within 6 months of the contract being awarded. BWDB will honor existing CDF certification; however, Learning Link certification is preferred for all staff beginning the certification process. New hires to the contract that have direct customer contact will achieve professional certification within 12 months of hire date.

5. Purchasing.  Bidders awarded a contract under this RFP shall be required to follow the BWDB purchasing procedures or obtain approval to follow their own written procedures. If the Bidder intends to procure equipment, materials, etc. from itself or an affiliated organization, it must be identified as such in the budget narrative and any profit generated from that transaction(s) must be identified in the proposal. 

Any property/equipment required for the execution of this contract, which is non-consumable and non-expendable in nature and which has a unit price of $500 or more, will be purchased by the BWDB, placed upon the BWDB’s inventory, and will be considered BWDB property.  All computers and peripheral equipment will be provided by the BWDB.

Any equipment/property, which does not exceed a unit price of $499.99, may be purchased by the contractor and will be considered the Contractor’s property.  A list of these items must be kept by the contractor for BWDB review and submitted to the BWDB upon expiration or termination of the agreement.  Items to be purchased, if other than normal office/participant supplies, must be included in the budget narrative of the proposal.

6. Facilities. BWDB currently holds the leases to its full-service Job Links and Community Commons locations (as detailed in Attachment E).  These facilities, including an additional office suite designated for program operations management, will be utilized by BWDB Contractors for the delivery of proposed services.  The BWDB will provide facilities maintenance for each of these locations.  Any decisions to open or close, full service, satellite or Mini-Job Link facilities are at the sole and absolute discretion of the BWDB.

7. Information Systems. The BWDB’s Information Systems department (as detailed in Attachment F) provides a systems and network infrastructure that is supportive of the reporting requirements defined by the State of Florida. In addition, communication and collaboration tools such as e-mail, calendaring, and some web services, are provided to all members of the BJL team. However, all potential Bidders and respondents should be clear in their understanding of the limits of the systems provided. 

The BWDB does not provide systems or services to contract staff for the purpose of:

· Asset management.

· Time and attendance tracking.

· Staff scheduling.

· Payroll processing.

· Miscellaneous financial accounting and general ledger activities.

· Internal purchasing of items such as office supplies and equipment.

It should be understood that should any system(s), considered for use in support of the above mentioned activities, or others, would require connection to the BWDB network and equipment and advance approval by the BWDB and its Information Systems team. At no time will systems or software be introduced into the BWDB network without express written consent by the BWDB.
8. Location.  Contractors for Modules 1, 2 and 4 shall deliver the region-wide services described in this RFP at the locations determined by BWDB.  The current BJL locations are described in Attachment E.  Bidders for Modules 1,2, 3 and 4 must propose delivery strategies that encompass the entire region.

9. Job Vacancies.  Any Bidder contracted with in response to this RFP will be expected to list all of their organization's job vacancies with the BJL.

10. Special Projects. All contractors shall provide BJL services for those special projects funded by the BWDB or Workforce Florida, Inc.  Contractors shall also provide technical assistance and staff training to these special projects as requested by the BWDB or General Contractor.

G. Type of Contract

Proposed costs will be analyzed and a contract will be negotiated on a cost reimbursement with a demonstrated performance basis.  There will be no contract negotiated with a straight 100% cost reimbursement payment structure.  Payment under a cost reimbursement with a demonstrated performance contract will have a significant portion of the funds (a minimum of 33%) withheld until achievement of measurable performance standards has been documented.  

These performance standards are defined in Attachment G and are intended to be accomplished for all customers served by the identified module Contractors during the initial program year.  Performance outcome measures are negotiated in subsequent years.  The Bidder should understand that the performance standards are used by the BWDB to measure the success of this contract and assure the quality of the service delivery.  These goals may be different from the performance pay points negotiated as part of this contract.  

Note: additional performance standards may be required that are not yet included in this RFP as well as, additional performance standards that may need to be negotiated as a result of BWDB’s MOU with AWI.  As these standards and performance outcomes are further defined, BWDB reserves the right to modify the awarded contracts to include these standards, at its sole and absolute discretion.

The remaining funds in the contract will be used to reimburse allowable expenditures submitted on a monthly invoice with appropriate documentation.  A reasonable profit may be added to the proposal; however, the Bidder must also propose accelerated performance outcomes upon which the profit will be earned.  Payments for both the performance holdback and profit will be divided equally among these performance outcomes, and will be earned individually.

The “boilerplate” of required contract language that will be included with the statement of work for contracts executed under this RFP will be made available at the Bidders Conference.  Bidders are strongly encouraged to review this contract to ensure that this boilerplate language will not prohibit contract execution after the proposal is written, submitted and selected for funding.

Due to the nature of the funding sources, potential changes in legislation, policies, and performance achieved, Bidders are advised that any contract awarded under this RFP may be modified to incorporate such changes, system-wide adjustments in the BJL services or any activities provided.

H.  Customer Service Levels

The BWDB anticipates that the following minimum number of customers will be provided services during each year of the contract: 

	Program
	Approximate Number

	WIA Adults
	326

	Dislocated Worker
	200

	Youth In-School
	160

	Youth Out-of-School
	250

	Welfare Transition
	2,000

	Welfare-to-Work
	240

	Wagner Peyser
	11,000

	Employers
	2,600


This is a planning estimate only; actual service levels may be higher or lower depending on the local economy, impact of marketing, changes in legislation and/or funding, etc.  Duplicated traffic count for the BJL system was 159,000 in 2000-01.

I. 
Marketing and Public Relations

The General Contractor is responsible for writing, designing and/or developing, printing and disseminating all public relations communication and promotional material related to the Core Services and system-wide products they provide. Examples of these products include, but are not limited to: brochures, flyers, invitations, special events, newsletters, postcards, mailings and postage, imprinted logo giveaway items, and Job Fair and Trade Show participation. This includes providing approval for the Module 2 through Module 5 Contractor(s) promotional materials. The General Contractor will verify style, content, and accuracy of service delivery for all promotional materials. 

Upon approval by the General Contractor, the items will be submitted to the BWDB Communications Manager for review, editing and final approval. Institutional promotional products remain the responsibility of the BWDB's Communications Department. Examples of these products include, but are not limited to, advertising development, news releases, media inquiries, and special media campaigns. 

The General Contractor will provide a marketing plan and all Contractors will provide budgetary line items reflecting the design, development and printing costs for their promotional and marketing requirements to the BWDB prior to the start of each new program year. The General Contractor's marketing plan and budget will reflect the marketing and outreach goals established by the BWDB’s Board of Directors.

All marketing and public relations products developed and approved by the General Contractor must be created in accordance with the Brevard Job Link Style Guide. The purpose of the Style Guide is to provide guidelines and assistance in the use of the Brevard Job Link name, logo, slogan and established styles for written communications targeting external customers. The external customer is defined as the general public, elected officials, and other agency personnel.

Development and distribution of communications directed to internal customers will be left to the discretion and approval of the General Contractor, only. General Contractor, Module Contractor(s), and the BWDB staff members are the only internal customers.

J.
Questions

Any question(s) must be submitted in writing, by mail, e-mail or fax, to:

Lisa Rice, Director of Planning and Development

Brevard Workforce Development Board, Inc.

597 Haverty Court, Suite 40

Rockledge, FL 32955

321-504-2065 (FAX)

lrice@job-link.net

PART II: PROCUREMENT TIMETABLE AND INTENT TO BID INFORMATION

Date 
Procurement Action

2/18/02
Release RFP and publish required public notices.

2/22/02
Bidder’s questions to BWDB staff in writing to prepare for Bidders Conference.

3/5/02
Mandatory Bidders Conference and optional tour of Brevard Job Link.

3/11/02
Bidder’s Letter of Intent to Bid and attachments as noted in this section due to BWDB.

3/11-4/1/02
BWDB Board chairman appoints members to the rating team. 

3/11-4/1/02
BWDB conducts due diligence on declared Bidders.

3/14/02
Last date questions will be accepted.

3/29/02 Noon
PROPOSALS DUE TO BWDB NO LATER THAN NOON.
4/1/02
BWDB staff conduct rating team training and distribute proposals to 


be rated.

4/15/02 
Rating team meets to develop contract recommendations to the BWDB. 
NOTE: Raters will rely on the written proposals, which will be incorporated in the contract. Bidders are instructed to make their complete proposal in the written package, as oral presentations will not be permitted. However, Bidders should be available for questions from the rating team on this day.

4/19/02
Special occurrence, single issue BWDB Board meeting to make 



contract
awards.

4/22-5/17/02
Contract negotiations and execution.

5/20-6/30/02
Transition if/or as needed.

7/1/02
Start new program year.
All time shown is Eastern Standard Daylight-Savings Time (ESDT).  The BWDB reserves the right to adjust, at its sole and absolute discretion, any published deadline in this RFP upon notification to those who have submitted a Letter of Intent to Bid by the date and time specified.

All potential respondents are required to attend the Bidders Conference, since this will be the best opportunity for having technical and other concerns addressed.  A copy of the contract boilerplate and proposal review/rating sheet will be distributed at the Bidders Conference.  The Bidders Conference will be held at BWDB administrative offices (see address below).

Intent to Bid Information

The notification by a Bidder to BWDB of their intent to bid, includes 4 items as described below:

1. Letter of Intent to Bid must clearly identify the Bidder, the module number (s) and the activities/services that the Bidder is proposing to deliver. Further, the Letter of Intent to Bid must provide a reference list of all organizations for whom the Bidder provides workforce services, including a contact name, address, telephone and e-mail address.  This should include all contracts during the last 2 years, whether active today or not.

2. Administrative and Financial Capabilities Checklist (Attachment H) must be provided along with the Letter of Intent to Bid.  This form will be subject to verification by the BWDB.

3. Past Performance Table (for all Bidders, except those bidding for Module 5) includes, in table format, past performance with the Bidder’s experience and capabilities in achieving measurable performance outcomes by:

· Identifying goals set either through a contract, plan, or policy.

· Providing verifiable performance achievement data against those set goals (training completion rate, job placement rate, average wage at placement, 6-month job retention rate, cost per placement, participation rate, job seeker and employer satisfaction rate, etc.).

· Providing this information for each of the programs for each contract held in Florida, and in other states, during the last 24-months.

· Providing a contact person, telephone number and e-mail address for each such contract.

4.
Service Provider/Vendor Application (Attachment I)

The submission of a Letter of Intent to Bid does not commit a Bidder to submitting a proposal.

The Letter of Intent to Bid, Attachment H, the Past Performance Table, Attachment I, and the proposal must be received at the BWDB administration offices by the dates and times shown above.  No electronic or facsimile submission of proposals will be accepted.  The Bidder is solely responsible for assuring that anything sent to the BWDB arrives safely and on time.  The BWDB administration offices are located at:

597 Haverty Court, Suite 40

Rockledge, FL 32955

321-504-2060

PART III: BACKGROUND INFORMATION

Brevard Workforce Development Board, Inc. (BWDB)

BWDB is the designated administrative entity for the Brevard County, Florida region, and has been chartered by the Governor as the regional workforce development board.  As such, BWDB oversees the planning and implementation of a variety of workforce development programs in Brevard County.  

The BWDB is a private, not-for-profit corporation registered under Section 501(c)(3) of U.S. Internal Revenue Code.  The BWDB is governed by a board of directors comprised of 38 volunteers who represent private sector business, economic development, education, organized labor, community-based organizations, veterans, and State and local government organizations. 

The BWDB Board’s vision is “A highly competitive workforce for Brevard County.” Its mission is to “Facilitate and be a catalyst for workforce development services that are responsive to the employment needs of Brevard County.”

Legislation

It is expected that the Bidders to this RFP will be proficient in their understanding of the prevailing laws that regulate this industry. A brief summary of the programs is contained in Attachment J; however, Bidders are expected to rely on public law in the preparation and execution of program services solicited under this RFP.

PART IV: SCOPE OF WORK

To fully comply with the requirements of this RFP, the Bidder, if selected and contracted, must effectively and efficiently deliver various workforce development services to our job seeker and employer customers through the BJL system.  In order to accomplish this, successful Bidders must maintain and continue to improve this integrated, responsive system of service delivery that is already in place.  

Bidders for Modules 1 - 4 must deliver the proposed services throughout the entire Brevard County, Florida region.  Proposals for service delivery for less than the entire County will be considered non-responsive.  Bidders for Module 5 will prepare proposals for specifically identified census tracks, and are not expected to provide program delivery to the entire county.

Common guidelines applicable to all contractors are outlined in this section. 

Contractors of the Brevard Job Link will provide:

· Equitable access to individuals with limited English speaking, reading or writing ability. Additionally, the Contractor shall assess the need for additional English as Second Language (ESL) services required and will coordinate the provision of those services with other organizations in the community.

· Services in accordance with prevailing laws, regulation and local BWDB policies, and in compliance with procedures developed by the General Contractor as lead.  The BWDB will conduct service quality and evaluation of performance reviews as part of the Continuous Improvement Process of the BWDB.

· Assistance in the solicitation of and response to customer feedback as requested by the General Contractor.

· Assistance to the General Contractor in the dissemination and brokering of labor market information. This includes interpretation of labor market information into usable and understandable terms for job seekers and businesses.

· Completion of reports to the BWDB and the General Contractor as requested.

· A point of contact for dissemination of information. Each Contractor will identify staff that will be assigned to system-wide training and who will be expected to train or coordinate the training of new and existing staff of their respective organization.

A.  BWDB’s Operation Units for BJL 

To operate BJL services that meet the expectation of the BWDB, the BJL system contains both contractors and functional units, which will require staffing from various contractors, as noted in Attachment K.  Additional responsibilities specific to each module are noted in the module descriptions. The following are the primary functional units:

1. Quality Unit: 

Supervisory Responsibility – BWDB and General Contractor 

Staffed by – Assigned representative of all Contractors and BWDB staff

This Unit is designed to assist in the management of resources and to ensure that resources are being expended for quality and increased quantity of the services being delivered.  The Quality Unit will implement systems to ensure that obligated and expended funds are reported in a timely and quantitative manner to assist with the financial management of resources.  The Quality Unit provides technical assistance and quality assurance on all levels to the BJL. 

The responsibilities of this Unit include, but are not limited to:

a. Reviewing contractor invoices (except the General Contractor’s) prior to submitting to BWDB for accuracy, budgetary limitations, allowable costs,  and completeness of documentation and performance compliance.

b. Technical assistance for: the FLORIDA, OSST, ODDS and WIA case management computer systems; anticipated enhanced computer systems; and all IT related procedures and policies.

c. Dissemination of information, including all staff training, procedures and policies.

d. Maintaining documentation necessary to generate information for required federal, state and BWDB reports and provide financial and other information on daily operations as requested.

e. Analyzing existing reports, to determine if reports or report elements are necessary, and if the reports meet the needs of BWDB, Federal and State organizations or the Contractor’s own business requirements.  

f. Ensuring coordination with the BWDB and the General Contractor for further development of management reporting.

g. Developing systems (either electronic or manual), if necessary, to provide user-friendly ad hoc reporting capability and to ensure that such systems produce all information needed to manage the daily operations of the BJLs, including performance measures, unduplicated client and transaction counts, training enrollments by location and vendor, and recidivism rates across integrated enrollment programs.

Describing progress toward goals and activities by submitting reports to the General Contractor monthly. A quarterly evaluation report is due to the General Contractor and should include reports on progress of the participants, goals and objectives and how they are being met, problems encountered, corrective actions taken, coordination strategies, etc. 

i. Reviewing supportive services voucher requests for the purpose of determining appropriateness and tracking of obligations.

j. Responding to all monitoring reports and corrective action plans as requested.

k. System-wide service delivery – evaluation and improvement of the coordination of customer services between contractors.

l. Implementing mechanisms to detect and reduce fraud and errors in data collection, eligibility determinations and service delivery.  All Contractor staff shall be responsible for error and fraud detection and reduction. 

m. Maintaining a case file for every job seeker customer that has advanced to Intensive and Training services, according to laws, regulations, and policies. These files are the property of the BWDB and must be turned over to BWDB upon request or at the end of the contract.  All originals of the WIA forms (application, registration/status change, program outcome, etc.) must be submitted to BWDB for review within 5 business days of form completion (applicant signature date).

n. Ensuring that all customers’ files, both hard copy and electronic, are up to date and ensuring that no more than 3% of the files have out-of-date or incorrect information when monitored by the BWDB or its designee.  By signature, on each monthly invoice, Contractors certify the accuracy and timeliness of the information in the case files.
o. Continuous Improvement Process established by the General Contractor, implemented and maintained through the Quality Unit, to reliably identify when a problem occurs, administrative or programmatic, and when corrective action is necessary.  This Continuous Improvement Process shall include, but not be limited to, the following:

i. Automation - Contractors shall use automation whenever and wherever possible to deliver services.  Contractors will use all features of the FLORIDA, DLES, and BWDB InFact systems and ensure ongoing training in the use of these systems to provide integrated service delivery.  The Contractor will work with AWI, Department of Children & Families (DCF) and BWDB to ensure connectivity and staff training, and will assess the need for additional tracking and management that may require an ancillary system or new functionality.  The Contractor shall also explore other uses of technology to continue to improve service delivery.

ii. Use of Forms - Contractors will ensure the effective use of forms and documents, initially by using existing documents, then by initiating a review process to streamline the use of forms and reduce redundancy of data in form and document creation.  Forms should always be easy to understand and complete by our customers, professionally written and presented, and not overwhelming in terms of the frequency or number. Reproduction of forms should produce quality documents of a professional appearance. Language used in creating forms should emphasize the positive, with instructions focusing on what can, rather than what can’t, be done.

iii. Monitoring Activities - Contractor’s internal monitoring activities shall include case file review, data entry review, caseload contacts, and quality control monitoring to ensure continuous improvement.

iv. Tracking Effectiveness - Contractors will track MIS and other data input using data from monitors, State reported data and local system data, to track the effectiveness of service delivery and data input.  The General Contractor shall also conduct at least a monthly review and analysis of the data to identify trends, issues, etc.

v. Performance Evaluation - Contractors shall continuously evaluate performance and the overall success of the BJLs.  This shall include a comprehensive analysis of both financial and performance aspects of the Contractor’s operation.  The evaluation shall address such aspects as accountability, supervisory review, monitoring customer progress, customer/employer and general public feedback, cost accounting, monitoring contract compliance, reaching performance objectives, continuous improvement, and immediate corrective action.
vi. Chartering Criteria Review – Contractors will utilize the Chartering Criteria and Review Instrument as noted in Attachment L, to ensure a standardized tool is used to evaluate and promote key quality indicators within BJLs.  The review instrument will be utilized in the Continuous Improvement Process developed by the General Contractor.

2.  Scholarship Unit: 

Supervisory Responsibility – General Contractor

Staffed by – Assigned representative of General Contractor, Targeted Services, Youth Services, Business Services contractors

The Scholarship Unit is a financial aid resource available to the customers of the BJL. This Unit is responsible for processing all scholarships for BWDB sponsored funding, such as WIA, WTP and remaining WtW funds. 

Other responsibilities include:

a.
Justifying training based upon the student’s assessment results and career plan.

b. Brokering educational information. This includes performance, cost and requirements of programs offered through local educational entities.

c. Management of Individual Training Accounts (ITAs), including the submission of scholarship applications for ITAs on a timely basis to the General Contractor for training fund approval and closing accounts upon completion.

d. Brokering information on all available financial aid, including Pell Grants, private training funds and scholarships.

e. Providing accurate and timely information to the General Contractor to facilitate the maintenance of the BJL budget for training.

f. Providing information to the General Contractor to assist in implementing and maintaining a scholarship and training database as a resource tool for all BJL staff and customers.

3.  MODULE 1: GENERAL CONTRACTOR

Maximum Funding Available is $953,000

Supervisory Responsibility – General Contractor

Staffed by – General Contractor, AWI and other BJL Partner-assigned staff

The General Contractor is responsible for the oversight of the entire BJL system, including full service centers and access points. The General Contractor will ensure that the strategies they utilize will provide universal access to BJL services.

In designing this strategy, it is the intent of the BWDB that the General Contractor will:

a. Serve as primary liaison between the Board’s Flagship Product, BJL, and Board staff on all matters affecting the operation of the BJL.

b. Create and manage a collaborative work environment, within the BJL, where all Partners and Contractors will establish their collective and individual goals and objectives to meet performance measures and customers’ needs, including counseling, training and labor exchange information.  Brokering of information in this work environment, for both internal and external customers, will be vital to success.

c. Ensure that all Contractors meet performance measures (Attachment G).

d. Improve communication linkages among various Contractors and Partners to ensure effective and seamless delivery of services and resources to customers.

e. Functionally supervise staff within BJL centers, including staff from all organizations assigned to BJLs.

f. Be responsible for procedures and operational functions of BJL, including: operations manual with procedures; content maintenance of BJL web site; and cooperatively managing contract compliance, including monitoring deliverables and operational costs. 

g. Develop, coordinate and ensure completion of all BJL staff training plans, including cross-training staff on BJL resources in compliance with staff development performance measures and ensure input from staff to improve service delivery process.

h. Oversee and assist in the development of marketing strategies by all Contractors, ensuring appropriate efforts for recruiting targeted populations are undertaken and serve as liaison to BWDB staff to ensure compliance with BWDB style guidelines and policies.

i. Provide trained management staff as Site Managers in the BJLs.

j. Establish operational supports that include resource room staff for each BJL site to support internal and external customers, including computer assistance regarding access to key information and services, information on how to conduct a self-assessment, print resumes, and contact potential employers by phone, etc.

k. Provide trained placement staff in the BJLs who are familiar with the job order process and can effectively use these orders to place customers into jobs.

l. Develop an effective job match process, including the use of assessment information, to ensure that the most qualified candidates are referred to the employer, based on the employer’s stated requirements.

m. Assure that in order to make services broadly available to customers, the services of the BJL should be available beyond traditional hours of operation during times that will meet the needs of the majority of customers. At a minimum, BJL must be open from 8 a.m. – 5 p.m., Monday through Friday, with each center remaining open until 7 p.m. a minimum of one night per week.   In addition, the General Contractor must ensure that arrangements are made to keep service delivery available throughout the holiday seasons with limited closings for major holidays.

n. Maintain schedule of BJL conference, training and interview rooms. 

o. Ensure proper preparation and distribution of Contractors’ performance reports. 

p. Provide high quality front desk staffing responsible for fielding telephone calls, receiving and directing visitors, as appropriate.

q. Promote orientation services to all customers.

r. Coordinate Hardship Extension Review Panel.

s. Evaluate and improve access points to BJL system, to include increasing the use of the BJL system by people with disabilities and other targeted populations.

t. Broker education and training funding resources database. Evaluate duplication of existing resources and programs and refocus these into an improved cost effective, seamless service delivery system through resource sharing agreements and other tools.

u. Collaboratively participate with Business Services Contractor to provide Rapid Response Program(s) to employers, including ensuring: timeliness of response for on-site and other Rapid Response services; high quality communication of services available to employers and employees through BJLs; and anticipation of impact upon other contractors.

v. Establish a continuous improvement process that links all BWDB resources and Contractors, which results in recommending new strategies and evaluation tools to ensure cutting edge initiatives are standard with BJLs.  Evaluate BJL systems for continuous improvement of performance through improved feedback and analysis of internal and external customer surveys.

w. Provide oversight of the Scholarship Unit to: ensure that skills training is market driven with priority given to high wage/high demand occupations; approve requests for expenditures against training budget, including adjustments; oversee appropriate closing of ITAs; maintain accurate information regarding obligations and expenditures for the training budget; and broker education and training information to contractors.

x. Participate in Quality Unit to provide technical assistance and quality assurance on all levels, including: ensuring system-wide service delivery flow is fast, efficient and consistent for the customer; reviewing other contractors’ invoices to BWDB, prior to submission, for contract compliance; providing guidance and technical assistance with MIS procedures to other contractors; facilitating any new MIS system into BJLs; implementing systems to ensure that obligated and expended funds are reported accurately and in a timely manner; and overseeing Contractors in preparing and following through on any corrective action plans as required.

y. Manage and provide resources for unassisted Core Services.

z. Evaluate and respond to gaps in the market by creating fee-for-service projects with the approval of the BWDB.

aa. Provide Core Services, specifically Section 134(d)(2) and WIA Regulations 663.150-663.165, shall be made available to adults, out-of-school youth and dislocated workers in each BJL by the General Contractor.  The decision on which Core Services, to provide, and the timing of their delivery (mix and sequence), may be made on a case-by-case basis depending on the needs of the individual.  All Core Services paid exclusively through WIA funds shall be provided through self-service and information.  Core Services include:

i.   Registering and determining priority of service for WIA Title I, Subtitle B.

ii.  Conducting outreach, recruitment and orientation to inform community partners, employers and individual job seekers about the services available through the BJL.

iii.   Initially assessing the skill levels, aptitudes, abilities, and support service needs of the job seekers.

iv.   Providing job search and placement assistance and where appropriate, career counseling.

v.   Making available current labor market information (job vacancy listings, skills necessary to get those jobs, and information on demand jobs, including wages and skills required) in an easy-to-understand format.

vi.   Providing performance and program cost information on training vendors, including providers of youth programs, adult education, postsecondary vocational education, vocational rehabilitation programs, and vocational education activities for dropouts under Carl Perkins.

vii.   Making available information on supportive services and referral to such, as appropriate.

viii. Assisting in filing Unemployment Compensation claims.

4.  MODULE 2: TARGETED SERVICES CONTRACTOR

Maximum Funding Available is $652,000

Supervisory Responsibility – General Contractor

Staffed by – General Contractor, AWI and other BJL Partner-assigned staff

The BWDB envisions a service delivery strategy for the assisted Core, Intensive and Training services provided in the Targeted Services Contractor that is integrated and coordinated with all other contractors of BJL services and provides seamless, high quality services for all customers.

In designing this strategy, it is the intent of the BWDB that the Targeted Services Contractor will provide services to:

· Individuals seeking specialized services such as Veterans, Food Stamp Recipients, TANF diversion applicants, etc.

· Former WIA enrollees to whom follow-along services are to be provided.

· Individuals receiving TANF that are subject to the Welfare Transition work requirements who have been referred by DCF.

· Former TANF recipients who are eligible for transitional benefits.

· Former or current welfare transition clientele, including individuals served under the WAGES program, to whom follow-along services are to be provided.

· Non-custodial parents of the children of Welfare Transition program customers.

· All adult services for assisted Core, Intensive and Training services, including delivery coordination of assessments, career planning and financial assistance. 
Services intended by the BWDB’s strategy design include, but are not limited to:

A. Intensive Services. (Section 134 (d)(3)(C) and WIA Regulations 663.200) are intended to identify obstacles to employment in order to determine specific services needed. Per WIA Regulations 663.200 of the, this list of Intensive Services is not all inclusive and other services such as literacy training, out-of-area job search assistance, and relocation assistance may be provided based on needs of the individual job seeker.

Intensive services include the following:

1. Providing comprehensive and specialized assessments of the skill levels and needs of adults and dislocated workers.  This may include diagnostic testing and in-depth interviewing and evaluation.

2. Developing individual employment plans that include an employment goal, objectives, and mix and sequence of services.

3. Offering group counseling.

4. Counseling individuals and assisting each with career planning.

5. Managing the cases of individuals seeking Training services.

6. Providing short-term prevocational services, including, but not limited to, development of learning skills, communication skills, interviewing skills, and professional conduct to prepare individuals for a job or training.
7. Providing follow-up services, if needed, for 12 months to those registered in WIA and placed into unsubsidized employment.
B. Training Services. (Section 134(d)(4)(D) and WIA Regulations 663.300) are defined as services designed to equip individuals to enter the workplace and retain employment.  Training services include:

1. Occupational skills training, including training in non-traditional jobs.

2. On-the-Job training.

3. Programs that combine workplace training with related instruction.

4. Training programs operated by the private sector.

5. Skills upgrading and retraining, including incumbent or employer worker training.

6. Entrepreneurial training.

7. Job readiness training.

8. Adult education and literacy activities in combination with services described above.

9. Customized training.

C. Outreach and Recruitment.  The Contractor shall be responsible for:

1. Adequately informing individuals and groups of the services available in the BJL.

2. Conducting outreach and recruitment in order to attract a sufficient number of individuals who are in need of the services provided and who meet the requirements to receive such services.

3. Coordinating any marketing efforts with the General Contractor before being utilized, and conducting such effort within communities where potentially eligible customers reside.


D. Orientation. The Contractor shall provide:

1. Both a general BJL orientation and program specific orientations (i.e., Welfare Transition) at each BJL that inform individuals of the full array of services available.

2. An orientation that includes a complete overview of the processes and procedures customers can expect as they are provided services and addresses program specific requirements, as appropriate.

3. Document program specific orientations in the individuals’ files.

4. Orientations no less frequently than 2 times per week per BJL.  The use of videos is encouraged to help facilitate these orientations as a means to ensure a consistent message and quality delivery.

E. WIA Registration.  The Contractor shall be responsible for:

1. Registering and determining the priority of service of individuals who are referred from other Contractors, prior to providing Intensive and Training Services with WIA funds.

2. Certifying and documenting the WIA eligibility and priority of service of the individuals to be served, in accordance with the standards established by the federal and state laws, regulations, and policies.

3. Completing the required WIA application, obtaining the necessary documentation, identifying barriers to employment, etc.  (Bidders should take into consideration that certifying WIA eligibility and priority of service is a very technical task, which requires experienced, trained staff to complete. In addition, eligibility for WIA carries with it liability for dollars spent in serving individuals who are not eligible.). 

F. Assessment.  The Contractor shall:

1. Make available an initial employment assessment to all customers who are interested in receiving such service.

2. Provide an initial assessment to all Welfare Transition referrals.

3. Provide, and/or make available a more comprehensive assessment to all customers registered for WIA and enrolled in Intensive Services.

4. Provide a more comprehensive assessment to all Welfare Transition customers that advance to Intensive services and individuals advancing to Training services prior to receiving a Training scholarship.

5. Use assessment tools identified by the Contractor and approved by BWDB.  These tools shall assist the individual customer in identifying the employment area in which he or she would be best suited.

6. Appropriately identify the type and depth of comprehensive assessment for Intensive service customers, based upon the nature of the problems/employment barriers identified during counseling and any prior assessments that have been conducted.

7. Build upon any prior assessment conducted by the School District, Community College, Department of Children and Families, Vocational Rehabilitation, Work First Plus, etc.

G. Individual Employment Plan (IEP), Individual Service Strategy (ISS), Individual Reemployment Plan (IRP).  The Contractor shall:

1. Develop an appropriate IEP/ISS/IRP for each Welfare Transition customer and registered WIA customer that advances to Intensive services.

2. Jointly develop such plan/strategy with the customer using the BWDB InFact (MIS) system, or other BWDB approved computer system, or a form provided by the General Contractor.

3. Use the assessment results for the IEP/ISS/IRP and will, at a minimum, describe all employment barriers identified, and include the mix and sequence of services that should help the customer overcome the barriers identified, supportive services to be provided, and the expected employment outcome(s) or goals.

4. Be responsible for initiating a “staffing” of any joint customers with the other case managers to ensure that no services are duplicated.

5. Be responsible for modifying the plans, to reflect changes in customer needs quickly, and as a modification to the existing plan.

H. Case Management.  The Contractor shall:

1. Be responsible for providing integrated case management services to all individuals that receive Intensive and/or Training services.

2. Provide case management as a recognized key component of the service delivery plan and critical to the ultimate success of the customers, and to ensure that program and performance reporting is collected.

3. Provide integrated case management, whenever possible, to ensure that the customer will only deal with one case manager from the beginning of the service delivery process through the provision of services.

4. Provide case management as a  “customer-driven” service delivery strategy designed to assist individuals with multiple needs and barriers, and finding ways to say, “yes” to customers when the question is, “Can you help me?”.

5. Provide case management as a systems-level strategy that encourages inter-organizational partnerships.

6. Be responsible for tracking the customer's progress, assisting the customer in overcoming any barriers, providing career and motivational counseling, acting as an advocate on behalf of the customer, and referring the customer to other resources that can meet any needs that are identified.

7. Coordinate with the Grassroots Mentoring Contractor to provide tracking and reporting services for clients involved in the program to meet performance measures.

8. Provide a triage type approach to case management, to provide services at the level that the customer and case manager identify as needed.  Such triage will also ensure that staff has a mix of service levels in the cases they are managing.

9. Provide a transportation coordinator and arrange for continued utilization of BJL van pool services.

I. Job Seeker Learning Events.  The Contractor shall:

1. Deliver various learning events in accordance with state policy for Welfare Transition customers.

2. Promote and make available such learning events to the universal population as space permits.

3. Provide learning events using topics such as: 

(  HOT Jobs (jobs in demand in the area)
( How to locate job openings 

(  Tools for an effective job search 

( Brevard Job Link  On-Line

(  How to market yourself to employers 
( Keys to keeping your job 

(  What do employers want?
( Success begins with you

(  Budgeting 101
(  Effective communication

(  Developing a career path
(  Time & stress management

(  Conflict Resolution
(  Balancing school & work

(  What job suits my skills?
(  How to be a team player

(  Resume writing
(  Tips for completing applications

(  Discovering your skills and strengths
(  Orientation to computer basics 



    (Windows, Word, Internet)

4. Incorporate lectures and presentations from local businesses and community organizations in the events.

5. Provide learning events at least every other week in every BJL, including offering them at a variety of times (i.e., evenings) to accommodate the customers’ work schedules.

J. Training Referral.  The Contractor is responsible for:

1. Referring each individual to the most appropriate activity as determined from the assessment and as documented in the IEP/ISS/IRP and within timeframes required by laws, regulations, and policies.

2. Participating in the Scholarship Unit with regards to any training scholarships.

3. Actively seeking other funds that can be used or leveraged for training purposes and working with the General Contractor to maintain a training and educational funding database. 

4. Coordinating the development and placement into an OJT opportunity for customers with the Business Services Contractor through joint staffing.

K. Job Placement. The Contractor is responsible for:

1. Providing intensive job placement assistance to each WIA and Welfare Transition customer that advances to Intensive and Training services.

2. Coordinating with a local education organization’s placement staff if the customer is enrolled in training at that institution.

3. Working with the customer to provide job leads, specific job development, job matching to jobs listed in various job banks, etc.

4. Coordinate with the Business Services Contractor to advise on the customers that are nearing completion of their training program, in order to structure its job development process to bring about positive results for customers and employers through a variety of means.

L. Job Retention/Follow-Up Services.  After job placement, the Contractor will be responsible for:

1. Assisting the WIA registered, Welfare Transition and other funded customers and their respective employers with job retention for at least 12 months.

2. Providing assistance to help customers overcome any problems that may arise during this critical period and to ensure further progress toward long-term employment and self-sufficiency. 

3. Adhering to the following schedule for these follow-up activities for Intensive and Training Services placements:

	Length of Employment
	# of Minimum Contacts with Customer and/or Employer

	New Hires, 0 – 4 weeks
	1 time per week

	5 – 12 weeks
	1 time per month, (total of 2 times)

	13 - 26 weeks
	1 time 

	27 - 52 weeks
	1 time 


4. Ensuring that staff is focused on helping the WIA registered and Welfare Transition customers enhance their skills to retain their job and to better their skills for career growth.

M. Sanctions.  The Contractor is responsible for:

1. Making any recommendations to the DCF on sanctioning in accordance with State guidelines.

2. Consistent monitoring and tracking of Welfare Transition customers’ progress for the purpose of determining non-compliance with the Welfare Transition Program’s participation requirements.  Compliance is tracked by case managers from the first date of expected participation through completion of all planned activities, including employment retention.  

N. Coordination. The Contractor must establish and maintain a collaborative and functional relationship with BWDB’s Contractors, BJL Partners, other workforce development entities and related community-based organizations.

O. Staffing.  BWDB anticipates that the staffing ratio for Intensive/Training services will average 1 to 75.  This ratio meets industry standards and will be manageable due to the triage approach of case management that assists in establishing a mix of high, mid and low level service needs customers for each case manager.

5.  MODULE 3: YOUTH SERVICES CONTRACTOR

Maximum Funding Available is  $275,000

Supervisory Responsibility – Contracted Provider 

Staffed by – Contracted Provider
It is the intent of the BWDB to fund one provider of Youth Services who will implement and coordinate the service delivery strategy for programs that help youth facing serious barriers to future employment. It is the function of the Youth Services Contractor to provide integrated services for in-school and out-of-school youth who are in need of assistance.  The Youth Services strategy is designed to be the one-stop contact for all youth services in the BJL system.  It is not the intent of BWDB to fund “classroom size” programs or service offerings "in-full," but to support service provider’s ability to incorporate BWDB participants into program and service offerings.

In designing this strategy, it is the intent of the BWDB that the Youth Services Contractor will:

a. Provide services that ensure youth have access to the 10 services outlined in WIA Regulations 664.410 in a timely manner.  The contracted provider is the case manager of record for all youth in the program(s).

b. Be solely responsible for documenting participant eligibility as defined by Section 101 (13) and as further defined by BWDB’s WIA Five Year Plan with regard to barriers to employment.

c. Provide an objective age-appropriate assessment of academic skills and service needs, which results in the development of an ISS that increases the positive education and employment skills that are vital to success in life.

d. Coach/mentor youth through supportive services, skills attainment and employment with methods that recognize positive outcomes.

e. Oversee all Youth Services in coordination with the General Contractor, ensuring that performance measures are met in a timely manner, and serving as the contact point for all Youth Services questions.

f. Provide MIS management that ensures accurate tracking and reporting of Youth Services from intake through follow-up in the approved BWDB computer system.

g. Develop partnerships, in coordination with the Business Services Contractor, that provide effective connections and leverage funds with Partners, community-based organizations, and employers to open up training, job shadowing and internship opportunities. 

h. Develop and provide Community Education Events that are unique and results in increased youth and employer participation.

i. Support, promote and maintain the vibrant content of the youth web site and provide support for Mini-Job Link resource contacts within schools (Attachment E). Mini-Job Link resources include, but are not limited to, job search assistance, information on training opportunities, career development resources and staff, job listings, labor market information, resource libraries, and computer access.

j. Provide Teen Pregnancy Prevention (TPP) services through partnerships with existing organizations that will target the gaps in services and promote employment to teens that have dropped out of school due to pregnancy.

k. Integrate services and build effective connections to utilize available outside resources, thereby leveraging more services for youth.

l. Ensure that enrollments increase the number of new youth served within the first 6 months of contract implementation.

m. Provide effective plans for achieving positive outcomes in a timely manner with all youth carried into the contract.

n. Include youth feedback as part of the Continuous Improvement Process. 

o. Provide coordination with the Brevard Schools Foundation in identifying eligible children of current and former WAGES and Welfare Transition customers.  Such youth are offered the opportunity to continue their education through the Foundation’s program that provides four-year, post-secondary educational scholarships.

p. Provide follow-up for youth, upon leaving services, whether employed or not, for 12 months to ensure further progress toward long-term employment and/or educational goals. 

6.  MODULE 4: BUSINESS SERVICES CONTRACTOR
Maximum Funding Available is $350,000

Supervisory Responsibility – Contracted Provider 

Staffed by – Contracted Provider, General Contractor assigned AWI staff
The BWDB envisions a service delivery strategy for its business customers that are arranged around Core, Intensive and Training Services. 

Examples of Core, Intensive and Training Services include, but are not limited to, those listed on Attachment M.

In designing this strategy, it is the intent of the BWDB that the Business Services Contractor will:

a. Provide services that include Core, Intensive and Training services as noted in Attachment M, which will result in increased employer usage of the BJL services. 

b. Understand the nature of businesses and deliver workforce services in a manner that recognizes the urgency of the marketplace, hiring cycles, patterns or seasonal staffing needs, and provides individualized and customized services.

c. Confidentially track employer information for trend analysis on services provided. 

d. Provide orientation of BJL employer services in coordination with the Targeted Services and General Contractor, as needed. 

e. Conduct and promote no less than one Employer Learning Event per month that addresses the workforce concerns of the employer community.

f. Employ skilled business representatives, who serve as a single point of contact within the BJL, who will assure customers receive accurate and complete information on services and partner services, no matter where they enter the workforce system. Business representatives will serve as scouts, brokers and facilitators who arrange for other services to be delivered within the multi-program linkage invisible to the customer. 

g. Provide key industry account management for industries specified by the BWDB.

h. Manage a centralized job order center, staffed with AWI associates, in coordination with the General Contractor, to take job orders in a standardized manner. Verify and enter job placements.

i. Provide MIS management that ensures all data is entered in a timely and accurate manner, from intake through follow-up, in the approved BWDB computer system.

j. Assist BWDB in the research and development of career ladders for specific industries.

k. Coordinate with the Youth Services Contractor to expand relationships with employers, which open more opportunities for youth career development.

l. Provide specialized staff development that results in: business account managers that act as service concierges for customers, associates trained in high quality customer service, and cross training of other contractors to ensure standard message regarding business services.

m. Participate in the Scholarship Unit to access training funds for customers and to leverage funds with matching dollars from employers.

n. Establish employer focus groups, one-on-one marketing, word-of-mouth referrals, and active involvement with local organizations and associations, including the chambers of commerce and the Economic Development Commission, to build long-term positive relationships with employers. Increase penetration of the employer market by providing core BJL services to a larger number of employers. Contractor will develop standard procedures to assure that services will be delivered in a consistent manner.

o. Coordinate with Targeted Services Contractor to place customers who are completing training and are work ready.

p. Be responsible for achieving BWDB’s performance measures as outlined in Attachment E.

q. Develop a menu of business services available, which promotes customer choice in how and when to access services. 

r. Increase the percentage of job orders posted with the BJL, and percent filled.

s. Give ongoing feed back to employer customers on the status of their open job order, including number of referrals made, competitiveness in the current job market.

t. Expand partnerships with chambers of commerce and economic development organizations to include workforce services in their program strategies.

u. Provide Rapid Response Services on-site for layoffs affecting 25 or more employees and serve 80% of the BWDB region’s employers who layoff 10 or more employees with BJL services.

v. Develop a non-cash incentive strategy for employers who refer other business customers to receive BJL services.

w. Make available to businesses, work-based learning options, such as on the job training, work experience, internships and job shadowing.

x. Develop customized training opportunities for BWDB-identified industries for employed worker programs.

y. Evaluate and respond to gaps in the market by creating fee-for-service projects with the approval of the BWDB.

7.  MODULE 5: GRASSROOTS MENTORING CONTRACTOR

Maximum Funding Available is $250,000

Supervisory Responsibility – Contracted Provider 

Staffed by – Contracted Provider 

The contracted provider(s) under Module 5 will be the BWDB’s provider of specific services for individuals within census tracks as noted in Attachment N.  It is the intention of the BWDB to contract with 3 separate providers for the Grassroots Mentoring Program within each of the geographic regions represented by the identified census tracks of North, Central and South Brevard, and residents of Brevard County Public Housing.  However, if a Bidder wishes to apply for more than one geographic region, and can provide the necessary information for each area, they will be considered for more than one region.  

The primary function of the Grassroots Mentoring Program is to provide outreach, recruitment and retention support services for individuals who are earning under $14 per hour, or are under sanction in the Welfare Transition Program, or are former or current Welfare Transition customers who are able to receive transitional education or training services.  Customers for the Grassroots Mentoring Program will be identified through a cooperative effort with the Targeted Services Contractor.
BWDB envisions a service delivery strategy for its Grassroots Mentoring Contractor that is innovative in delivering outreach, recruitment and retention support services to this targeted population.  This is a pilot project with the intention of doing a cost/return analysis of the strategy at the end of the program year to evaluate likelihood of longer term funding.

In designing this strategy, it is the intent of the BWDB that the Grassroots Mentoring Contractor will:

a. Collaboratively identify eligible customers with the Targeted Services Contractor.

b. Provide coaching services that provide intensive mentoring for targeted customers as they utilize transitional services to ensure they remain employed at 90 and 180 days.  

c. Provide customers who are sanctioned with coaching services through the process of complying with their program requirements to ensure no further sanctions. 

d. Coordinate extensively with the Targeted Services Contractor to provide timely information for MIS input, which results in efficient tracking and reporting for performance measures.

e. Recruit and retain such customers in an innovative mentoring program that includes: encouraging transitional education services; job coaching; and supportive techniques to ensure customers are not sanctioned.

f. Implement the use of volunteers, especially seniors, as highly valued, on-site, job mentors through cooperative agreements with customer’s employers.

g. Provide one contact point for service program questions, concerns, reports, etc.

h. Provide specialized staff that: have personal roots and community leadership background in identified census tracks; work effectively in the community; will continuously keep apprised of the BJL services, policies and procedures that impact their customers. 

i. Conduct Community Education Events that are unique and targeted to increasing the number of eligible customers who access transitional services and upgrade their skills.

PART V: PROPOSAL OUTLINE

Each Bidder should submit a single proposal, no longer than 50 Pages in length as per the proposal format outlined in Part VI, C. Required attachments, as noted, are not included in this page count.

A.
Cover Page – Required - use the enclosed form (1 page), Attachment O.

B.
Proposal Abstract – Required - use the enclosed form (1 page), Attachment P.

C. 
Questions for All Bidders – no more than 15 pages, not including the Past Performance Table to be turned in with the Letter of Intent to Bid. 

All Bidders should be cognizant that BWDB is committed to the delivery of services within the context of the WIA principles.  Specific questions for each module regarding these proposed services and program strategy areas are indicated below.  However, in addition to those specific questions, successful proposals will demonstrate a complete understanding of, and strategy for, implementing the following, which must be answered and are worth a total of 100 points:

1. Fiscal Capacity
20 Points
Describe your organization’s financial and administrative experience and capabilities.  Include in that description the organization’s experience in managing and accounting for multiple federal, state and local funding sources in accordance with General Accepted Accounting Principles (GAAP) and conducting self-monitoring for contract performance and compliance.

What is the financial and administrative capacity of your organization to account for funds, property, and other resources?

What organizational structure, quality of staff, and organizational controls are in place to ensure the proper delivery of services and protection of funds?

The “Administrative and Financial Capabilities Checklist” (Attachment H) must be completed, signed by your financial officer or CEO, and returned with your Letter of Intent to Bid.

2. Collaborative Efforts
15 Points
The integration of services across multiple contractors is vital to the success of the BJLs.  Collaboration and partnership building will be expected as a part of each contractor’s method of service delivery.

How does your current organization incorporate joint staffing of customers/clients between departments or other providers and what team tools have been used to ensure cooperation and success?

What do you understand your organization’s role would be in the Scholarship Unit and the Quality Unit?  What mechanisms will you use to provide that role?

What experience does your organization have in collaboratively planning for the use of limited resources?  Describe any existing or planned linkages with non-workforce development systems that will assist in meeting the program performance goals.

What experience do you have in helping partners achieve their performance goals, where your success is dependent upon their success?

3. Past Performance (Module 5 exempt from this section)
20 Points
This information is outlined in Part II, Intent to Bid, and must be turned in with the Letter of Intent to Bid in order for it to be reviewed, verified and ready for raters at the time the proposal is submitted.

4. Continuous Improvement
15 Points
Continuous Improvement is the expected standard in the delivery of all BJL services in order to achieve excellence in customer satisfaction, expansion of customer services with limited resources and innovative methods for service delivery.

What are your organization’s current practices of providing formalized Continuous Improvement activities?

How do you measure improvements in program excellence and how do you use this data to improve outcomes?

5. Staff Development
15 Points
Staff development is vital to the success of all BJL services.  Qualified staff exhibit enthusiasm, capability and commitment to customers, as well as demonstrated certification of their own workforce development. It is expected that all staff who will be picked up from the existing contractor, and who have direct customer contact, will FCWP certification or CDF certification within 6 months of the contract being awarded. BWDB will honor existing CDF certification; however, the FCWP certification from Learning Link is preferred for all staff beginning the certification process. New hires to the contract that have direct customer contact will achieve professional certification within 12 months of hire date.

What qualifications and/or past experience do the lead staff, and other service delivery team members, for the contractor have that demonstrates their ability to be successful on this contract, relate to, collaborate and interact with, diverse populations and other service providers?  Attach job descriptions and resumes for key staff directly involved in customer services, (this is not included in page count).  Attach an organizational chart for the organization and services within the organization.  BWDB reserves the right to review program staff and to cancel any offer or obligation if staffing levels or qualifications are inconsistent with the proposal.  

What specific steps will you take to improve staff qualifications (i.e., ensuring they are certified workforce development professionals) and what is your staffing time frame for such improvements?  Describe any specific provisions that will be made for hiring currently certified BJL contracted operational staff.  Describe the staffing pattern in order to perform the services proposed by indicating how many people, by what job title, will be assigned to each task as well as to each geographic location.

What methods will you use to provide continuous staff development, regarding the services you provide, for the multiple contractors of BJL?

6.   MIS Management
15 Points
MIS Management is meant to provide efficient tracking and reporting that follows established BWDB policies and procedures to provide accurate and timely data entry on customers of BJL services.  Providing a clear picture of performance measures, due to effective use of forms, documentation and MIS reporting measures, is the expected standard in the management of MIS functions.

How will you manage and ensure that accurate and timely MIS information is provided on all customers who receive a BJL service?

What specific, successful experience does your organization have in coordinating data entry and reporting requirements among multiple contractors?

D. Transition Plan – Maximum 1 Page (not included in page count)
An “investment” will be required of any new organization selected as General Contractor; that investment being uncompensated time and effort in training new staff, transitioning from the current Contractor to a newly selected organization, etc., in order for services to begin with no interruptions on July 1, 2002.  Describe how the Bidder will deal with this investment in order to conduct an orderly transition from the current BJL Manager and/or deliverer of services to ensure that there is no disruption in services or negative impact on our customers.  Detail the action steps, strategies and time lines with specific dates for transitioning the services requested under this RFP.  This should be presented in table format. 

During this transition, how will you maintain and improve the BWDB performance measures and Return on Investment levels that have previously been obtained?

E. Proposal Narrative – Maximum of 30 pages (included in the page count)


Located in Part VI – Specific Module Questions, answer only those questions that pertain to the module for which you are bidding. (NOTE: Clear, thorough, concise answers are better than a flowery, rambling narrative that does not provide a specific response.  Do not repeat statements or ideas within the text of the proposal. Referring the reviewer to another section of the proposal for information is preferred to repeating the information.)

F. Budget  – Required - use the enclosed forms, (2 pages) Attachments Q and R.  Budget narrative is limited to 5 Pages, and is included in the total page count.

A detailed line item budget must be submitted on the budget forms.  Costs included in the proposed budget cannot already be paid by another source; they must be actual costs incurred in delivering the proposed services, and these funds cannot supplant funds already received by the proposing organization.  

The following items should be included in Attachments Q and R, and/or the budget narrative:

1. Justify each proposed expense included on the attachments in terms of it being necessary, allowable and reasonable.  Show the method of computation (i.e., insurance = salary x 2.35%).

2. Give details of the organization's cost allocation method if one is used;  e.g., prorating the cost of supplies based on the number of staff, or the cost of salaries based on percentage of time spent on this contract. 

3. Identify any in-kind resources/support for the BJL beyond what is requested in the budget.  Include each committed or proposed source of funding and the amount of that funding.

4. State what contingency plans are in place to repay the BWDB in the event that there are any disallowed costs as a result of an audit or monitoring review. 

5. Describe how the Bidder’s organization will financially support the costs of doing business until an invoice can be submitted and paid by BWDB.  NOTE: Advance payments will be made on a case-by-case basis, and only if a demonstrated need exists.

6. Contracts will be issued on a cost reimbursement basis with a demonstrated performance holdback.  Bidders should state the proposed percentage of the total cost that will be withheld (the minimum is 33%), until measurable performance outcomes are achieved and documented.  These performance outcomes are defined in Attachment G.  A reasonable profit may be added to the proposal; however, the Bidder must also propose accelerated performance outcomes upon which the profit will be earned.  Payments for both the performance holdback and profit will be divided equally among these performance outcomes, and will be earned individually.

7. If funded, what percentage of the organization’s total budget will this contract represent?  

8. Describe how the Bidder will budget and maximize the total cost of the contract on direct program costs.

9. What percentage of the Bidder’s budget is tied to the achievement of measurable performance outcomes?

10. What accelerated performance outcomes are proposed, and is the proposed amount of profit or program income commensurate with these outcomes?

In preparing the budget, Bidders should take into consideration that the BWDB will directly pay for facility costs (rent, utilities, phones), equipment (copiers, desks, chairs, tables), information technology (data lines, network development and maintenance, hardware, software, technical support), customer training (tuition, books, uniforms, OJT employer reimbursements, customized training costs), and support services for customers (child care, transportation, car repair). Therefore, Bidders should not include costs for such expenses in the budget submitted with the proposal.

All proposals will be evaluated on the basis of cost-effectiveness in relation to high quality service delivery.  To accomplish this, the BWDB staff shall conduct an analysis of proposed costs during the proposal review process. Bidders are therefore encouraged to submit their best offer for providing the program solicited in this RFP and to thoroughly describe and justify the proposed costs.  This analysis shall be: conducted to ensure that the proposed costs are necessary, fair and reasonable; to determine that the proposed costs are allowable and allocable; to determine if there is no duplication of costs with other programs; to ensure that the costs are directly associated with carrying out only the proposed services; to ensure that the proposed costs will benefit the BJL.
PART VI: MODULE SPECIFIC QUESTIONS

MAXIMUM OF 30 PAGES

______________________________________________________________________

MODULE ONE – GENERAL CONTRACTOR

Total Possible Points - 100

I.
Service Delivery Design:





                40 Points

A.  How will you incorporate the BWDB vision of scout, broker, and facilitator (as outlined in Attachment S) into your activities?

B.  How is your General Contractor service delivery specifically designed? Include: 

qualifications and experience your organization possesses that demonstrates your ability to provide and manage successful, innovative and high quality, unassisted Core Services to customers in a one-stop environment. Include in the description the organization’s experience and capabilities in:

1. Managing staff from different organizations.

2. Managing an integrated multifunding/multiprogram, One-Stop Service Delivery System (include organizational chart or flowcharts).

3. Coordinating with mandatory Partner organizations, including seeking their involvement in and sharing of their resources, within the One-Stop Service Delivery System.

4. Motivating staff from different organizations to provide excellent customer service while achieving measurable performance outcomes for all funding sources.

5. Performing the duties of One-Stop Operator as it is defined by WIA.

6. Transitioning into an already functioning One-Stop Service Delivery System.

7. Staffing patterns, training, qualifications and experience of staff, customer service approach utilized by front desk staff, and what training or qualifications will be required for such staff.  

C. Economic occurrences can have a wide range of effects upon the workforce.  How will you specifically collaborate with the Business Services Contractor to provide Rapid Response Services for employers during such occurrences?

II.  Management Functions






     40 Points

A. What type of management and organizational style will you utilize to create a collaborative work environment across all Partners and Contractors?

B. What approach do you use in providing high quality customer service?

C. What continuous improvement strategy will you implement across multiple contractors?  Include:

1. Measures used across multiple contractors for acting upon new strategies and tools derived from the Continuous Improvement Process.

2. Mechanisms to determine, analyze and report customer satisfaction.

3. Methods used to continuously improve system-wide service delivery flow, determination of cost allocations, review of contractor invoices, dissemination of information, tracking of expenditures and obligations, and corrective action plan follow-up.

D. What techniques will enable you to ensure that all Contractors meet performance measures?

E. What communication skills does your organization possess that will provide effective and seamless delivery of resources and services to customers through multiple BWDB Contractors?

F. How do you intend to coordinate, and control, marketing efforts of multiple Contractors to ensure BWDB Style Guidelines are met?  What efforts do you propose to market the BJL system to targeted populations?

G. How will your organization ensure that BJL resource centers have current, relevant materials and that on-site customer resource needs are supported?

H. How will you increase the use of the BJL system through evaluation of the current access points?  How will you foster accessibility for people with disabilities to the BJL system?

I. How do you share information about your current projects with your funding and reporting entities?

J. Given a limited training resource fund, how will you ensure it is used to give the best return on investment?  Due to multiple contractors’ demands for training funds, how will your organization manage the training budget, expenditure requests, brokering of education and training funds information and ensure efficient completion of ITAs through the system?

K. Businesses drive the demand side of the workforce equation.  What role and steps will you take in working with the Business Services Contractor to foster an increased penetration of the BJL system into the employer market?

III.  Partnership Building







     20 Points

A. Community resources are vital to the success of many clients.  How will you ensure that partnerships are established or maintained that can enhance social service, training and education services to the customer?

B. With the wide variety of education and training funds available in our community, how do you propose scouting up-to-date information on these services and brokering it effectively?

C. How will your organization evaluate the existing resources and programs to reduce duplication and foster resource sharing agreements?  What past experience does your organization have in providing this role across multiple contractors and partners?

MODULE 2 – TARGETED SERVICES CONTRACTOR    Total Possible Points - 100

I.  Service Delivery Design:

                     



     40 Points

A. How will you incorporate the BWDB vision of scout, broker, and facilitator (as outlined in Attachment S) into your activities?

B. How is your service delivery of targeted services specifically designed? Describe your organization’s specific experience in managing and delivering WIA, Welfare Transition (as it is defined in Florida), Welfare-to-Work, and other programs mentioned in this RFP’s Scope of Work.  Include in the description the organization’s experience and capabilities in:

1. Managing and delivering these services in Florida.

2. Determining WIA eligibility.

3. Generating and tracking case management of Welfare Transition customers.

4. Staffing patterns, training, qualifications and experience of staff.

5. Providing, and methods used, for assisted Core, Intensive and Training Services to specific customers (i.e., WIA, WTP and WtW).

6. Coordinating, providing, and the methods used, for assessments of customers in order to facilitate their receipt of Training Services.

7. Any special program design.

D. What orientation services will you provide to customers of the BJL?  What skills and experience does your organization possess to coordinate orientation information and presentations across multiple contractors?

E. What evidence supports your organization’s capability to provide timely services to customers in order to meet performance measures as set forth by BWDB?

II. Management Functions






     40 Points

A. What tools will you use to divert TANF applicants into employment as quickly as possible?

B. What methods will be used to manage and implement all assisted Core, Intensive and Training Services in coordination with multiple contracted providers?

C. What mechanisms would you utilize to ensure that service delivery flow is continuously improved with regards to assisted Core, Intensive and Training Services?

D. What mechanisms would you propose to assist in managing the expenditures and terminations of ITAs?

E. What case management techniques are your best practices, which ensure quality career planning, appropriate referrals, and facilitation for the customer to obtain outside resources?

F. How will transitional services be incorporated into your case management functions in a timely and effective manner?

G. What specialized knowledge does your organization possess with regard to local and state workforce systems? 

H. How do you share information about your current projects with your funding and reporting entities?

III.  Partnership Building






                20 Points

A.
With limited BWDB resource funds for training and supportive services, how will your organization manage the use of such resources to get the best return on investment?

MODULE 3 – YOUTH SERVICES

Total Possible Points - 100

I.  Service Delivery Design:





                40 Points
A. How will you incorporate the BWDB vision of scout, broker, and facilitator (as outlined in Attachment S) into your activities?

B. How is your service delivery of targeted services specifically designed? Describe your organization’s specific experience in managing and delivering Youth Services. Include:

1. Methodology you will use to decide which of the 10 Core Services outlined in WIA Regulations 664.410 will be prescribed and how they will be provided for program participants in a timely manner.

2. Universal services offered to youth to improve their education and skills competencies.

3. Eligibility determination management.

4. The specific product you are offering for in-school and out-of-school youth.

5. Assessment tool(s) used to develop IEP/IRP/ISS and/or referral for alternate services for youth.

6. Mechanisms utilized to ensure that all referred youth receive services in accordance with performance measures and WIA.

7. Instructional method.

8. Curriculum.

9. Any special strengths or features of your service.

10. What provisions you will make for special needs participants.

11. Where you propose to provide services and transportation plans if needed.

12. Staffing patterns, qualifications and experience of staff.

C. How does your proposed service delivery design support obtaining required performance outcomes as mandated by State requirements?

D. What type of coaching plan will you use to achieve performance measures with youth in skills attainment, employment and supportive services? What types of incentives will be used to recognize positive outcomes? What level(s) of achievement will be recognized?

E. How will you utilize existing BJL resources for youth, including those provided through Partners such as the Brevard School Board Adult Education program?

F. How will Teen Pregnancy Prevention measures be delivered to all youth receiving services?  To what extent, and how, will partnerships be used to address teen parents and Teen Pregnancy Prevention measures? 

G. How will education, employment and other youth services be promoted to teens who have dropped out of school due to pregnancy?

II. Management Functions






     30 Points

A. What organizational structure to provide oversight for all Youth Services will be used and how does it encompass coordination with the General Contractor and Business Services Contractors to achieve performance measures?

B. What evidence demonstrates your organization has the capability and commitment to successfully provide oversight of Youth Services to achieve performance results as outlined in Attachment G?

C. What method will be used to meet new enrollment performance measures within the first 6 months of the contract term?  What tool(s) will be used to ensure a positive outcome in a timely manner for all carry-ins?

D. What techniques will you use to garner input from youth on service delivery design and how will that input have an effect upon improving outcomes?

E. How do you share information about your current projects with your funding and reporting entities?

III. Partnership Building






                15 Points

A. Which employer and academic connections would you target for participation and how will you identify, or have you identified, them? 

B. What partnerships will be, or have been, developed that will result in increased services for youth for non-allowable costs or expanded supportive services?

IV. Community Education 






     15 Points
A. What unique techniques will be used to inform the community about Youth Services programs with the likely impact of increased youth participating in the program?

B. What employer connection plan is proposed to increase the number of businesses offering work, community work service and internship opportunities?

C. How will you support the Mini-Job Links and resource teachers currently in 27 schools?

D. What expertise do you have, or will you obtain, to maintain vibrant content on the BWDB youth web site?  How will you promote the youth web site?

MODULE 4- BUSINESS SERVICES CONTRACTOR
    Total Possible Points - 100

I.   Service Delivery Design:






     40 Points

A. How will you incorporate the BWDB vision of scout, broker, and facilitator (as outlined in Attachment S) into your activities?

B. How is your service delivery for business services specifically designed? 

Include delivery design, qualifications and experience of your organization in managing and providing value added one-stop services to employers.  Include information on: 

1. Increasing the penetration, understanding and knowledge of the availability of the full range of the BJL services for the employer market.

2. Increasing the percentage of new hires from businesses receiving BJL services.

3. Identifying workforce development needs of employers that can be met currently by the BJLs and what expanded services and/or current fee-for-services you provide or foresee for the employer customer in the future.

4. Matching hiring needs of employers with individuals who meet their minimum qualifications, thus eliminating referrals of unqualified candidates.

5. Staffing patterns, training, qualifications and experience of business representatives.

6. Standardizing workforce assessment for employers; promotion of work based learning options to employers: i.e., OJT, work experience, internships, job shadowing, etc.

7. Overcoming the perception of some employers that anything provided by the “government” is not worth the trouble, or does not provide quality services.

8. Training programs for employers.

9. Improving the provision of services to employers while also increasing the use of one-stop services by employers.

C. What is in your service design that minimizes the time between initial customer contact and service delivery? What are your standardized time frames, cycle time for services? What does your service flowchart look like?

D. Within the context of multiple contractors, how does your service design ensure that the business customer is served by one point of contact into the BJL system, regardless of the point of entry? How will the customer be able to access all workforce services through this one contact in a seamless manner?

E. How will employers be kept informed about the status of their open job orders? How often will contact be made with employers regarding open job orders?

F. What is your strategy in service design that promotes flexibility so that employers have a choice in how to access services?

G. How many Key Accounts will the account representatives manage in your service delivery system?

H. What is your service design strategy for Rapid Response? How will you market Rapid Response activities to employers? How will you increase employer utilization of the BJL Rapid Response services?

II.  Management Functions



          

                35 Points

A. Specifically, how will you measure customer satisfaction with, and outcomes of, learning sessions? 

B. Describe your menu of employer standard procedures. How will you assure employers receive consistent quality services?

C. What management techniques will be utilized to provide experienced and knowledgeable account representatives who are the service concierge for employers?  

D. How will you coordinate Wagner Peyser in maintaining a centralized job order center? How will you capture the market for all Brevard job listings? What standardization can be used to increase the quality of job postings? Who will verify and enter job placements? How will you assure customer service representatives in the central job order center have necessary customer service skills?

E. How will you assure all business team members are cross-trained and proficient on all available workforce programs?

F. What is your strategy for working with employers to identify groups of targeted employed workers to increase their skills and earnings? 

G. What strategies do you propose in determining any expansion upon your current provision of fee-for-services to employers?

H. How do you share information about your current projects with your funding and reporting entities?

III. Partnership Building






                25 Points

A. How will you provide leadership in Business Services to staff? How will your design maximize the effectiveness of staff from all Partners?

B. Who will you partner with to include employer learning about workforce services within their existing programs?

C. What non-cash incentives can be used to encourage employers to refer other business colleagues to access BJL services?

D. Describe the information that economic development organizations will require to work with companies that are expanding or relocating. What services will be provided by the BJL to facilitate business relocation, start up or expansion? 

E. How will you assist the BWDB in identifying employers willing to collaborate on special grants that require employer involvement?

MODULE 5- GRASS ROOTS MENTORING 

Total Possible Points - 100

I.  Service Delivery Design:





                45 Points

A. How will you incorporate the BWDB vision of scout, broker, and facilitator (as outlined in Attachment S) into your activities?

B. How is your service delivery for Grassroots Mentoring specifically designed? 

Include delivery design, qualifications and experience of your organization in managing and providing value added one-stop services to employers.  Include information on:

1. Geographic location you are applying for.

2. Staffing patterns and qualifications of staff.

3. Strategy you will use to identify, recruit and retain individuals from the targeted populations.

4. Instructional methods and/or curriculum to be used.

5. Special strengths or features of your service.

6. What provisions you will make for special needs participants.

7. Where services will be provided and transportation plans, if needed.

8. The methodology you will use to decide which services customers will receive, including coordination efforts with the Targeted Services Contractor.

C. What type of coaching plan will you use to achieve performance measures with the targeted populations in skills attainment, employment retention and supportive sanction services?

D. What types of incentives will be used to recognize positive outcomes? What level(s) of achievement will be recognized?

E. What strategy will you employ to provide on-site job mentoring with an emphasis on connecting volunteer mentors to customers?

F. What unique community education techniques will be used to inform the community about your Grassroots Mentoring Services with the likely impact of increased participation in the program?

G. How do you share information about your current projects with your funding and reporting entities?

II. Management Functions






     30 Points

A. What organizational structure to provide the Grassroots Mentoring Services will be used and how does it encompass coordination with General Contractor, Targeted Services, and Business Services to achieve performance measures? Please provide any organizational charts or flowcharts that will demonstrate this structure.

B. What reporting mechanisms will be utilized to meet performance measures?

C. What evidence demonstrates your organization has the capability and commitment to successfully provide Grassroots Mentoring Services to meet the performance measures?

D. What methods will you use to provide continuous staff development for all contractors regarding the Grassroots Mentoring Services you offer?

E. What staff development will be conducted to ensure the lead staff is up to date the on BJL services?

III. Partnership Building






                25 Points

A. What innovative steps do you propose, in collaboration with the Business Services, to develop career ladders for those employed at $14 per hour or less?  How do you envision career ladder concepts being designed to attract the targeted population(s)?

B. What types of partnerships will you, or have you, built that will provide extended supportive services for customers?

PART VII: PROPOSAL PREPARATION INSTRUCTIONS

A.  Who Can Submit a Proposal

All public or private not-for-profit corporations, local education organizations, governmental contractors, public organizations, or private-for-profit corporations properly organized in accordance with State and Federal law and in business for at least 1 year may submit a proposal for funding.  Minority and women-owned and operated businesses are encouraged to submit a proposal.

There will be one organization selected to provide services in each of the modules, with the exception of Module 5. Each Bidder is advised that BWDB will hold the General Contractor responsible and accountable for effectively and efficiently managing and delivering the services and activities described in this RFP, while providing excellent customer service and achieving the contracted performance outcomes. Subcontracts should not be proposed as part of any bid.

No entity may compete for funds if: (1) the entity has been debarred or suspended or otherwise determined to be ineligible to receive federal funds by an action of any governmental organization; (2) the entity's previous contract(s) with the BWDB have been terminated for cause; (3) the entity has not complied with an official order to repay disallowed costs incurred during its conduct of programs or services under any workforce contract; (4) the entity or its parent organization have filed for bankruptcy during the past 5 years; or (5) the entity's name appears on the convicted vendor list.

B.  Responsive Proposals

To be considered responsive, proposals must meet the following minimum criteria:

1. One original proposal, plus 15 copies, plus a computer disk on which the proposal has been saved, (note what program it is saved in; e.g., Word ‘97) must be received into the BWDB administration offices no later than the due date and time shown in the Procurement Timetable, Part II of this RFP. The timely delivery of a proposal is entirely the responsibility of the Bidder.  Proposals postmarked on or before the proposal due date, but delivered after the due date or time, will be considered non-responsive.  Proposals hand delivered after the due date or time will be considered non-responsive.

2. The original proposal must be manually signed in blue ink by an official authorized to represent and bind the proposing organization and should be marked “original”. 

3. Proposals must be presented in the same order as set forth in “Proposal Format” below and contain all information requested in Parts V, VI, and VII. 

4. Giving incomplete or erroneous information or withholding important information could result in disqualification or, later, contract termination.

5. Bidders must demonstrate a general understanding of the BJL system, the services solicited by this RFP, and the ability to effectively and efficiently manage and deliver those requested services. 

C.  Proposal Format

Print all narratives on 8 1/2 x 11” plain white paper with margins of 1” on each side.  All narratives must be printed in 12-point font size and all copies must be printed on one side only.  Each page of the proposal should be numbered sequentially at the bottom of the page.  These page numbers should then be reflected on your table of contents.  The Cover Page and Proposal Abstract forms are not numbered.

Each proposal should be prepared simply and economically, providing a straightforward response to this RFP.  Elaborate or expensive bindings, videos, colored displays, and promotional materials are neither necessary nor desired.  

The BWDB will not return proposals, binders or exhibits to Bidders.  All proposals become the property of the BWDB and will be a matter of public record subject to the provisions of Chapter 119, Florida Statutes.  The BWDB shall have the right to use all ideas, or adaptations of those ideas, contained in any proposal received in response to this RFP without the necessity of paying a fee, license, or royalty.  Selection or rejection of the proposal will not affect this right.

All proposals must be assembled according to the following outline:

1. Cover Page – use form provided in Attachment O.

2. Proposal Abstract – use form provided in Attachment P.

3. Table of Contents.

4. Questions for all Bidders – Part V.

5. Module Specific Questions – Part VI.

6. Mandatory Attachments.

a. Required Certifications – use forms provided in Attachments as noted below (include as Attachment A).

· Original signed Drug Free Workplace Certification (provided as Attachment T).

· Original signed Debarment and Suspension Certification (provided as Attachment U).

· Original signed Certification Regarding Lobbying Activities (provided as Attachment V).

· Original signed Sworn Statement on Public Entity Crimes (provided as Attachment W).

· Original signed Conflict of Interest Statement (provided as Attachment X).

b. The Bidder's most recent complete CPA certified audit or review, including all management letters, or financial statements if Bidder is a private for-profit organization and they do not have a recent audit (include as Attachment B).

c. An organizational chart showing: (1) the proposed program's relationship to the overall organization's operations; (2) each position on the organizational chart with an indication of whether the position is paid or volunteer; and (3) the proposed staffing (include as Attachment C).

d. Resumes of key staff that will be involved (include as Attachment D).

e. Copies of any letters of support, Memorandums of Agreement or Memorandums of Understanding (include as Attachment E).

f. Copies of any letters committing match or in-kind services (include as Attachment F).

g. A copy of the Bidder’s Board of Directors list, including other affiliations (include as Attachment G).

h. Evidence of the Bidder’s compliance with federal Equal Employment Opportunity obligations as set forth in Title 41 CFR and in Executive Order 11246, as amended.  The Bidder must also submit evidence of their compliance with federal Affirmative Action obligations as set forth in 41 CFR 60-1.  This evidence can be provided by submitting the most current EEO-1 form and the EEO-1 forms from the two preceding years.  If the Bidder has not submitted EEO-1 forms, the Bidder may contact the BWDB administration offices for a blank form (include as Attachment H).

C. Respondent Disqualification

The items that the BWDB considers fatal flaws in a proposal are listed below.  In the case of a fatal flaw, your proposal will not be considered.  Failure to meet any of the three stipulations will result in a fatal flaw and your proposal will not be considered.
1.
The BWDB must receive all proposals no later than the due date and time shown in the Procurement Timetable, Part II of this RFP.  Any proposal received later than the specified time will not be considered in the BWDB’s evaluation process.  Facsimiles and electronic submissions will not be accepted.

2.
One original and 15 copies, in a sealed envelope or box, must be received by the BWDB on or before the specified due date.  The original must have the original signature in blue ink and be marked as “Original”.  Copies do not required original signatures.  Proposals without original signatures and the required number of copies will not be considered in the evaluation process.

3.
The originals and copies must include all the required forms as specified in this RFP.  Proposals without the required forms completed in full will not be considered in the evaluation process.

D. PART VIII: SELECTION

The BWDB maintains that an organization must possess the demonstrated ability to perform successfully under the terms and conditions of a proposed contract prior to the contract being executed.  Determinations of demonstrated performance shall take into consideration such matters as whether the organization has:

(
Adequate financial resources or the ability to obtain them.

(
The ability to meet the RFP design specifications at a reasonable cost, as well as the ability to meet performance goals.

(
A satisfactory record of past performance in delivering the proposed services, including demonstrated quality of services and successful outcome rates from past programs.

(
The ability to provide services and/or a program that can meet the needs identified.

(
A satisfactory record of integrity, business ethics and fiscal accountability.

(
The necessary organizational, accounting and operational controls.

(
The technical skills to perform the work.

All prospective Bidders are prohibited from contacting any BWDB board member, BWDB committee member or BWDB staff (other than contact person identified in Part I of this RFP) regarding this solicitation to avoid actual conflicts, the appearance of conflicts, or undue influence over the process.  Contact with anyone for purposes of influencing the outcome of the procurement process will result in the disqualification of the prospective Bidder.

A.  Proposal Review and Contract Award

Proposals will be reviewed and rated by a rating team as selected by the Chair of the BWDB, which may be made up of BWDB members, staff and other workforce professionals.  Raters will use a point system based on a Proposal Evaluation/Rating Form, which will be provided at the Bidders Conference.  The rating team will prepare a recommendation for funding to the BWDB Board of Directors. Proposals will be selected for award contingent upon successful contract negotiation.  

A contract may be awarded based on offers received, without discussion of such offers with the Bidders.  Each offer should, therefore, be submitted in the most favorable terms, from a price and technical standpoint that the Bidder can make. However, the rating team reserves the right to request additional data, oral discussion or presentation in support of written proposals.

Final award of a contract will be contingent upon:

(
Successful negotiation of a contract.

(
Acceptance by the Bidder of the contract terms and conditions.

(
Satisfactory verification of past performance and systems (e.g., financial), where applicable.

(
Availability of funding.

B.  Appeal Procedure

In accordance with applicable regulations, Bidders who are denied funding have the right to appeal.  The following steps must be taken for organizations to appeal funding decisions:

1. Submit a letter within 3 business days from the date of the contract award to the Executive Director of the Brevard Workforce Development Board, Inc. stating that an appeal to the contract award is being filed and the specific reasons for that appeal based on any of the criteria below:

a)  Clear and substantial error or misstated facts by the rating team upon which the decision was made by the BWDB Board.

b)  Unfair competition or conflict of interest in decision making process.

c)  Any illegal or improper act or violation of law.

d)
Other legal basis on grounds that may substantially alter the BWDB Board’s decision.


The BWDB Executive Director will review the appeal and respond within 10 business days.

2. In the event the BWDB Executive Director’s response is not satisfactory to the Bidder, an appeal to the BWDB Executive Committee may be requested.  The request must be addressed in writing within 15 days from receipt of response from the BWDB Executive Director to:

Chair

Brevard Workforce Development Board, Inc.

597 Haverty Court Suite 40

Rockledge, FL 32055


The appeal will be scheduled to be heard at a time set by the BWDB Chair after consultation with counsel. Decisions by the BWDB Executive Committee are final.

An appeal will not prevent the BWDB from conducting contract negotiations with the prevailing proposals.

C.  Conditions of This RFP

This RFP does not commit or obligate the BWDB to award a contract, to commit any funds identified in this RFP document, to pay any costs incurred in the preparation or presentation of a proposal to this RFP, to pay for any costs incurred in advance of the execution of a contract, or to procure or contract for services or supplies. 

The following conditions are applicable to all proposals.  The BWDB reserves the right to:

1. Accept or reject any or all proposals in whole or in part, at its sole and absolute discretion.

2. Change or waive any provisions set forth in this RFP.

3. Return non-conforming proposals without review.

4. Waive informalities and minor irregularities in proposals received.

5. Negotiate any and all proposed terms, conditions, costs, staffing levels, services/activities mix, and all other specifics.

6. Request a) additional data, b) technical or price revisions, or c) oral presentations in support of the written proposal.

7. Determine that an arms-length agreement exists between the Bidder and any vendors they might choose to use.

8. Require the establishment of escrow accounts for a contractor that currently has outstanding debts to the BWDB as a result of audits or monitoring reviews.

9. Conduct a pre-award review that may include, but is not limited to, the Bidder's record keeping procedures, management systems, accounting and administrative systems, and program materials.

10. Use additional or deobligated grant funds to increase the slot level of successful programs.

11. The BWDB reserves the right to review program staff and to cancel any offer or obligation if staffing levels or qualifications are inconsistent with the proposal.  

12. Change specifications and modify contracts as necessary to: a) facilitate compliance with the legislation, regulations and policy directives, b) manage funding, and c) meet the needs of the customers.  

13. End contract negotiations if acceptable progress, as determined by the BWDB, is not being made within a reasonable time frame.
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