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Monmouth County Division of Employment and Training
REQUEST FOR PROPOSALS

Employment Directed Activities Program 2009

	1.0 SOLICITATION OVERVIEW 




1.1 Background 

The Division of Employment and Training has been designated as the grant recipient of funds allocated by the New Jersey Department of Labor and Workforce Development (LWD) pursuant to the Work First New Jersey (WFNJ) program.  In accordance with regulations promulgated by the LWD, the New Jersey Department of Human Services and the New Jersey Employment and Training Commission (SETC), all services to be provided with these funds must be conducted in a manner which meets the strategies developed and approved in the Workforce Investment Board’s (WIB) Workforce Consolidation Plan.  The Plan is the basis for the delivery of employment related services to meet the needs of the welfare population and others.  The Plan includes subsequent instructions for the allocation of resources for specific target groups including strategies to reach the hard-to-employ public assistance recipients.  

In an effort to assure that services rendered to the welfare population are consistent with the WIB Plan, this RFP has been developed.  Responses to the RFP will be reviewed and recommendation for final allocation of resources will be made.  Determination of approved providers must be consistent with the requirements of the funding sources in meeting required participation rates, goals, levels of service, costs and performance measures.

1.2 Intent and Purpose 

The purpose of this Request for Proposal (RFP) is to solicit proposals for the provision of employment and training activities to eligible WFNJ participants.  Work First New Jersey funds programs designed to provide welfare applicants, recipients, non-custodial parents and non-cash recipients a connection to the labor market resulting in unsubsidized employment that leads to self-sufficiency. Work experience activities provide an individual with an opportunity to acquire the general skills, training, knowledge and work habits necessary to obtain employment. Programs are to provide services to assist these individuals with job placement, transitional employment and other employment related training and support services they need to make the successful progression into long-term unsubsidized employment. Programs should be labor market driven.  

Persons to be served under this RFP include those receiving benefits under the Temporary Assistance to Needy Families (TANF), General Assistance (GA) and Food Stamps (FS) programs.  WFNJ programs allow eligible participants to receive job readiness, employment placement and related occupational training, and allowable supportive services that are meant to foster independence from the receipt of welfare assistance.

1.3 Goals
The goal of this RFP is to secure services that will allow welfare recipients to secure and retain unsubsidized employment, thus alleviating the need for continued public assistance and enhancing self- sufficiency.

Retention of employment is also a goal, which is meant to ensure an end to welfare dependency, and assist in effective management of career paths and sustained financial independence.  The ability of the applicant to promote life-long learning concepts and assist customers in finding ways that will allow them to become effective contributors to the workforce is an imperative action in all activities and services to be provided.

Present federal law requires states to achieve a 50% work participation rate for families on TANF.  The primary goals of these services are to support WFNJ customers in achieving self-sufficiency and Monmouth County to meet or exceed the 50% work participation for TANF customer, through appropriate service delivery.  

Within these goals, objectives include: 

· Engaging all customers required to participate in countable work activities; 

· Increasing hours of attendance in countable work activities for WFNJ customers;
· Improving the reporting of hours and attendance using the web-based e-timesheet 
system; 

· Ensuring the availability of continuous, countable activities for customers; 

· Providing all support services necessary to ensure that customers are able to 
achieve and maintain economic and social self-sufficiency, i.e. child care, bus 
passes etc;
· Improving customer employment rates;
· Improving the quality of vendor services and customer satisfaction with these 
services;  

The County of Monmouth will work cooperatively with vendors to achieve these objectives.  

1.4 Eligible Applicants
A.
Organizations or programs, which meet the following criteria, may be considered for contract:  

1.   Private Entity:  Any organization, for profit or non-for-profit, which is not a political subdivision of the State or of the Administrative Entity.  This includes private sector corporations, partnerships, sole proprietors, Limited Liability Corporations, as well as Charitable Organizations including Community Based and Faith Based Organizations, and entities that retain 501(c) 3 status with the State of New Jersey.

2.  Non-sectarian, public education institutions approved by the New Jersey State Department of Education, including Local Education Agency's (LEA's).  

3.  Political subdivisions:  Units of State, County or local government provided for in State laws, which have the power to levy taxes and spend funds and which also has general corporate and police powers.  

B.
Programs and activities approved must be contracted directly with the Respondent.  Any subcontracts by the applicant must have prior approval of the County of Monmouth.    

   C.  All programs that include services that are provided in a classroom setting, including Group     Job Search, computer literacy or any vocational/occupational training, must have approval to operate the program/course from the New Jersey Department of Labor and Workforce Development (LWD) Chapter 531 Section J and/or the LWD as a private vocational school, or other appropriate state certifying entity.  All programs must also be subsequently listed as an approved training provider on the Eligible Training Provider List as maintained by the LWD.

1.5 Target Population
· Single parent and two parent families with minor children who are eligible for, or      are receiving benefits under Work First New Jersey Temporary Assistance to Needy Families (TANF) Program. 
· Able Bodied Adults without Dependents (ABAWD), General Assistance (GA) and Food Stamp (FS) recipients. The GA, FS, GA/FS (ABAWD) targeted population for EDA activities must be all employable individuals. 

The Monmouth County Division of Social Services (MCDSS) is the referring agency for all funded programs. However, once the funded agency receives the referral, it is the responsibility of the funded agency to ensure that the client arrives at their designated work activity. In addition, the funded agency will be required to provide both the MCDSS and the One-Stop designee with bi-weekly attendance sheets for all referrals. 

1.6 Common Elements and Expectations of Vendors  

The following are minimum standards required of all providers, including all those under contract to either MCDSS or DET.  Periodic contract monitoring reviews will take place, announced and unannounced throughout the year to assess the vendors compliance with program and contract standards, as well as to provide any technical assistance needed.  
· All providers must be in compliance with and aware of the most recent New 
Jersey Pay to Play legislation.  Additional information and updates can be found at www.elec.state.nj.us .
· All providers must enroll individuals referred, or advise the case managers of the lack of customer compliance with the activity with 2 days of receipt of the 
referral.  

· All providers will be required to notify the referring case manager of each customer’s enrollment in the program and his/her respective start/end date.  This 
notification must be in writing.  

· All providers must notify case manager of customer non-compliance with attendance by the third day of any unexcused absence from their services. 

· All providers must notify contracting entity of customer termination from any service.   
· All providers will be required to identify and document individual performance using the individual service strategy (ISS), as well as provide any necessary supporting documentation.  

· All providers will be required to maintain daily attendance sign in logs and individual customer files containing all pertinent customer information for each person enrolled.  

· At minimum all customer files should contain the following:

· Inter-agency referral/Status change forms 
· Intake /Performance evaluation

· Updated customer resume (if the program goal is employment)

· Progress Notes (Minimum 1 entry per month)

· Employment verification Information (if applicable)

· Customer attendance sheet (E-timesheets)
· CWEP site Information and Worksite agreement (if applicable)

· Monmouth County reserves the right to modify contracts based on a continuous 
review of job placements, benchmark performance and results obtained through 
the program/contract monitoring process that includes: 

· Agency staff interviews

· Case file reviews

· Customer interviews

· Classroom and training observation

· Curriculum review

· Placement performance reviews

· Statistical/MIS review

· Responsiveness in assuring continuous customer engagement from one activity to the next and utilization of all services available. 

· Contract compliance review. 

· Contracts awarded as a result of this RFP will be monitored based on the content


in the proposals submitted, the common elements/vendor expectations contained 
in this RFP, and the vendor’s fully executed contract.  

· All providers will be required to assess the customer’s ongoing development 
through the completion of periodic progress notes.  Progress notes should 
document the educational and training achievements of customers as well as any 
barriers they may face in achieving their objectives.   Progress notes should be as 
specific as possible without violating confidentiality regarding a person’s specific 
mental state, health and/or living situation.  Progress notes should document 
relevant training issues and customer/staff interactions.  Documentation should 
occur at minimum of once per month and should be placed in customer case files.  

· Providers must complete daily attendance records and forward attendance 
summaries weekly by Monday at noon of the following week.  Attendance for 
TANF and GA/FS customers should be documented and submitted separately to 
the appropriate case manager.  
· Attendance records for TANF customers must utilize the web-based E-
Timesheet system.  

· The Subcontractor will be responsible for providing employers with the 
information regarding tax credits and other hiring incentives that may be made 
available through state resources.  
· All providers must demonstrate and document efforts made to outreach and 
reengage customer to ensure participation and attendance in the activity.  

· Upon completion of the activity, service providers are required to complete and 
share with the case manager a summary of customer’s progress in the program.  
· All CWEP providers are required to maintain open enrollment to ensure 
continuity of customer engagement and participation.  

· All other programs are to be offered on a monthly schedule and include customer 
access to programs on an open basis.  

· All education and occupational training programs must be listed on the New 
Jersey Eligible Training Provider List.  If a vendor is not currently listed as an 
Eligible Training provider, the vendor must submit proof of registration to 
become an eligible training provider through the Department of Education.  A 
letter or e-mail form the Department of Education stating that the application is in 
process for the programs proposed will be accepted for the review of proposals.  
Proposals without this documentation will not be reviewed for funding.  Before 
the start of any approved contract, vendors must secure any required approval 
documentation.  
· All service providers must attend mandated Service Provider Meetings as 
scheduled.  

· Quarterly and /or periodic reviews of services and contracts will be conducted and 
funds may be re-allocated based upon utilization, customer need and satisfaction.  
· Applicants to this RFP are prohibited from subcontracting any of their proposed 
services or placement requirements without prior approval of the contracting 
agency.  

· Applicants to this RFP must have all housekeeping issues, i.e., location, hours, 
staffing, in place at the time of contracting.  

1.7 Amount of Funds Available 

As the date of the release of this RFP, the anticipated amount of funding is not available.  Please note that the amount of funding available will be based upon several factors including the total amount of dollars available, the quality of each response in meeting the criteria of the RFP.   

1.8 RFP Release and Timeline 

The RFP timeline is as follows:
Work First New Jersey RFP released………………………………….………...   April 14, 2009

Mandatory Bidders Conference………………………………………….………   April 23, 2009

Proposal Due date……………………………………………….......10:00 am….May 14, 2009 
Contract Notification (anticipated)…………………………………….…………… June 5, 2009

Anticipated Contract Start date…………………………………………..…………...July 1, 2009

1.9 Bidders Conference and Access to RFP  

A mandatory bidder’s conference for potential applicants will be held on:

Thursday, April 23, 2009 from 10:00 a.m. to 12:00 p.m.
At:
Monmouth County Agricultural Building  
4000 Kozloski Road 

Freehold, New Jersey                        
The Bidder’s conference will provide a general overview of the Employment Directed Activities      and will serve as a forum for potential Bidders to ask questions.  A representative from every agency who potentially plans to respond to this RFP must be in attendance at this mandatory conference.  Technical assistance regarding the submission of the RFP will not be available after this date.  All questions and answers from the Bidders conference will be emailed to each conference attendee.  

The RFP will be available beginning Tuesday, April 14, 2009, from 8:00 a.m. to 4:00 p.m. on regular business days at the office of the Monmouth County Workforce Investment Board (WIB) located at 145 Wyckoff Road, Suite 201, Eatontown, New Jersey.  The RFP will be emailed (in Word Document form) to prospective respondents who request the same by emailing said request to: 
yolanda.taylor@dol.state.nj.us
Please note that the RFP will not be sent via facsimile or by regular mail.  

	2.0  BACKGROUND 




2.1 Monmouth County Workforce Investment Board 

The Monmouth County Workforce Investment Board was established in 1995.  It is a business-led organization whose mission is to facilitate an alliance of the public and private sectors for the purpose of planning, coordinating, and providing policy guidance for certain publicly funded workforce development activities in Monmouth County.  In partnership with the Monmouth County Board of Chosen Freeholders, the Workforce Investment Board's goal is to develop and sustain a unified, labor-market driven workforce development system to serve job seekers and employers in a cost efficient, results-oriented manner.  The Workforce Investment Board, or WIB as it is commonly known, does not actually operate programs, but plans for workforce development activities by analyzing local needs and integrating federal, state, and local resources.

The WIB relies on the expertise of its committees, some of which include non-WIB members, to monitor developments in specific areas and develop recommendations for action.  The WIB's standing committees are Executive, Youth Council, Basic Skills and Literacy, One-Stop Career Centers, Services to People with Disabilities, Scholarship-Fund Raising, Membership, Marketing, and Welfare-to- Careers.

The Monmouth County WIB consists of 36 members, the majority of whom are volunteers from area businesses.  Membership also includes representatives from education, organized labor, employment and training, human services, and community based organizations.  In accordance with the provisions of the federal Workforce Investment Act, which establishes WIBs throughout the United States and provides general guidelines for their operations, all members of the Monmouth County WIB are appointed by the Monmouth County Board of Chosen Freeholders.  The Monmouth County Division of Employment and Training, a County agency that is part of the Monmouth County Department of Economic Development and Tourism, provides professional staffing for the WIB.  For more information go to www.MonmouthWIB.org
	3.0  SCOPE OF SERVICES 



3.1 DESCRIPTION
The County of Monmouth is required to maintain on a monthly basis, at a minimum, the 50% federally mandated program participation rate for recipients of WFNJ-TANF. The participation rate refers to the number of mandatory participants who must be in a countable activity out of all the TANF cases. It does not refer to the percentage of customers that must remain in any individual program on a monthly basis. Applicants that are awarded contracts through this funding will be expected to ensure that customers meet the required hours of participation in their TANF programs and to meet appropriate performance goals. Activities must allow the TANF customer to participate 35 hours per week in order to fulfill the work requirements. 

Twenty hours of work participation must be in a core activity.

	Core Activities – 20 Hours

1. Unsubsidized Employment

2. Subsidized-Private-Sector Employment

3. Subsidized Public-Sector Employment

4. Work Experience

5. On-the Job Training

6. Job Search and Job Readiness

7. Community Service Programs

8. Vocational Education Training
	Non-Core Activities - 15 Hours

1. Job Skills Training Directly Related to Employment

2. Education Directly Related to Employment

3. Satisfactory Attendance at a Secondary School or Course leading toward a GED




PLEASE NOTE:  Because there are differences in the regulations and policies that govern the provision of services to the TANF and GA/ABAWD populations, the information on those services are listed separately in the following parts.  Although the service titles may be the same or similar, it is important that applicants to the RFP understand and provide responses separately and distinctly.  

3.2 TANF CLIENTS - REQUESTED SERVICES AND PROGRAMS 

  
3.2.1    CORE ACTIVITIES – TANF 
A) JOB SEARCH/JOB READINESS:  means the act of seeking and obtaining employment, preparation to seek or obtain employment and includes the provision of life skills training. Job search includes a job readiness assistance component. Job search activities must be supervised and monitored on an ongoing basis no less frequently than daily. Job search activities include making contact with potential employers, whether by telephone, in person or via the Internet, to learn of suitable job openings, applying for vacancies, and interviewing for jobs. 
This program is designed to provide employment-directed activities in which participants must 

remain engaged with the immediate goal of obtaining full-time employment. Job Search activities include four (4) consecutive weeks of classroom training focusing on job seeking and retention skills such as intensive job search, job applications, resume writing, interviewing skills, instruction in workplace expectations (including instruction on appropriate attire and behavior on the job), training in effective job seeking, life skills training and post-interview follow-up. Job search is an appropriate up front activity for job ready customers who have basic workplace skills and experience applicable to the labor market. It will also be used for individuals who successfully learn labor market skills after participating in other work activities. 

Job Search (JS) must be organized, employment-related activities in which participants engage 

with the immediate goal of obtaining full-time employment. Job Search is limited to four 

consecutive weeks or six weeks in total for a 12-month period. Job Search can be group or self-

directed, or a combination of both. Job Search is a stand alone activity that will keep the client 

engaged for a minimum of 35 hours per week/140 hours per month to count for Federal 

participation in an activity. 

Job Readiness Activities (JRA) must be a component of Job Search and must assist Participants in becoming familiar with workplace expectations while developing a client’s positive attitude toward employment to maintain successful employment in the labor market.  Services may include, but are not limited to, life coping skills, parenting skills, money management, stress reduction, dressing for work, interviewing skills, resume writing and time management.
Program Outcomes – (JS) 

Approximately 75% of the enrollment will successfully complete the JS objectives as stated in the Individual Service Strategy (ISS). When deemed appropriate, the JS staff will also perform 

individualized job search assistance to guide the client. This will not be limited to existing job 

opening, but will also include the process of job search development to secure UNSUBSIDIZED 

employment opportunities. 

All JS provider contracts are expected to result in a 20% employment placement rate of the planned level of service. Job placement may be attributed to the job search provider if placement occurs within 30 days of the JS activity. This rate may be subject to change based on adjustments made by the Department of Labor and Workforce Development. 

 State Mandated Placement Rate = 20% 
If a job has not been secured at the end of the four-week period, the job search provider is    expected to recommend to the case management team the next appropriate work activity for         the Participant.  
B.  Community Work Experience Program (CWEP)
CWEP can be a stand alone 35 hour activity (CWEP Monitoring Program) or may be combined with another countable activity such as part-time employment or one of the non-core activities to meet the weekly requirement. 

CWEP consists of work and training for WFNJ recipients on a temporary basis with public agencies, private nonprofit organizations, or private charitable employers.  The activity combines the 20-hour per week CWEP placement which must develop and enhance workplace competency, or paid employment, with a 15-hour per week non core activity.  The customer must be engaged for 35 hours per week altogether.  The applicant will be responsible for providing the non-core activity and for arranging and monitoring the CWEP placement.  In order to improve attendance in these activities, applicants are encouraged to arrange the non core activity on two full days and the CWEP on three full days each week.  Applicants must have documented contact with the CWEP provider, including quarterly visits to the site.  A review of monitoring activities and reports completed by the CWEP provider will be a part of the monitoring of that agency’s contract.  

CLIENT SUPPORT 

· Vendor will conduct face-to face pre-placement interviews with clients. At this time, the client will have the CWEP thoroughly explained to them. They will sign a CWEP Agreement of Cooperation outlining basic generic information including appropriate behavioral responsibilities while on site. 
· Vendor will contact the site(s) for the client to arrange for CWEP placement interviews with the site manager.

· Vendor will collect and review attendance forms and progress reports, providing counseling to the client as needed. 
· Vendor will continually provide job leads to the client. 
· Vendor will meet with the client after job interviews to review job search results. 
· Vendor will collect and review job search forms, counseling the client as needed. 
· Vendor will act as liaison between the client and their MCDSS case manager to ensure uninterrupted client flow (ex. Problems with transportation, childcare, emergency assistance, sanction intervention, etc.). 

Program Time Frame 

The activity will last for six consecutive months and 35 hours per week. Hours are defined as those beginning with the actual start of the activity to the end of the activity.

The CWEP activity is limited to six months for each customer.  However, a customer may enter a second CWEP activity upon conclusion provided that the second CWEP activity is at a different location and demonstrates a progressive work experience for the customer. 

Program Attendance 

Customers will be expected to attend their CWEP on a daily basis. Attendance will be monitored by receipt of a time sheet from the CWEP worksite employers. On a weekly basis, the vendor

must receive time sheets on Fridays from the CWEP site. Time sheets will include dates, number of hours worked and the participant and employers signatures. Customers must attend a least 75% of their required hours and/or make up time missed. The provider agency will log the attendance and forward it on a weekly basis to MCDSS.   Participants will be excused from the CWEP site to attend job interviews. 

 Program Reporting Requirements 

In addition to the LOS report required by the State, the provider agency is expected to report 

the following additional requirements: 

1. Total number of referrals received from Monmouth County Division of Social Services; 

2. Total number of customer no shows; 

3. Number of cumulative completions; 

4. Monthly participation rate of 35 hour per week for TANF; 

5. Total Number of negative cumulative completions; 

6. Total number entered employment; 

7. Total number of cumulative terminations; 

8. Total program enrollments; 

9. Total number of employer contacts; and; 
10. Lists of names for enrollments, completions, terminations and placements. 
C. Vocational Educational Training

Vocational educational training is organized educational programs that are directly related to the preparation of individuals for employment in current or up and coming occupations requiring training other that a baccalaureate or advanced degree.  It is limited to 12 months per lifetime with respect to any individual.  Vocational training can be a stand-alone activity for 35 hours or it can be combined for 20 hours of core and 15 hours of non-core activity.  

3.2.2 NON-CORE ACTIVITIES – TANF - 15 HOURS PER WEEK 

1.
Job Skills Training Directly Related to Employment:
Job skills training directly related to employment will include basic skills for high school graduates including English as a second language, computer and workplace literacy, interest and aptitudes, work values, occupation and transferable skills, personal career portfolio development, and other skill development necessary for the individual to obtain employment.  Customized training geared to a specific occupation.  This activity may count for 15 hours when combined with 20 hours of a core activity.

2.
Education Directly Related to Employment:

Education directly related to employment, in the case of a recipient who has not received a high school diploma or a certificate of high school equivalency means education related to a specific occupation, job, or job offer. Specific occupational skill development can be provided such as GED preparation, Adult Basic Education, English as a Second Language.  This activity may count for 15 hours when combined with 20 hours of a core activity.

3.
Satisfactory attendance at a secondary school or GED program:

Satisfactory school attendance at a secondary school or course of study leading to a certificate of general equivalence in the case of a recipient who has not completed secondary school.  This activity requires regular attendance and satisfactory educational progress documented by the school or GED program.  This activity may count for 15 hours when combined with 20 hours of a core activity.

 3.3 GA/FS CLIENTS - REQUESTED SERVICES & PROGRAMS

The following outlines those Employment Directed Activities, which may be provided to individuals who receive GA and or Food Stamp assistance.  All placements, either subsidized or unsubsidized, must be made in occupations which are considered demand occupations in Monmouth/Ocean Labor Market Area and which have the potential for advancement.  Lists of demand occupations can be found at www.wnjpin.net.
3.3.1
CORE ACTIVITIES – GA/FS
A) JOB READINESS / LIFE SKILLS 

These are employment-related activities with the immediate goal of obtaining full-time employment. Job Readiness / Life Skills is limited to four consecutive weeks per 12-month period. Job Readiness activities are combined with job search to enhance the effectiveness of job search activities for those in need of additional skills development. Job Readiness/Life Skills is a stand-alone activity and provider agency must keep the client engaged for the required 30 hours of participation in the activity. 

Job Readiness/Life Skills activities must assist clients to become familiar with workplace expectations while developing a client’s positive attitude toward employment. The ultimate goal is to prepare the client for long-term successful employment in the labor market. 

Services may include, but are not limited to, life coping skills, financial management, stress reduction, dressing for work, interviewing skills, resume writing and time management. 

The Job Readiness/Life Skills program provider shall take steps to ensure that the participant can 

interpret and complete job application questions and is otherwise able to make proper presentation for employment. The provider will be responsible for reviewing client participation in job readiness/life skills activities and communicate progress to the MCDSS and One-Stop, whichever is the appropriate case management entity. 

If a job has not been secured at the end of the four-week period, the job readiness/life skills provider must recommend to case management the next appropriate work activity. The preferred method of job search is a group activity. 

Required Program Elements 

Job Readiness/Life Skills (JR/LS) must be organized, employment-related activities in which participants engage with the immediate goal of obtaining full-time employment. Job Readiness/Life Skills is limited to four consecutive weeks per 12-month period. Job Readiness Activities (JRA) must assist clients in becoming familiar with work place expectations while developing a client’s positive attitude toward employment to maintain successful employment in the labor market. 

The provider will be responsible for reviewing participation in job readiness/life skills activities and communicate client’s progress to the Division of Social Services (DSS). If a job has not been secured at the end of the four-week period, the job readiness/life skills provider must recommend to case management the next appropriate work activity. The preferred method of job search is a group activity. 

State Mandated Placement Rate = 20% 

B.  Community Work Experience (CWEP) 

CWEP consists of work and training for WFNJ recipients on a temporary basis with public agencies, private nonprofit organizations, or private charitable employers.  The CWEP activity for GA/FS customers has the same program requirements as CWEP for TANF customers.   (See page 10)  The only difference between the two programs is the weekly participation requirement: GA/FS customers must be kept engaged in the activity for 30 hours per week as opposed to 35 hours per week for TANF customers. 

CLIENT SUPPORT 
· Vendor will conduct face-to face pre-placement interviews with clients. At this time, the client will have the CWEP thoroughly explained to them. They will sign a CWEP Agreement of Cooperation outlining basic generic information including appropriate behavioral responsibilities while on site. 

· Vendor will contact the site(s) for the client to arrange for CWEP placement interviews with the site manager. 

· Vendor will collect and review attendance forms and progress reports, providing counseling to the client as needed. 

· Vendor will continually provide job leads to the client. 

· Vendor will meet with the client after job interviews to review job search results. 

· Vendor will collect and review job search forms, counseling the client as needed. 

· Vendor will act as liaison between the client and their MCDSS case manager to ensure uninterrupted client flow (ex. Problems with transportation, childcare, emergency assistance, sanction intervention, etc.). 

Program Time Frame 

The activity will last for six consecutive months and 30 hours per week. Hours of participation are those hours beginning with the actual start of the activity to the end of the activity.

The CWEP activity is limited to six months for each customer.  However, a customer may enter a second CWEP activity upon conclusion provided that the second CWEP activity is at a different location and demonstrates a progressive work experience for the customer. 

Program Attendance 

Participants will be expected to attend their CWEP on a daily basis. Attendance will be monitored by receipt of a time sheet from the CWEP worksite employers. The provider on a weekly basis must receive time sheets on Fridays from the CWEP site. Time sheets will include dates, number of hours worked and the participant and employers signatures. Participants must attend a least 75% of their required hours and/or make up time missed. The provider agency will log the attendance and forward it on a weekly basis to MCDSS.   Participants will be excused from the CWEP site to attend job interviews. 

 Program Reporting Requirements 

In addition to the LOS report required by the State, the provider agency is expected to report 

the following additional requirements: 

1. Total number of referrals received from Monmouth County Division of Social Services; 

2. Total number of customer no shows; 

3. Number of cumulative completions; 

4. Monthly participation rate of 35 hour per week for TANF; 

5. Total Number of negative cumulative completions; 

6. Total number entered employment; 

7. Total number of cumulative terminations; 

8. Total program enrollments; 

9. Total number of employer contacts; and; 
10. Lists of names for enrollments, completions, terminations and placements. 

3.3.2 NON-CORE ACTIVITIES – GA/FS 
1.
Job Skills Training Directly Related to Employment:
Job skills training directly related to employment will include basic skills for high school graduates including English as a Second Language, computer and workplace literacy, interest and aptitudes, work values, occupation and transferable skills, personal career portfolio development, and other skill development necessary for the individual to obtain employment.  Customized training geared to a specific occupation.  This activity may count for 15 hours when combined with 20 hours of a core activity.
2.
Education Directly Related to Employment:

Education directly related to employment, in the case of a recipient who has not received a high school diploma or a certificate of high school equivalency means education related to a specific occupation, job, or job offer. Specific occupational skill development can be provided such as GED preparation, Adult Basic Education, English as a second language.  This activity may count for 15 hours when combined with 20 hours of a core activity.

3.
Satisfactory attendance at a secondary school or GED program:

Satisfactory school attendance at a secondary school or course of study leading to a certificate of general equivalence in the case of a recipient who has not completed secondary school.  This activity requires regular attendance and satisfactory educational progress documented by the school or GED program.  This activity may count for 15 hours when combined with 20 hours of a core activity.

3.4 Support Services:

Post-Employment services may include continuous follow-up with both the Participant and employer.  It is expected that a majority of individuals placed will receive Job Coaching services, which include:

· Job Specific Skills:  Step-by-step explanation, and when necessary, hands-on participation in the actual performance of job duties.

· Scheduling:  Assistance in determining the hours in which the participant will need to complete various personal, family and work related activities in order to meet employer, family, and social needs.

· Team Work:  Instruction on how the participant’s job has impact on other employees and jobs within the employment environment. 

· Attitude:  At a minimum to include candid discussion and assistance in determining proper approach to completion of assigned tasks and aspects of working in less than pleasant conditions and adaptability to changes in the working environment.

· Appearance:  Personal hygiene and appropriate clothing for the employment position.

· Financial Investment:  Determination and explanation of how the job can profitably impact financially on the individual and family.

· Life-long Learning:  The variety of experiences available to the participant to continue to acquire new knowledge while working, as well as opportunities for personal and employment related growth and opportunities.

In addition to the above, for both the TANF and GA/ABAWD populations, a variety of supportive services is expected to be provided to Participants as part of their activities under WFNJ.  These services include, but are not limited to, employment counseling, outreach, employability assessment, day care, transportation including drivers education, non-emergency housing services, health related services and financial counseling.  These services may be provided directly by the Respondent or in cooperation with those organizations, which are identified as a collaborative partner.  All provisions of support services must be managed with the collaboration of the appropriate case management team.  Funding for support services are only considered for approval in cases wherein other resources are not available. 
4.0 PROPOSAL EVALUATION AND APPROVAL PROCESS 

6.0 PROPOSAL PROCESS 

4.1 Evaluation 

Based on the evaluation criteria set forth herein, an evaluation panel of County of Monmouth staff, subject matter experts, and members of the community will evaluate and rank the proposals. Bidders will be notified of the review panel’s recommendations according to the RFP Timeline. (See section 1.8)

Proposals will be evaluated on how well they demonstrate that they meet the criteria and are able to provide the services as described in the Scope of Work. A review panel will score and rank all proposals based upon a rating scale totaling 100 points.
Funding of programs in response to this RFP will be made after the evaluation process has been determined which specific proposals are the most advantageous.  In order to accommodate the changing needs of the Customer population, negotiation of costs and expected performance may take place in accordance with applicable Federal and State regulations governing the funding source(s).

4.2 Compliance Review 

Upon receipt of proposals, staff will review submitted proposals for completeness and technical compliance with the terms and conditions of the RFP. Incomplete proposals or those clearly found to be inconsistent with legal, regulatory, or RFP requirements will be eliminated. 

4.3 Appeals Process & Access to Evaluation Information 

The information below outlines the appeals process and procedure to access evaluation information. 

Valid criteria for an appeal are for a violation of one of the following: 

· The procurement process as outlined by RFP; and/or 

· Federal and/or Monmouth County Division of Employment and Training procurement guidelines. 

An appeal would not be allowed: 

· To contest scores, rating system, or dissatisfaction with the evaluation results unless there is a violation of the process; or 

· By those other than RFP Bidders. 

The appeals process shall consist of the following steps: 

· A written letter of appeal shall be delivered to the Director of Monmouth County Division of Employment and Training;  

· The written appeal shall specify evidence for appeal; 

· The written appeal must be received by Monmouth County Division of Employment and Training within five (5) business days from the date when the RFP recommendation is publicly posted on the County of Monmouth website and/or other means of communication with Bidder; 

· The Monmouth County Division of Employment and Training shall have 72 hours to determine if the criteria for an appeal are met and to respond to a written appeal; 

· A valid appeal would be brought through the same recommendation/governance structure as referenced in the RFP for approval of contract awards and presented along with options to address the appeal as developed by Monmouth County Division of Employment and Training staff; and 

· Final resolution of a valid appeal shall end with the Monmouth County Workforce Investment Board. 

 4.4 Right to Cancel 

The County of Monmouth reserves the right to delay, amend, reissue, or cancel, all or any part of this RFP at any time without prior notice.  County of Monmouth reserves the right to modify the RFP process and timeline as deemed necessary. 

This RFP does not commit the County of Monmouth to accept any proposal, nor is the Workforce Partnership responsible for any costs incurred by the Bidder’s in the preparation of responses to this RFP. 

The County of Monmouth reserves the right to reject any or all proposals, to accept or reject any or all items in the proposal, and to award the contracts in whole or in part as is deemed to be in the best interest of the County of Monmouth.  The County of Monmouth reserves the right to negotiate with any bidder after proposals are reviewed, if such action is deemed to be in the best interest of the County of Monmouth

4.5 Restriction on Disclosure of Proposals 

Confidential Information: Any information deemed confidential or proprietary should be clearly identified by bidder as such. Such confidential information will be protected and treated with confidentiality only to the extent permitted by state law. Information not protectable by state law will be considered a public record. Any data to be returned should be so marked and will be returned if not essential to the proposal or contract record. 

Proposal(s) will be received and maintained consistent with the New Jersey Public Records Act. In general, proposal(s) will be exempt from disclosure until the evaluation and selection process has been completed. 

Bidders should be aware, however, that the County of Monmouth is required by law to make its records available for public inspection and copying, with certain exceptions (see New Jersey Open Public Records Act, at http://www.state.nj.us/opra

4.6 Contract Negotiation/Terms and Litigation Warranty 

The initial term of the contract shall be for a period beginning July 1, 2009 and ending June 30, 2010. 

The County of Monmouth reserves the right to negotiate the final terms of the contract with the successful Bidders. Items that may be negotiated include, but are not limited to, the scope of work, the staff as proposed, the implementation schedule, and final award amount. 

This RFP, any addenda, and the Bidder’s response shall become part of the contract agreement between the County of Monmouth and the bidder. The Bidder shall indicate in its proposal any exceptions in regards to contractual terms and conditions found in attachment, Contract General Provisions, or to any of the contents of this RFP. Contract terms required by the bidder must be included or attached to the bidder’s proposal.

The Administrative Entity is exempt from most Federal, State, and Municipal excise, sales and other taxes.

In case of default by the Respondent, the Administrative Entity may procure the services from other sources and hold the Respondent responsible for any excess costs occasioned thereby in addition to any other damages to the Administrative Entity.

The Respondent, if awarded a contract, agrees to protect, defend hold and save the County of Monmouth and its departments, agencies, boards, subdivisions and all officers, agents and employees thereof, harmless from and against any and all suits, liabilities, claims and demands of any nature or kind, including any attorney’s fees, costs and expenses for or on account thereof, for injury to persons or damage to property resulting in whole or in part from the intentional negligent act or omission of any employee, agent, or representative of the Subcontractor.  

The Respondent shall maintain the following insurance coverage and provide proof of the same upon award of a contract, in a form and with a company satisfactory to the Administrative Entity.

A.
Worker's Compensation and Employer's Liability - Covering all of the Subcontractor's employees engaged in the performance of a contract and in accordance with the requirements of the laws of the State of New Jersey, including a voluntary compensation/all States endorsement.

B.
General Liability – The Subcontractor shall submit to the County, a Certificate of Liability Insurance evidencing a minimum of $1 million per occurrence/ $3 million aggregate insurance coverage and an original endorsement to the policy of insurance showing “The County of Monmouth, its departments, agencies, boards, subdivisions, and all officers, agents and employees thereof” as additional insured.  Any such insurance coverage shall be obtained from a New Jersey Licensed insurer (approved by the County) and be of such type and with such limits of coverage as shall be satisfactory to the County, and shall include, but not necessarily be limited to broad form comprehensive general liability.  If the Subcontractor’s insurance is written on a “claims made” basis, the Subcontractor will continue to carry the same insurance with the same insurer for a period of not less than 36 months following expiration or termination of the contract or the date upon which the Subcontractor last performs services there under, whichever is later.  

C.
Comprehensive Automobile Liability - For bodily injury and property damage with limits of not less that $1,000,000.00 per person or occurrence.  A combined single limit of $1,000,000.00 is acceptable.  Coverage should include hired and non-owned vehicles.

Non-Collusion Affidavit must be completed and included with proposal.

The New Jersey Prevailing Wage Act (P.L. 1963, Chapter 150) and provisions of the State Labor Laws must be complied with by the successful Respondent.

The Respondent, by submitting a proposal, attests to the fact that neither it, its organization, nor any of its sub-contractors are prohibited from receiving the award under N.J.S.A. 34:11-56.38 (regarding State of New Jersey list of debarred Contractors and sub-contractors).

4.7 Contract Conditions 

A.
General/Summary: Contracts awarded as a result of this RFP shall be negotiated by the County of Monmouth pursuant to all rules and regulations governing the Workforce Investment Act of 1998.  The County of Monmouth will negotiate contracts that meet the criteria of the Act and encompass any local rules and regulations relative to the procurement of training.  

The County of Monmouth may refuse to award a contract if a Respondent is unwilling to agree to negotiations or the conditions of the contract as finally drawn.
The Subcontractor will agree to administer its programs in full compliance with the provisions of the Act, Federal and State regulations and instructions issued pursuant to the Act pertaining to the safeguarding of funds. 

The Subcontractor will agree that expenditures of funds will be made pursuant to the provisions of the contract, Federal and State regulations and Department of Labor Instructions.  Subcontractors must agree that they will adhere to the limitations of costs as specified in the Act and State allowable costs instructions and other applicable program instructions.  

The Subcontractor will agree that it will fully comply with all State laws regarding child labor, wages, workplace standards and classroom safety and health and all other applicable State/Federal laws.

The County of Monmouth may impose sanctions and require corrective actions for violations of the Act, Federal Regulations, and State and local laws pertaining to contract terms and conditions.


B. 
Consideration of Payment:

The County of Monmouth will utilize a combination of cost reimbursement and performance-based benchmarks.  Each contract will have two (2) payment components:  50% performance-based and 50% administrative cost reimbursement.  

1) Performance Based:  Under a Performance-Based contract, the contractor will be reimbursed as customers attain certain benchmarks or services including the employment and retention cycle, when appropriate.  The per participant costs can be determined using a line item budget and dividing the total cost of that budget by the number of individuals that will be served.  Although specific Benchmarks will vary and will be established upon the award of contracts, the following Benchmark payments are expected to occur, at a minimum, at the following points of time:

a. Determination that a participant is fully participating in activities for at least one week. 

b. Determination that a participant has been placed in unsubsidized employment.

c. Determination that a participant has retained the job for a specific period of time.

2) Cost Reimbursement:  All costs incurred will be paid at agreed upon intervals based upon cost not to exceed the fixed budget stated in the contract for acceptable services provided to the customers. 

Subcontractors will be responsible for submitting a monthly invoice (voucher) to the Administrative Entity according to the benchmark payment schedule approved in the final contract.  Requests for reimbursement, with certain documentation, may be rendered more frequently than monthly, if agreed upon between the Subcontractor and the Administrative Entity. 
The Administrative Entity shall not be liable for any payment which exceeds the amount authorized for each category as will be provided in the final contract.  The Administrative Entity will not be responsible for any payment, which exceeds the amount authorized for each benchmark or otherwise violates the contract conditions.
C. Availability of Funds:  Funding estimates for Employment Directed Activity Programs pursuant to this RFP for Program Year 2009 (July 1, 2009 - June 30, 2010) are not yet available.  However, in the 2008 Program Year approximately $730,000 was made available to Monmouth County, which serviced approximately 900 unduplicated clients.  The approximate allocation of these funds was $665,000 for the TANF population and $65,000 for the GA population.  The amount of funds and level of service is subject to change based on any allocations being made available by the State of New Jersey or associated Federal offices, as well as negotiation of any final contracts as a result of this RFP.    
D. Record Retention: All Subcontractors will be required to retain all records for a minimum of four (4) calendar years after receipt of any funds under this program or until such time as any questions arising from any audit are finally resolved, whichever is later.
E. Reports:  All Subcontractors will provide any and all reports required under the WIA and regulations, by the Department of Labor, the Governor of the State of New Jersey or her designee, the County of Monmouth, provided that reports requested solely by the County of Monmouth shall be required only as reasonably necessary to carry out their responsibilities under the Act, regulations and government directives hereunder.

F. Accreditation:  All courses for occupational skills training must be accredited and/or approved according to the NJ Department of Labor and Workforce Development requirements.  Certain accreditation granted by the NJ Department of Education, Division of Vocational Education, shall be sufficient for the purposes of this RFP.  The Subcontractor shall be accredited by any other agency or authority as required within the State of New Jersey. 

G. Accessibility:  The Subcontractor shall permit County of Monmouth’s staff and designated agents to have regular, continuing personal contact and communication with participants and subcontractor staff at instructional or service sites in a manner that minimally disrupts the program(s) at these sites.
H. Equitable Distribution: The Subcontractor agrees to provide employment and training opportunities to those who can benefit from, and who are most in need of, such opportunities and shall make efforts satisfactory to the County of Monmouth, to provide equitable services among substantial segments of the eligible population.
I. Liability:  The County of Monmouth assumes no liability with respect to bodily injury, illness, property damage, or any other damage or loss, or with respect to any claims arising out of any activity under this RFP or subsequent contract, whether concerning persons or property in the County of Monmouth or other Subcontractor organizations or any third party.  The Subcontractor shall be responsible for Federal and State funds received through the contract.  The Subcontractor is liable for any misspent funds or disallowed costs.

J.
Financial Systems and Controls: The Subcontractor, in administering programs under the contract, will agree to maintain a financial management/accounting system which, at a minimum will include the control of cash and other resources to ensure that the obligation and expenditure of funds and use of property are in conformance with requirements or conditions of the WIA Administrative Entity and Federal regulations, State regulations, and policies and procedures.  Contracts will ensure:

1) Maintenance of accurate, current and complete financial information to meet the prescribed requirements for financial reporting.

2) Maintenance of an adequate system for internal controls to safeguard cash and properties purchased with WIA contract funds or any other appropriated funds and to check the accuracy and reliability of accounting data.

3) Maintenance of accounting records and documentation to support and identify the expenditure of program funds and insure that such funds can be traced to a level of expenditure adequate to demonstrate that funds have been spent lawfully.  All disbursements are to be documented by evidence of actual purchase of goods and services.

4) Maintenance of controls and procedures to ensure that the opportunities for unauthorized, fraudulent or otherwise irregular acts are minimized.

5) Have an adequate system of authorization, record keeping and transaction coding procedures for all expenditures.  Maintain a system for reporting expenditures, obtaining or reviewing receipts and classifying costs.

6) Ensure that the quality, quantity and prices of goods and services received are in accordance with applicable contracts, or other authorizations by the County of Monmouth and that such authorizations are consistent with applicable laws, regulations, policies and requirements; that all discount allowances and rebates are accounted for and that procedures are in place to obtain the best possible price for items not subject to competitive bid.

K.
Grievance and Hearing Procedures: The Subcontractor shall abide by the Grievance and Hearing Procedures established by the County of Monmouth with which it contracts. 

L. Enrollment & Reporting Procedures - Specific procedures will be dependent upon the requirements of the funding source specific to each contract promulgated in response to this RFP.  At a minimum, such requirements are expected to include the monthly reporting of the number of individuals enrolled into program services including the number of hours of participation of each Participant, the outcomes, or results of participation in activities including any interim individual progress reports, and the overall ability of the service provider in meeting performance goals.  

M. Bonding and Insurance: a) The Subcontractor must ensure that it complies with all applicable State statues and regulations regarding Motor Vehicle Insurance and Workers Compensation Insurance.  The Subcontractor must have a fidelity bond applicable to its officers and employees who have access to, and responsibility for, fund control and disbursements.  The Subcontractor must have provision to provide Worker's Compensation for participants enrolled in program services where there is an employer-employee (participant) relationship such as paid Work Experience.  For Participants enrolled in program services wherein the Participant is not paid a wage or salary, provisions for Workers Compensation will be made by the County Welfare Agency in accordance with Horizon Casualty.  All work sites must sign an agreement for the provision of Horizon Casualty services, which will be administered through the CWA.  There is no cost to the work site for this service.  b) A Certificate of Liability, which names the County of Monmouth as a Certificate Holder, must be presented with each approved contract.  

N.  Political/Sectarian Activities: No activities or services provided as a result of this RFP may involve political activity or may be used to support any religious or anti-religious activity.

O. Conflict of Interest: The Subcontractor will assure that in administering any program contracted as a result of this RFP, it will comply with the standards of conduct for maintaining the integrity of the project and avoid any conflict of interest in its administration.

P. Allowable Costs: The following definitions and information is taken from the Workforce Investment Act Interim Final Rule, published in the Federal Register April 19, 1999.  They are included to give guidance to Subcontractors when assigning proposed costs in program budgets.  The following reflects costs that may be charged to the “Program Costs” category of the budget:

i. Cost (salaries and fringe benefits) of any staff that provide program services directly to participants and, where applicable, the first line supervisors and/or team leaders responsible for those staff.

ii. Specific costs charged to an overhead or indirect cost pool that can be identified directly as a program cost.  Documentation of such charges must be maintained.

iii. The costs of goods or services for the use of or benefit to participants.  These may include commercially available packages or tuition fees and entrance fees of an educational institution, books, instructional materials and other teaching aids used by or for participants;

iv. Minor equipment and materials used in providing services to participants.  All equipment purchases must receive approval from the Administrative Entity and may become the property of the Administrative Entity under certain conditions.

v. Costs of insurance coverage for participants

vi. The following information systems and data entry costs:

· tracking and monitoring participant and  performance information

· employment statistics information, including job listing information, job skills information and demand occupation information

· performance and program cost information

· information relating to supportive services
· continuous improvement activities related to the program.  Documentation of such charges must be maintained. 

The cost of Administration of the Program will not be paid for using WIA funds.  The following depicts what those administrative functions are:

· Accounting, Budgeting, financial and cash management functions;

· Procurement and purchasing;

· Personnel management functions;

· Coordinating the resolution of findings arising from audits, reviews, investigations and incident reports;

· Audit functions;

· General legal services functions; and 

· Developing systems and procedures, including information systems, required for the above administrative functions;

· Oversight and monitoring responsibilities related to administrative functions;

· Costs of goods and services required for administrative functions;

· Travel costs incurred for official business in carrying out administrative activities or overall management.

· Costs of information systems related to administrative functions.

Q.  Annual Audit - The Subcontractor shall have an annual audit performed by an independent certified public accountant in accordance with generally accepted accounting and audit in standards and practices established by the American Institute of Certified Public Accountants and in accordance with all applicable requirements of federal and state law including single audit procedures.  A certified copy of said audit shall be submitted to the County within 6 (six) months following the close of the Subcontractor fiscal year.
	5.0 PROPOSAL SUBMITTAL INSTRUCTIONS AND CONTENT 




5.1 Submittal Instructions 

All responses to this RFP must be received no later than Thursday, May 14, 2009 at 10:00 A.M. EST. Submit one (1) proposal with original signature, along with five (5) copies, of the entire proposal package to: 

Executive Director
Monmouth County Workforce Investment Board 
145 Wyckoff Road, Suite 201 
Eatontown, New Jersey 07724 
Please forward an electronic copy of the entire proposal to yolanda.taylor@dol.state.nj.us.

LATE PROPOSALS WILL NOT BE ACCEPTED UNDER ANY CIRCUMSTANCES. No incomplete, faxed, or strictly e-mailed proposals will be considered. All responses must be received by the deadline at which time all responses will be open and read.  Responses received after this specific date and time will be returned to the sending organizations. 

5.2 Proposal Format and Content 

Bidders shall submit their proposal in the format described below: 

· Font size: 12-point 

· Font style: Times New Roman 

· Line spacing: Single-spaced 

· Margins: At least 1-inch (on sides of document) 

· Pages: Single-sided 

· Page numbering: Centered at the bottom of each page 

· Language: English 

The proposal should clearly demonstrate the Bidder's ability to provide the requested services that meet the needs of the community. The proposal should consist of the following information in this prescribed order: 

6.0 PROPOSAL CONTENT 

Narrative response to the questions in Section 6.0 may not exceed ten (10) single spaced pages. Include question numbers.   

A. Program Summary Sheet – Form B  

Please complete the Program Summary Sheet for each proposed program.  If applicant intends to provide more than one program, please make the appropriate number of copies of the form and submit a separate summary sheet for each program.
B.  APPLICANTS CAPACITY: 

1. Provide the mission, goals and objectives and general purpose of the agency. 

2. Describe the agency’s experience with the target population to be served by the proposed program. Give specific data that demonstrates how the participants have benefited or changed as a result of service. 

3. List any accreditations and licenses that the agency holds that pertain to the funding request. 

4. List formal and proposed cooperative/collaborative agreements with other programs that pertain to the funding request. 

5. Please include a table of organization (Attachment 11). 

6. Identify staffing configuration for the proposed activity.  Include staff job descriptions and qualifications (Attachment 12) 

C.  PROGRAM LOGISTICS & ACCESSIBILITY: 

 1. Provide information on accessibility of service. Include all of the following: 


• Hours and days that service(s) will be available 


• List locations where service(s) will be provided 


• Transportation options (how participants reach your program location) 


• Accommodations for people with disabilities (ADA compliance) 


• Accommodations for bilingual/bicultural participants 


• Accommodations for long-term welfare recipients 

D.  EVIDENCE OF NEED FOR THE PROGRAM: 

1. Describe the need for the program based on your experience or data from existing programs. (Cite sources) 

2. Describe how your program will meet needs not already addressed by existing services in the County. 

E. PROPOSED SERVICE(S): 

Answer this section for every service category for which you are requesting funds. 

1.   Provide a detailed description of the activity the proposed program intends to deliver, including the purpose and goal of the activity. 

2.   Identify the level of service proposed program intends to provide.  What is the minimum/maximum number of customers that can participate effectively in each activity at any given time?  
3.   Describe the screening and/or assessment procedures for determining a customers’ appropriateness for applicants program.  If this is not done directly by the agency, describe how service is coordinated with an outside entity.   

4.   How will proposed program identify, document and communicate customer issues to case management.

5.   Describe how the program structure will introduce new customers to the educational or occupational component and address different educational levels of participants. 

6.   Include a list and description of the curriculum and resources to be used for each activity.  List computer programs, books, videos, and resource materials to be used in the delivery of the educational/occupational component of each activity.  Identify materials, supplies and equipment to be used and indicate the minimum resources necessary to successfully facilitate this program.  
7.   Describe daily activities for customers and how proposed program intends to engage a customer for specified hours per week.  Attach copies of program schedules and curriculums.  

8.   Define the hours and days that the services will be made available, including scheduled closings and provisions for emergencies.  Identify nontraditional hours of operations to accommodate the needs of this population.  

9.   Describe what is required for a customer to successfully complete proposed program.  
10. Provide a description of the customer flow process beginning with the referral from the MCDSS, through activity completion and/or placement. 

11. Describe how proposed program will work with participants who exhibit poor attendance.  What methods will the proposed program employ to ensure a minimum of 80% attendance?  
12.  Describe proposed program’s job readiness and placement activities.  
13.   Describe how proposed program will match customers to an appropriate employment opportunity and achieve a 50% placement rate.  What methods will staff employ to motivate customer towards employment and retention? 

14.  Clearly describe any innovative techniques proposed program will utilize in recruiting, training, placing or supporting participants in activities.  List each technique separately; indicate reasoning for implementing the technique and anticipated outcome. 

15.   Describe how proposed program will serve the unique needs of customers with specific barriers to employment or participation, specifically customers who have little or no documented work history, criminal history, low literacy or other special needs as outlined in applicant proposal.  

16.  Describe methods which will be used to measure customer progress and satisfaction. 

17. Describe how the program will use client satisfaction and participant outcome information to change or improve services. How often will this program evaluation process be conducted? 

18. Describe procedures to be used to insure timely and accurate submission of monthly level of service reports. 

F. BUDGET FORMS  

1. Complete Form B – Budget Forms and Instructions. (Please complete budget summary, budget detail, and a budget narrative.) Budget narrative must be completed on a separate MS Excel document. At least 75% of the proposed budget must be allocated directly to participant wages and other participant costs such as supportive services. 
2. Include a written justification or rationale that explains the need and intended use of each line item contained in the proposed budget plan. Please provide all information that a reviewer would need to understand the necessity of each proposed item, as well as the formulas and assumptions used to arrive at each budgeted amount. 
3. Bidders must disclose the details and amounts of line items that are necessary for the delivery of the service but that have not been included in the budget. For example, if you will be providing office supplies as an in-kind contribution and not charging them in your budget, you need to include that information as well as an estimated cost. 
4. Identify the name and contact information for the staff person who may be contacted for any questions regarding your budget submission. 

Bidders recommended for a contract, will be required to submit supporting documentation for each budget line item during contract negotiation. Applicable support documentation may include: 

· Current lease agreements  

· Personnel policies 

· Approved staff salary ranges 

· An organization chart covering all positions

· Cost allocated against the recommended funds 

· Detailed job descriptions 

NOT COUNTED IN THE NARRATIVE TOTAL PAGES 

G. MEMORANDUM OF UNDERSTANDING (MOU)
Please provide letters of commitment from collaborative stakeholders identified in the narrative. Although representatives from all partners and/or stakeholders may not be identified at the time of this application, Bidders will need to clearly outline the process to engage key stakeholders in the narrative. 

	7.0 ATTACHMENTS AND FORMS 




Attachments are separate documents to this RFP and may be downloaded from the Monmouth County Workforce Investment Board’s website www.MonmouthWIB.org. 
7.1 Attachments – One original of the following: 
· Attachment  1
      Certification Regarding Lobbying 
· Attachment  2       Certification Regarding Debarment, Suspension and Ineligibility from Transactions Involving Federal Assistance Funds 

· Attachment  3
      Non-Collusion Affidavit 

· Attachment  4
      Memorandum of Understanding 

· Attachment  5
      Worksite/Internship Information


· Attachment  6
      Verification of Classification/Legal Status 


· Attachment  7
      Certification as a Training Provider/School


· Attachment  8
      Board of Directors Roster


· Attachment  9
      Statement of Ownership


· Attachment 10
      Organization Schedule/List of site closing dates


· Attachment 11
      Organizational Chart 


· Attachment 12       Staff Job Descriptions/Qualifications For Contracted Positions
· Attachment 13
       New Jersey Business Registration Certificate

· Attachment 14
      Americans with Disabilities Act

· Attachment 15       Equal Employment Opportunity Language


 7.2 Forms – One original and 5 copies of the following: 
· Form A: Proposal Cover and Affirmation Form 

· Form B:  Program Summary Sheet 

· Form C:  Budget Forms and Instructions 

· Form D:  RFP Checklist

It is important that Bidder’s are informed of the federal, local and technical process requirements related to direct service delivery and operational oversight of the Department of Labor funded programs. The Monmouth County Division of Employment and Training will provide technical assistance and training on these processes to all successful Bidders’ and their staff prior to contract execution and on an on-going basis.
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