FORM D

RFP 2010-02
Request for Proposal 2010-02 Employment Services

Narrative Response for Statement of Work

Preparing Your Response

The Kalamazoo-St. Joseph Michigan Works Agency is releasing substantial funds for the delivery of workforce development services that places a premium on a thorough understanding of the integration of a number of complex programs and services.

The MWA is placing high expectations that the entity selected will provide a level of professional services commensurate to the funding allotted and one that has the ability to navigate the layers federal and state policies and regulations, develop innovative strategies that mitigate current adverse economic conditions, and perform at the highest possible levels of performance possible.

Responses prepared in response to this charge should reflect these expectations. 
The Narrative Response for the Statement of Work is to be prepared using this document (Form D). 
· All program bidders must provide the requested information in the order and format requested. 

·  Strict adherence to page specifications is required.

· Each response must clearly address process issues, i.e.: What is proposed; How will it be achieved; When will it be achieved; Where will it be achieved. Failure to respond to any part within the narrative could adversely affect your opportunity for funding. 

· If a response is not appropriate for the type of program you are proposing, type “N/A” or “Not Applicable” for your response and explain why. Failure to respond to any part of this narrative could adversely affect your opportunity for funding.
USE AFFIRMATIVE LANGUAGE “WILL” OR “SHALL” SO THAT PROPOSAL MAY BE EASILY CONVERTED TO CONTRACT FORMAT.
Bidders may find Section 5, “Program Design” of the RFP instructions and Reference # 13,” Helpful Hints” to be  useful tools when preparing this Narrative Response for the Statement of Work.  
NOTE:
When developing responses to these RFP Instructions, the MWA highly encourages bidders to review the appropriate sections of the Employment Services Manual and Trade Assistance (TAA) Manual. These resources provide significant detail of the requirements for the delivery of Employment and TAA Services.

I. EXECUTIVE SUMMARY (Response may not exceed 2 pages.)
Provide a concise, complete summary of your proposal.  The summary should include how you would operate the program and additionally, such things as to why you should be selected and at least three areas on which you intend to focus additional attention.  Bidders should make every effort to be complete and accurate in their summary.

Begin Your Response Here: 
OVERALL PROGRAM DESIGN

The following are a series of opportunities to describe portions of how your program design will operate. 

A. Program Flow Charts (Response may not exceed 2 pages)

Provide two program flowcharts that reflects your program activities from enrollment to termination and through the 12-month follow-up process. One flow chart will show the interaction with employers.  Interaction with job seekers should be shown on a separate chart.
NOTE: The flowchart (decision making tree) should paint a picture of what your proposed delivery system will look like with the details provided in the narrative below. Proposal reviewers will evaluate the narratives using the flow chart as a side-by-side comparison.

Attach Your Program Flow Charts here:
B. Employment Services and Delivery Structure
Business Services Team (Response may not exceed 2 pages).
Describe how your program design embraces and supports the key features of the Kalamazoo/St. Joseph County Business Services Team (BST) concept. 

Begin Your Response here:


Coordination with other programs (Response may not exceed 1 page)

Describe how you will coordinate Employment Services and Trade Adjustment service with other partner programs to ensure that all funding sources are used in a most efficient manner. This includes how other programs will be informed and given access to workshops, how dual-enrollments are achieved, etc.

Begin Your Response here:


Customer Satisfaction and Service Accountability (Response may not exceed 1 page)
Describe your method in measuring, tracking, and monitoring customer satisfaction on a regular, ongoing basis for both employers and job seekers.  Include in your description the system you will be using and how the results are used and shared with staff members. 
Begin Your Response Here:
C. Management of Public Labor Exchange (Response may not exceed 2 pages)
Describe the procedures that will be implemented to ensure that all job seekers & employers are informed of all of the employment services that are available to them at the Service Center and are directed in how these services may be accessed. Describe how you will coordinate with the One-Stop Operator.

       
Begin Your Response Here: 

Accessibility (Response may not exceed 2 pages)
Describe how your program design and services hours assure that all job seekers and employers in Kalamazoo-St. Joseph Michigan Works! area will have equitable access to employment services. Include how you intend to accommodate workers unable to access Michigan Workers Service Center services during normal business hours.  

Begin Your Response Here:
D. Services to Employers 
Job Orders (Response may not exceed 1 page)
Describe the procedures to be implemented that will provide employers access and assist them in registering job orders and obtaining resumes’ from job seekers through the use of the Michigan Talent Bank (MTB).
Begin Your Response Here:
Testing and Referral (Response may not exceed 1 page)
Describe the procedures to be implemented for the provision of occupational testing as may be requested by employers.
Begin Your Response Here:
Veterans Preference (Response may not exceed 1 page)

Describe the procedures to be implemented that will ensure that all job orders are suppressed in the MTB system for a period of 24 clock hours after employer job orders are listed with the system to ensure that qualified veterans have exclusive access to them.  Describe services available to spouses of veterans.
Begin Your Response Here:
Monitoring of Job Orders (Response may not exceed 1 page)
Describe the internal procedures that will be implemented that will ensure that job orders placed on the MTB are within compliance with requirements stated in policy.
E.  Services to Job Seekers 
WIA Core Services (Response may not exceed 1 1/2 page)

Describe the process to be implemented when providing WIA core services.  Include a description of process of assessment of eligibility and referrals to intensive services and/or other workforce development programs.

Begin Your Response Here:

Job Search Workshops (Response may not exceed 2 pages)
Describe the structure of the job search workshops “classroom” instruction including content, schedule, duration of instruction, and staff assigned to provide instruction. Include a sample of what a one-month schedule would look like given your workshop design.

Begin Your Response Here:
Assessment and Testing (Response may not exceed 1 page)
Describe the procedures to be implemented that will determine a need for formal career or occupational assessment and testing that are consistent with those described in the Employment Services Manual.
Begin Your Response Here:
Career Guidance (Response may not exceed 1 page)

Describe the procedures to be implemented that will identify individuals in need of career guidance and, as needed, provide career guidance to individuals seeking employment. 
Begin Your Response Here:

Training Waiver (Response may not exceed 1 page)
Describe the procedures to be implemented for reviewing Training Waiver Requests from UI claimants attending vocational training so that the requirement to seek work may be waived.

Begin Your Response Here:

Service to Veterans (Response may not exceed 1 page)

Describe the procedure that will ensure that services to veterans are achieved in strict accordance with the Employment Services Manual. Include any preferences that are afforded to them.

Begin Your Response Here:

Service to Individuals with Disabilities (Responses may not exceed 1 page)

Describe the procedures to be implemented that will ensure that services to individuals with disabilities are achieved in accordance with the Employment Services Manual and Workforce Development Board Policy.

Begin Your Response Here:

Service to Trade Workers
Reemployment Services (Response may not exceed 1 page)

Describe the procedure to be implemented to assure a full range of re-employment services are provided to workers adversely affected by foreign competition. Include in your description efforts proposed to perform “outreach” to affected businesses and workers upon receipt of a Trade Certification.
Begin Your Response Here:
Training Waivers (Response may not exceed 1 page)
Describe your procedures to ensure that individuals issued training waivers are encouraged to obtain TAA approved training, regardless of fund source, as soon as possible after receiving a waiver. Also, include a description of how you propose to manage training waivers in compliance with continued eligibility and follow-up requirements.
Begin Your Response Here:

Reporting of TAA Activity (Response may not exceed 1 page)

Describe the internal procedures to be implemented to collect and report the items as required on the statewide One-Stop Management Information System (OSMIS).  
Begin Your Response Here:

E. Administrative and Management Requirements (Response may not exceed 2 page)
Describe what internal management procedures will be used to ensure that all of the terms and conditions specified in this statement of work will be addressed. 

       Begin Your Response Here: 

Equal Opportunity and Program Accessibility (Response may not exceed 1 page)
Briefly describe your organization’s practices for ensuring compliance with federal and state Equal Opportunity, Affirmative Action, and Non-Discrimination requirements, including the manner in which they are applied to the hiring, retention, and promotion of staff.
       Begin Your Response Here: 
Staff Development (Response may not exceed 1 page)
Describe the steps that will be taken to ensure that current and new staff are qualified and properly trained in the subject of their assigned tasks. Include how you will ensure that staff are informed of new or revised policies relating to the services described in this proposal.
              Begin Your Response Here: 

Emergency Contingency Plan (Response may not exceed 1 page)
Describe the elements of your agencies emergency contingency plan that would minimize the disruption in customer service whenever an emergency arises that would prevent employment services from being provided at the One-Stop location. (Note: A full Contingency Plan will be required as part of any agreement resulting from this RFP)
Begin Your Response Here:
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