RESPONSE PACKET
 Summer Employment Opportunities for Youth

Proposal Checklist
Proposals with incomplete or missing sections will not be eligible and will not be considered. Please take the time to complete this checklist to make sure that all of the necessary information is included in your proposal packet. 

PROPOSALS ARE DUE Tuesday, February 20, 2018 BEFORE 2:15 pm.

Submissions will be time and date stamped. Proposals delivered after 2:15 pm will not be considered.

Hand deliver in a sealed envelope labeled “Summer Employment Opportunities for Youth”, one original and two copies of proposals to the City Clerk’s Office: Providence City Hall, 25 Dorrance St. Providence, RI, 02903 


Submit an electronic copy of the Response Packet and Budget in original formats (Word, Excel) to awalsh@providenceri.gov
Each copy of the proposal must include the following, in the order listed:
 FORMCHECKBOX 
 Bid Form 1: Bidder's Blank (Page 2 of RFP)
 FORMCHECKBOX 
 Bid Form 2: Certification of Bidder (Page 3 of RFP)
 FORMCHECKBOX 
 MBE/WBE Form: Based on Bidder Category (See forms on: https://www.providenceri.gov/purchasing/minority-women-owned-business-mbewbe-procurement-program/) 
 FORMCHECKBOX 
 Signed Title Page

 FORMCHECKBOX 
 Signed Certifications Page
 FORMCHECKBOX 
 Proposal Cover Sheet
 FORMCHECKBOX 
 Executive Summary

 FORMCHECKBOX 
 Section A: Agency Information 

 FORMCHECKBOX 
 Section B: Program Information
 FORMCHECKBOX 
 Section C: Budget Request Forms – Excel file provided with the RFP for Budget and Budget Narrative 

 FORMCHECKBOX 
 Partnership Agreements (if applicable)

 FORMCHECKBOX 
 Electronic copy – Send an electronic copy of the proposal in MS Word format and the Budget and Budget Narrative in MS Excel format to: awalsh@providenceri.gov 
Signed Title Page
Complete all requested information and include all required signatures

	1.  Agency Organizational Structure:  (Check any that apply)

	
	Non-Profit
	
	Public Sector
	
	Educational Institution

	
	For-Profit
	
	Private Sector
	
	Other  ________________________________


	2.  Agency Fiscal Year End Date:
	


	3.  Name and Title of Agency Administrator:

	Name:
	
	Phone:
	

	 Title:
	
	 FAX:
	

	 Email:
	
	
	

	4.  Proposal Contact Person: 

	Name:
	
	Phone:
	

	 Title:
	
	 FAX:
	

	 Email:
	
	
	

	5.  Name and Title of Person authorized to sign financial invoices:

	Name:
	
	Phone:
	

	 Title:
	
	 FAX:
	

	 Email:
	
	
	

	6.  Agency Fiscal Management Contact Person: (If different from above)

	Name:
	
	Phone:
	

	 Title:
	
	 FAX:
	

	 Email:
	
	
	

	7.  Internal Revenue Service Employer I.D. Number (F.E.I.N.):
	

	8.  Agency's Rhode Island Department of Labor and Training                               

Registration Number  (ten digits) :
	

	
	

	9. Insurance: I understand that if chosen for funding, providers must supply the Office of Economic Opportunity with proof of insurance as part of the contracting process, prior to any programming. Provider’s Insurance shall include, at minimum, an umbrella liability policy of $1,000,000 for property damage and personal injury where the City of Providence is named as additionally insured. 

	10. Payment: Bidder organization agrees to have the financial resources to pay program costs (including youth wages) up front and receive reimbursement after submission of invoices, reports and other required materials. The reimbursement timeline will be finalized during contact negotiation.  


PROPOSAL SUBMITTAL CERTIFICATION

On behalf of the respondent organization, I approve this proposal submittal to the City of Providence Office of Economic Opportunity. 
Signature:  ​​​​​​____________________________________

Date: __________________
Typed Name:  _______________________________________
Title: 
Signed Certifications Page
1.  DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY EXCLUSION CERTIFICATION

Lower Tier Covered Transaction

This certification is required by the regulations implementing Executive Order 12549, Debarment and Suspension, 29 CFR Part 98, Section 98.510, Participant’s Responsibilities.  The regulations were published as Part VII of the May 26, 1988 Federal Register (pages 19160-19211).

1.a.  The Agency attests that neither it, its principals, nor its partners are presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded by any federal department or agency from applying for or receiving federal funds.

2.  NONDISCRIMINATION AND EQUAL OPPORTUNITY COMPLIANCE CERTIFICATION

This certification is required by regulations implementing WIA Section 188, “Nondiscrimination”, and as promulgated in 29 CFR Parts 31 and 32. 

     2.a.  The Agency attests that it:


(1) Shall not exclude any individual from participation in, deny the benefits of, subject to discrimination under, or deny employment in the administration of or in connection with any of its programs/services because of race, color, religion, sex, national origin, age, disability or political affiliation or belief.


(2) Shall not employ participants on the construction, operation, or maintenance of so much of any facility as is used or to be used for sectarian instruction or as a place for religious worship.


(3) Shall not discriminate, with respect to terms and conditions affecting or rights provided to participants in activities supported by funds provided under this Act, against such individuals solely because of their status as such participants.


(4)  Shall ensure that participation in programs and activities financially assisted in whole or in part under this Act shall be open to citizens and nationals of the United States, lawfully admitted permanent resident aliens, lawfully admitted refugees and parolees, and other individuals authorized by the U.S. Attorney General to work in the United States.

3.      AMERICANS WITH DISABILITIES ACT COMPLIANCE CERTIFICATION

3.a.  The Agency attests that it is in compliance with all applicable provisions of the Americans With Disabilities Act (ADA) and shall make any and all reasonable accommodation to provide access and equity of services to disabled persons applying to or enrolled in any program controlled by this contract.

4.      CERTIFICATION REGARDING DRUG-FREE WORKPLACE REQUIREMENTS

  4.a. The Agency attests that it will provide a drug free workplace in accordance with 29 CFR Part 98 by:

(1)Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in the grantee’s workplace and specifying the actions that will be taken against employees for violation of such prohibition.

(2)Establishing an ongoing drug-free awareness program to inform employees about:

(a) The dangers of drug abuse in the workplace;

(b) The grantee’s policy of maintaining a drug-free workplace;

(c) Any available drug counseling, rehabilitation and employee assistance programs; and

(d) The penalties that may be imposed upon employees for drug abuse violations.

5.      CONFLICT OF INTEREST CERTIFICATION

The Agency attests that it and its principals are in compliance with the provisions of the Rhode Island “Conduct of Employee and Code of Ethics Law” (R.I.G.L. 36-14) as well as all applicable federal, state, and municipal ethics guidelines.

6.      LOBBYING

The Agency attests that it and its principals must comply with the restrictions on lobbying which are codified in the Department of Labor Regulations at 29CRF Part 93.

8. BCI

I/WE certify that all staff working directly with youth in programs funded under this grant will obtain a Background Check Information (BCI).

I further understand that my failure to do BCI checks will adversely affect my ability to continue to do business with the State of Rhode Island.

The Agency hereby certifies, by signature of its authorized representative affixed below, to all attestations identified above.
	
	

	SIGNATURE OF AUTHORIZED AGENCY REPRESENTATIVE
	DATE

	
	

	TYPED NAME 
	TITLE


Proposal Cover Sheet

	Applicant Information

	Organization:
	

	Address:
	

	
	

	Primary Contact:
	

	Phone:
	
	
	Email:
	


Please indicate how many youth you plan to serve at each age range, within the model(s) you are applying to operate. Please note you can apply to operate either program model, or both.

	Model 1: Career Exploration through Service Learning       

	
	Number to Serve:      14-15      16-18       20-24    

	Model 2: Work Experience

	
	Number to Serve:      14-15      16-18       20-24    


	Total Youth: 
	     
	Total Cost:
	      
	Cost Per Youth:
	     

	              Planned Start Date:              Planned End Date:      


This proposal includes signed Partnership Agreements (ATTACHMENT A) with the following: 

	

	

	

	

	


EXECUTIVE SUMMARY (Limit one page)
1) Please include a description of your proposed program(s), including target audience served. 
     
2) Which, if any, priority industries does your program expose participants to?
 FORMCHECKBOX 
 Aquaculture  FORMCHECKBOX 
 Defense   FORMCHECKBOX 
 Health Care  FORMCHECKBOX 
 Manufacturing  FORMCHECKBOX 
 Education 
 FORMCHECKBOX 
 Bioscience
   FORMCHECKBOX 
 Design     FORMCHECKBOX 
 Hospitality    FORMCHECKBOX 
 Marine Trades  FORMCHECKBOX 
 Construction
 FORMCHECKBOX 
 Finance & Insurance         FORMCHECKBOX 
 Information Technology            FORMCHECKBOX 
 Sustainability
SECTION A – AGENCY INFORMATION 
1) Agency Experience (Limit one page): Please list 2 projects in which your agency has delivered workforce or related services to the target population.
	Project:     
	Number Planned to Serve:     

	Funding Source:     
	Number Actually Served:      

	Brief Synopsis:     

	What the agency learned from this project: 

     
	How does that inform the proposed project?

     


	Project:     
	Number Planned to Serve:     

	Funding Source:     
	Number Actually Served:      

	Brief Synopsis:     

	What the agency learned from this project: 

     
	How does that inform the proposed project?

     


2) Program & Evaluation (Please bullet concisely)
 In what ways is your agency ready to expeditiously start, manage and follow through on this project? Please detail proposed program schedule, and how pre and post evaluation will be accomplished (include in program schedule). 
     
3) Program Staff
For either model(s) you are applying for, please complete the following chart that describes the staffing for this program and include information regarding skills and abilities described in the Youth Worker Core Competencies in Attachment B. All positions that are included in the budget sections must be included and described in this section.
	Title
	Staff Name
	Reports to
	Responsibilities
	Qualifications

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4) Data and Reporting (Please bullet concisely)
How will you ensure that data and reporting submitted to OEO are on time and accurate? Please detail the data management platform(s) used by your agency, processes/staff in charge of pre and post evaluation and attendance tracking, and past collaboration with OEO.
     
5) Financial & HR Capacity (Please bullet concisely)
How will your agency be able to pay program costs, including youth wages, up front and receive reimbursement upon submission of invoices? Please attach proof of financial capacity. Please detail how your organization will add capacity necessary to process numerous new entries into payroll systems within a short period of time, and processes in place/staff in charge of payroll. 

     
6) Cultural Competence (Please bullet concisely)
How will your program include development of cultural competencies and ensure that participants:
Become aware of their individual world view? 

Develop positive attitudes toward cultural differences? 
Gain knowledge of different cultural practices and world views?
Develop skills for communication and interaction across culture?
     
Planned Number of Enrollments:                
By This Date:      
Accessibility to People with Disabilities:

Title III of the Americans with Disabilities Act of 1990 (ADA) prohibits discrimination on the basis of disability in "places of public accommodation" (businesses and non-profit agencies that serve the public) and "commercial facilities" (other businesses). Program facilities are expected to be accessible to persons with disabilities. Respondents are expected to demonstrate full compliance with all applicable aspects of the Americans with Disabilities Act of 1990 (ADA), as amended and must have a recent accessibility survey completed and on file. Delegate Agencies who are not fully compliant with ADA are required to submit an "accessibility plan" outlining the steps that will be taken to become both programmatically and physically accessible and the planned implementation dates. This accessibility plan must meet the criteria set forth in the ADA. 

For a full copy of the Americans with Disabilities Act, please visit: http://www.usdoj.gov/crt/ada/adahom1.htm

For the ADA Title III Technical Assistance Manual please visit: http://www.usdoj.gov/crt/ada/taman3.html
Where will your proposed program take place? 
Is this space accessible in accordance with ADA?    FORMCHECKBOX 
YES     FORMCHECKBOX 
 NO   
If no, describe your plans for accommodations:
SECTION B: PROGRAM
As stated in the RFP, there are two program models that you may apply to operate. You may apply to operate Model 1, Model 2, or both models. Please check which program(s) you intend to apply for and respond to the relevant questions below. If you are applying to operate both program models, please check both boxes and respond to all questions below. 
 FORMCHECKBOX 
 Model 1: Career Exploration through Service Learning 

 FORMCHECKBOX 
 Model 2: Work Experience

Model 1: Career Exploration through Service Learning
	PROGRAM QUESTIONS


	1) How will you recruit youth for this program? Please detail timeline and methods for outreach, organizational language capacity, etc. Attach outreach materials from past or similar programs if available. 


	2) What are your criteria for accepting youth into this program? What if any staff training and supports to youth does your organization provide for English Language Learners, students with disabilities, etc.?


	3) What is your strategy to keep youth engaged through the end of the program? Please detail specific policies/procedures for case management, family outreach, incentives, behavior management, etc. Please detail retention numbers from similar programs if available.


	4) What is your strategy to ensure that all youth participate in group activities and contribute to the project? 



	5) What careers will you expose participants to in this program?


	THE SERVICE LEARNING PROJECT

	1) Issue: What is the real world issue to be addressed by the program? 
 FORMCHECKBOX 
 a) We have consulted with youth and chosen this issue for Summer 2018.

Please describe how you consulted with youth. 

 FORMCHECKBOX 
 b) Choosing an issue to work on is part of the program design and will be done in the first week of the program. Please describe how youth will contribute to program design.

	2) Research and Development: Describe the process youth will follow to research and develop the service project they will deliver.  


	3) Service: How will youth have a role in determining the intended service of the project? How will this be documented? Are you utilizing the Youth Saving the World toolkit referenced in the RFP? If not, which curriculum for service learning are you using?


	4) Reflection and Monitoring: How will you provide opportunities for youth to reflect on their activities, monitor their progress and revise plans?


	5) Learning Goals: How will you build the practice of the 21st Century skills into the project?


21st Century Skills to be addressed: 
	
	What activities will develop these skills?
	How will you measure skills gains?

	Communication 
	
	

	Engagement in Learning
	
	

	Critical Thinking
	
	

	Perseverance
	
	

	Teamwork
	
	


Model 2: Work Placement
	PROGRAM QUESTIONS


	1) How will you recruit youth for this program? Please detail timeline and methods for outreach, organizational language capacity, etc. Attach outreach materials from past or similar programs if available. 


	2) What are your criteria for accepting youth into this program?  What if any staff training and supports to youth does your organization provide for English Language Learners, students with disabilities, etc.?


	3) What is your strategy to keep youth engaged through the end of the program? Please detail specific policies/procedures for case management, family outreach, incentives, behavior management, etc. Please detail retention numbers from similar programs if available.


	4) What is your strategy to ensure that all youth participate in group activities and contribute to the project? 



	5) What careers will you expose participants to in this program?


	WORK PLACEMENT


	1) What characteristics are you looking for in employers for placement sites?


  2) Employers Recruited as of application date: 

	Employer
	Career Sector

	
	

	
	


	3) Reflection and Monitoring: How will you provide opportunities for youth to reflect on their activities, monitor their progress and revise plans?


	4) Learning Goals: How will you build the practice of the 21st Century skills into the project?


21st Century Skills to be addressed: 

	
	What activities will develop these skills?
	How will you measure skills gains?

	Communication 
	
	

	Engagement in Learning
	
	

	Critical Thinking
	
	

	Perseverance
	
	

	Teamwork
	
	


5) Applicants are encouraged to include additional trainings that include the attainment of industry-recognized certificates from existing, credible training sources (e.g. OSHA trainings, Customer Service, ServeSafe, Certified Nursing Assistant Training and Lifeguard Certification). This can be accomplished through Partner Agreements and must be included with the proposal and budget if there are costs to the training. Please detail any industry-certified certificates that youth will receive through their participation:
	Certificate Name  
	Conferred By
	Skills Gained for Certificate

	
	
	

	
	
	

	
	
	


SECTION C: BUDGET REQUEST and BUDGET NARRATIVE INSTRUCTIONS
1) Requirements

Applications must include the budget format in the Excel file titled “2018 Summer Employment Opportunities for Youth Budget” released with this RFP and posted on the web. No other format will be accepted. Detailed instructions are included in the first tab of the Excel file.
All costs associated with proposed programs should be reasonable, allocable and necessary to the effective operation of the program.  It is expected that programs will leverage resources in order to meet described outcomes. Funding available through this procurement process is for services not currently being funded through other federal or non-federal funds. Supporting documentation may be requested for specific line item requests. 
ATTACHMENT A: 
 SUMMER PROGRAM PARTNERSHIP AGREEMENT 

The following Partnership Agreement is a collaborative effort to prevent duplication and ensure the effective and efficient delivery of youth services in Mayor Elorza’s One Providence for Youth program. This Partnership Agreement is entered into between the parties identified below:

	Applicant Agency 

(Contractor)
	
	Partner Agency

	
	
	

	
	
	

	
	
	


I. PURPOSE: to coordinate resources, prevent duplication and enhance youth services in Summer 2018.

II. DURATION: will commence on ____ day of ____________, 20__ and remain in effect until the __________ day of _____________, 20__  or until the Agreement is cancelled according to terms in Section VI.

III. PROGRAM GOALS FOR YOUTH: 

· Integrate youth development principles into project-based service learning and/or work-based experiences for young people  

· Employ youth to lead and participate in projects that demonstrate a clearly articulated community and/or social benefit 

· Include meaningful opportunities for youth leadership and reflection on the personal and social impact of their work

IV. RESPONSIBILITIES OF AGENCIES TO THIS AGREEMENT

In consideration of the mutual intent the Partner agrees to deliver the following:


List the services to be provided by the partner, the cost and identify source of funds. 

	Services/Activities Provided by Partner
	Cost 
	To be paid by this grant?
	To be paid by other 

Source?
	If other source of funding, please name.

	
	
	Yes 

No 
	Yes 

No
	

	
	
	Yes 

No 
	Yes 

No
	

	
	
	Yes 

No 
	Yes 

No
	

	
	
	Yes 

No 
	Yes 

No
	


V. GENERAL PROVISIONS

The Contractor must ensure that the Partner to this Agreement complies with the applicable General Provisions issued by the Local Workforce Investment Board.    If City funds are used to support the delivery of Partner services, the Contractor must ensure the integrity of those funds. 

VI. AMENDMENT OR CANCELLATION OF AGREEMENT

The Agreement may be modified at any time with mutual agreement of the Contractor and Partner.  Any such modification(s) will be preceded by written notice to the Office of Economic Opportunity of the intent to modify and the purpose for such modification. 

The Contractor and Partner may terminate their participation in the Agreement by giving 

calendar days written notice of intent to terminate.  Termination does not alter the programmatic and financial obligations through the date of termination by either party. 

VII. CERTIFICATION

This Agreement is hereby entered into between the designated Contractor and Partner and validated by the signatures affixed below.

	APPROVED FOR THE CONTRACTOR
	APPROVED FOR THE PARTNER

	
	

	Authorized Signature                                                   Date


	Authorized Signature                                                   Date


	Typed Name                                                           Title
	Typed Name                                                         Title


ATTACHMENT B: YOUTH DEVELOPMENT WORKER CORE COMPETENCIES (Required for provider staff) 

From the National Collaboration for Youth

The following core competencies are the knowledge, skills and personal attributes needed by entry-level youth development workers to support the critical features of positive youth development settings.  Youth Development core competencies are the “demonstrated capacities” that form a foundation for high-quality performance in the workplace, contribute to the mission of the organization and allow a youth development worker to be a resource to youth, organizations and communities. 

1. Understands and applies basic child and adolescent development principles.
· Understands ages and stages of child development.

· Applies fundamentals of positive youth development.

· Takes into consideration trends and issues that affect children and youth.


2. Communicates and develops positive relationships with youth.

· Listens, in a non-judgmental way.

· Uses the language of respect.

· Exhibits concern for the well-being of others and interest in the feelings and experiences of others.


3. Adapts, facilitates and evaluates age appropriate activities with and for the group.

· Relates to and engages the group.

· Initiates, sustains and nurtures group interactions and relationships through completion of an ongoing project or activity.

· Teaches and models effective problem solving and conflict negotiation.  

· Guides group behavior in an age-appropriate manner.


4. Respects and honors cultural and human diversity.

· Exhibits an awareness of commonalities and differences (such as gender, race, age, culture, ethnicity, class, religion, disability) among youth of diverse backgrounds and shows respect for those of different talents, abilities, sexual orientation and faith.

· Builds on diversity among and between individuals to strengthen the program community, and the community at large.

· Serves as a role model for the principles of inclusion and tolerance.


5. Involves and empowers youth.

· Actively consults and involves youth to encourage youth to contribute to programs and to the communities in which they live.

· Organizes and facilitates youth leadership development activities. 

6. Identifies potential risk factors (in a program environment) and takes measures to reduce those risks.

· Identifies basic risk and protective factors in youth development.

· Designs and monitors emotionally and physically safe program environments interactions and activities for youth and intervenes when safety demands it.

· Identifies potential issues (and possible signs and symptoms) with youth that require intervention or referral (e.g., suicidal tendencies, substance abuse, child abuse, violent tendencies, eating disorders, obesity, and sexually transmitted diseases.)


7. Cares for, involves and works with families and community.

· Understands and cares about youth and their families.

· Actively engages family members in program and community initiatives.

· Understands the greater community context in which youth and families live.

· Communicates effectively with youth and their families – one-to-one communications as well as in group settings.


8. Works as part of a team and shows professionalism.

· Articulates a personal “vision” of youth development work (to co-workers, volunteers, and participants) and expresses current and potential contributions to that vision.

· Adheres to ethical conduct and professionalism at all times (confidentiality, honoring appropriate boundaries).

· Is accountable, through work in teams and independently by accepting and delegating responsibility.

· Displays commitment to the mission of the agency.

9. Demonstrates the attributes and qualities of a positive role model.

· Acts in a timely, appropriate and responsible manner.

· Demonstrates and teaches positive values like caring, honesty, respect, and responsibility.

· Incorporates wellness practices into personal lifestyle.

· Practices stress management and stress reduction.


10. Interacts with and relates to youth in ways that support asset building.

· Challenges and develops values and attitudes of youth in a supportive manner.

· Designs program activities, structure and collaborations that show evidence of asset building.
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