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Request for Qualifications

San Francisco CARES

San Francisco Comprehensive Approaches to Raising Educational Standards
Availability of Funds from the 

Department of Children, Youth and Their Families

First 5 San Francisco
May 18, 2005

Request for Qualifications 
SF CARES
	Contract Amount:
	$3,974,778 in Year One; Renewable for Two Additional Years

	Contract Period:
	One year; Renewable for Two Additional Years 

	Non-Mandatory Bidders Conference
	Location:

First 5 San Francisco

1390 Market St., Ste. 318
San Francisco, CA

Time: 3:30 p.m.
May 31, 2005

	Proposal Due Date:
	June 10, 2005

	Contact Person:  Greg Rojas – (415) 554-8962


Introduction

The San Francisco Department of Children, Youth and Families (DCYF) and First 5 San Francisco (First 5) – the Departments – are jointly committed to ensuring that all children ages 0 - 5 have access to affordable, high quality child care.  In order to reach this goal, the Departments announce $ 3,974,778 in FY 2005/2006 available through this Request for Qualifications.

The closing date for the submission of applications is 5:00 p.m. SHARP on June 10, 2005.  All applications received after 5:00 p.m. will be considered late and will not be accepted.  No electronic or faxed submissions will be accepted. 
Hand-deliver one (1) original and ten (10) copies of the application to:
Department of Children, Youth and Their Families (DCYF) 

1390 Market Street, Suite 900

San Francisco, CA 94102

	ESTIMATED TIMELINE 

	RFQ Issued
	May 18, 2005

	Bidders’ Conference 
	May 31, 2005, 3:30 p.m.

	Proposals Due 
	June 10, 2005, 5:00 p.m.

	Tentative Award Letters Mailed
	June 22, 2005 (estimated)

	Contract Negotiation Period
	June 22 – June 30, 2005

	Contract Begins 
	July 1, 2005

	First Year of Contract Ends
	June 30, 2006


Minimum Eligibility Requirements

All applicants must meet the following requirements:

· Applicant must be a community-based organization that is nonprofit and tax-exempt under Section 501(c)(3) of the Internal Revenue Code, or a part of the San Francisco Unified School District, City College of San Francisco, or San Francisco State University.
· Program must be located in San Francisco and services must be provided to residents of the City and County of San Francisco.

· If awarded a grant, the organization must be certified as a city-approved vendor and compliant with the city’s insurance requirements by July 15, 2005 or the Agencies reserve the right to revoke the grant award.

· Applicant must follow all guidelines (formatting, page limitations, required attachments, etc.) detailed in the Proposal Content and Instructions section of this Solicitation.

Other Requirements

Below is a partial list of significant requirements that will be part of each funded organization’s contract.

1. Organization must be a city-approved vendor.

2. Organization must comply with the monitoring and evaluation requirements of the funding agencies.  These requirements will be detailed in the contracting process, but include, at minimum, quarterly program reporting via an on-line system and participation in evaluation activities.

3. Organization must have current insurance coverage (workers compensation, general liability, fidelity and automobile, if applicable).

4. Organization must comply with the criminal screening requirement set forth below.

5. Organization must prepare monthly online invoices through the Contract Management System for reimbursement of actual expenses.

6. Organization must be available two times per year for fiscal site visits.

7. Organization must be available at least two times per year for a program site visit.

8. Appropriate organization staff members must attend all mandatory meetings.

Organizations that are not yet city-approved vendors should begin the certification process as soon as possible, in order to ensure that they are able to meet this requirement if awarded a grant.  The city’s Office of Contract Administration offers all of the necessary forms on their website, which can be found at www.sfgov.org/oca/purchasing/forms.htm.  Subcontractors are not required to be city-approved vendors; only the lead organization must be.

The city and county of San Francisco require all agencies receiving grant funding to comply with a number of regulatory and legal requirements.  Some of these requirements are described below.

Criminal Screening Requirement

The City and County of San Francisco requires that all organizations and subcontractors comply with California Penal Code section 11105.3 and request from the Department of Justice records of all convictions or any arrest pending adjudication involving the offenses specified in Welfare and Institution Code section 15660(a) for any person who applies for employment or a volunteer position with the organization, or any subcontractor, in which the individual would have supervisory or disciplinary power over a minor under his or her care.  

If the organization, or any subcontractor, is providing services at a City park, playground, recreational center or beach (separately and collectively known as "Recreational Site"), the organization shall not hire, and shall prevent its subcontractors from hiring, any person for employment or a volunteer position if that person has been convicted of any offense that was listed in former Penal Code section 11105.3 (h)(1) or 11105.3(h)(3).  

If the organization, or any of its subcontractors, hires an employee or volunteer to provide services to minors at any location other than a Recreational Site, and that employee or volunteer has been convicted of an offense specified in Penal Code section 11105.3(c), then the organization or its subcontractor must comply with that section and provide written notice to the parents or guardians of any minor who will be supervised or disciplined by the employee or volunteer not less than ten (10) days prior to the day the employee or volunteer begins his or her duties or tasks.  The organization shall provide, or make its subcontractors provide, DCYF with a copy of any such notice at the same time that it provides notice to any parent or guardian.

The organization must expressly require all of its subcontractors with supervisory or disciplinary power over a minor to comply with this requirement as a condition of its contract with the subcontractor.

Other requirements of agencies receiving grant funds include:

· The contractor must comply with the Domestic Partners or Equal Benefits Ordinance.  For further information regarding compliance, respondents are encouraged to consult the Human Rights Commission at (415) 252-2500.

· The contractor must comply with the first source hiring program including developing agreements with the city to consider hiring economically disadvantaged individuals for entry-level positions.

· The contractor must comply with the Sunshine Ordinance.  In accordance with San Francisco Administrative Code section 67.24(e), contracts, contractors' bids, responses to requests for proposals and all other records of communications between City and persons or firms seeking contracts, shall be open to inspection immediately after a contract has been awarded.  Nothing in this provision requires the disclosure of a private person's or organizations net worth or other proprietary financial data submitted for qualification for a contract or other benefit until and unless that person or organization is awarded the contract or benefit.  Information provided which is covered by this paragraph will be made available to the public upon request.

· The contractor must comply with the amendment to the Sunshine Ordinance that will affect non-profits with at least $250,000 in city funding and at least one applicable contract.  The ordinance will require the non-profit to hold at least 2 open board meetings, to allow public access to financial records, and to promote community representation on their Board of Directors or equivalent, and to describe in their RFP response all complaints regarding compliance to this ordinance in the last two years and the resolutions of these complaints.

Reservations of Rights by the Funding Agencies 

· Issuance of this RFQ/RFP does not constitute a commitment by the Funding Agencies to award a contract.  The Funding Agencies reserve the right to reject any or all proposals received in response to this RFQ/RFP, or to cancel this RFQ/RFP if it is in the best interest of the funding agencies to do so.

· Actual award of funding is dependent on a successful grant negotiation.  If a grant agreement cannot be completed within a reasonable time frame, determined by the Funding Agencies, the Funding Agencies may terminate negotiations and pursue an agreement with a different partner.

· Applicants submitting a proposal agree that by submitting a proposal they authorize the Funding Agencies to verify any or all information given in the proposal.

· The award of a grant by the Funding Agencies to an organization which proposes to use subcontractors for the performance of work under the contract resulting from this RFQ/RFP should not be interpreted to limit the Funding Agencies’ right to approve subcontractors.

· The Funding Agencies reserve the right, after grant award, to amend the resulting contract as needed throughout the term of the contract to best meet the needs of all parties.

· The applicant will comply with all requirements of the City and County of San Francisco and the Funding Agencies.

Purpose of the RFQ

The purpose of this RFQ is to identify community resources to administer San Francisco CARES.  San Francisco CARES is designed to increase workforce quality and stability, with the ultimate goal of raising the quality of early care and education (ECE) settings. SF CARES aims to increase retention among early childhood professionals and to promote workforce stability within the ECE community. SF CARES was put in place to respond to the mismatch between the social need for high quality education for children and the social investment made in those working in the child development field. Given that our children's experiences in these early years are such important predictors of positive outcomes over a lifetime, the child development professionals teaching and interacting with our children deserve recognition and respect as well as encouragement to pursue education and training to teach young children.
With this project the Departments seeks to achieve the following objectives:

· Providers receive incentives and resources for professional development

· Providers stay in the field and move up the career ladder.
· San Francisco’s system of professional development for early care providers is coordinated .
Funding

Total funding for the CARES project in the 2005/2006 fiscal year is expected to be up to $3,974,778.  Total funding at this level is contingent upon availability of funds from a successful application of the Request for Funding to California First 5 and other funding sources.  Funding for Years Two and Three will be contingent upon availability of funds from all four funding sources.

The Departments reserve the right to negotiate the terms and conditions of the award, including the amount of funding. The initial contract period will be twelve months from the date of award – July 1, 2005. These funds may not supplant existing federal, state, or local revenue sources.  Funds should be used to fund service expansions or enhancements.

Second and third year non-competitive grants will be made upon negotiation of revised budgets and work plans.

Preferred Qualifications
1. Experience managing a Compensation and Retention Initiative, or participation as a collaborative partner in an existing Compensation and Retention Initiative.

2. Demonstrated ability to form productive, working relationships with licensed family and center based child care providers.  

3. Experience providing technical assistance to licensed providers.

4. Knowledge of best practices in ECE.
5. Experience with large-scale programs requiring the disbursement of payments to providers and developing and implementing systems for tracking such payments.

6. Commitment to working with all other work force technical assistance and professional development programs and initiatives funded by the Funding Agencies through the current solicitation.

Proposal Submission Instructions
To apply for funds, you must hand-deliver one (1) original and ten (10) copies of your proposal to First 5 San Francisco’s office at 1390 Market Street, Ste. 900, San Francisco, CA - by 5:00 p.m. on June 10, 2005.  Any proposal that is late, fails to meet the minimum eligibility requirements or fails to follow submission instructions WILL NOT be considered for funding.  

Proposal Format

All proposals must:

· Be typed, with a minimum of one-inch margins on each page;

· Use no less than 12-point font;

· Be double spaced;

· Have the page number and program name listed at the bottom of each page; and

· Be within the stated page limits for each section.

Copying

Original proposals must be printed only on one side of the paper, while all ten copies must be printed on both sides of the paper. 

Proposal Components and Instructions for Each Page:

All proposals must include the following components in this order:

1. Cover Sheet - Form A:  Fill in all boxes.  Not to exceed one (1) page.

2. Check List - Form B:  All applicants must check off each item listed and submit this form with their application.  Not to exceed one (1) page.

3. Program Narrative - Form C:  Provide all requested information in a narrative format.  See Form C for section page limits.

4. Budget - Form E:  Complete the Budget Summary and Budget Detail spreadsheets by using the instructions provided for Form E.  

5. Budget Narrative - Form F:  Respond to all questions.  Not to exceed four (4) pages.

6. Attachments:  All requested attachments are related to the lead organization.  You need only provide one copy of each requested attachment as part of the original application.  

a. IRS determination letter of 501(c)(3) status

b. Most recently filed Form 990 tax return with attachments (Schedule A)

c. Most recently financial statement (audited, if available)

Review Process and Timeline
A proposal review panel, consisting of individuals appointed by the Funding Agencies with expertise in early care and education areas, will review all completed applications that meet the minimum eligibility requirements. Members of the proposal review panel will evaluate and score each proposal, and make a funding recommendation to the funding agencies.  DCYF and First 5 will then make the final selection and conduct contract negotiations with the highest-scoring proposal team.  

All proposals will be scored on the following requirements:

· Completion of all required forms and the information requested in the Program Narrative (Form C).

· Quality of program design.

· Demonstration of experience and resources likely to facilitate project success.

· Reasonable budget.

APPEAL PROCESS:  The decision of the Departments is final, and there is no appeal process.

FORM A –COVERSHEET

RFQ – SF CARES
DCYF and First 5 San Francisco

FY 2005-2006

Complete the Proposal Cover Sheet
This will serve as the front cover of your proposal.
An official authorized to bind the entity must sign it.

	Name of Agency/Organization

	Program Contact/Title
	Telephone Number

	Alternate Contact/Title
	Telephone Number

	Agency Address
	FAX Number

	Amount of Grant Application Request
	$

	Name of Agency Director
	

	Signature of Agency Director
	

	Name of the President of the Board of Directors
	

	Signature of President of the Board of Directors
	


Application Deadline:
June 10, 2005, 5:00 p.m.

At

Department of Children, Youth and Their Families

1390 Market Street, Ste. 900

San Francisco, CA 94102

FORM B – CHECK LIST – RFQ – SF CARES
Submit one (1) original and ten (10) copies of the following:

FORMS

______
Form A: Cover Sheet

______
Form B: Check List

______
Form C: Program Narrative 

______ 
Form E: Budget

______  Form F: Budget Narrative

ATTACHMENTS

All requested attachments are related to the lead organization.  You need only provide one copy of each requested attachment as part of the original application, not the ten (10) additional copies required for all other forms.  

________  IRS determination letter of 501(c)(3) status

________  Most recently filed Form 990 tax return with attachments (Schedule A) 

________  Most recent financial statement (audited, if available)

Do not include any materials or attachments other than those listed above.  Additional materials will be discarded, and they will not be provided to the proposal review panel.
	FORM C – PROGRAM NARRATIVE


Instructions: Please provide the following information in narrative format.  Your response will be read and scored by outside reviewers, so please be clear and concise in your answers. In order to make your proposal easier to read and score, your narrative should follow the structure outlined on the following pages, and each section should include the titles listed below.  Be sure to stay within the page limits listed for each section.  
Brief Organizational Summary (2 page limit)

Please provide a brief summary of the lead organization’s mission, history and scope of services, including the following information:
· Mission statement.
· Total organization budget, with a description of the revenue sources (e.g. 5% government, 10% individuals, etc.). 
· Description of how the specific program seeking funding fits into the organization’s larger mission, activities and how it serves the organization’s overall goals and objectives.
Experience (8 page limit)

Please provide detailed information about your organization’s past experience and achievements be sure to address the qualifications identified in the RFQ.  

· Describe agency and staff experience in designing, implementing, and administering activities similar to those requested in this RFQ.
· Describe the specific existing experience, staff, organizational resources, and previously developed or ongoing activities that will be dedicated or leveraged to support the activities requested in this RFQ.

Program Design (8-page limit)

Describe the proposed design of SF CARES for FY 2005/2006, including roles and responsibilities of collaborative partners. Specifically, outline the design following the guidelines of the recently issued First 5 CA Request for Funding.  The complete text of this RFF is available at the First 5 California website – http://www.ccfc.ca.gov/PDF/RFP/RFF%204th%20Rnd%20FIN.pdf – in the Funding Information and RFP section.  Please refer to the questions on pages 25-28 of the State RFF.  You do not need to respond to each question fully for this RFQ.  However, please summarize your approach to this new RFF, the changes required in program design of the current SF CARES program in order to meet the new requirements of new First 5 CA RFF, and the proposed process for adding new components to the existing SF CARES.
Collaborative Partners (3-page limit)
Describe the qualifications of collaborative partners (including subcontractors) as they relate to their role in the project.  Describe any past or current experience working together as collaborative partners.  Describe the process to be used to manage the collaborative process.  Note: All subcontracts which will be included in the project (if funded) must be detailed in this section.

Competitive Advantage (3 page limit)

Describe how and why the characteristics described in the Experience section presumptively and uniquely qualify this application to provide the requested activities.

FORM E – BUDGET INSTRUCTIONS and BUDGET REQUEST FORM

This form should reflect the program’s projected costs for the period of 7/1/05 to 6/30/06.  Please provide the amount being requested from the funding agencies in the amount requested column.  If there is other funding being leveraged for a budget line, report that amount in the “Funding from other Sources – Cash” column.  If there are other resources being leveraged for a budget line, report the value of those resources in the “Funding from other Sources – In-Kind” column.  Provide a total of the resources committed to the project in the “Total” column.

This contract will be cost-reimbursable, meaning it is based on actual expenditures.  Grantees are required to maintain documentation of all program expenses billed to the activities funded through this RFQ, and you will be asked to produce receipts, cancelled checks and supporting documents during the fiscal site visit.

A. Personnel. Administration and Indirect Cost of SF CARES Program
The total personnel, administrative and indirect costs must not exceed 15% of the total SF CARES budget.

Personnel and Administrative Costs:

List the position titles, percentage full-time equivalent (FTE) for the entire program personnel and administration staff, and the hourly pay rate for all staff members.  Listing the hourly pay rate is particularly important because all funded programs should be in compliance with San Francisco’s Minimum Compensation Ordinance.  The text of the Minimum Compensation Ordinance can be found online at http://www.sfgov.org/oca/lwlh.htm.  

Indirect Costs:

Allowed prorated indirect costs include audit, insurance, bookkeepers, accounting services, payroll, the executive director’s salary and other administrative support salaries.  In addition, this category includes the prorated cost of administrative postage, rent, equipment lease, utilities, pagers, phone bills, cellular phone bills, janitorial services, insurance, Internet lines, etc.

B.  Fringe Benefits/Taxes:  While you are not required to show calculations for fringe benefits and taxes related to each employee on the budget form, you are required to show these calculations as part of the budget narrative.  

C.  Professionals/Consultants:  This category should include payments made to individuals who provide special services in order to help you operate your program, but who are not employees, such as consultants, trainers or evaluators.  Outside consultants that are paid to provide staff development services should also be included here.  Please follow the instructions provided on Form F for this section and show all calculations.

D.  Subcontractors:  This refers to subcontractors who provide services to your target population to help enhance your program. Subcontractors are usually other nonprofit, community-based organizations.  The total listed here should only reflect the subcontractor’s program expenses; the subcontractor’s administrative expenses should be listed on a separate line in the Administrative Expenses portion of the budget spreadsheet.  
E.  Program Materials and Supplies:  List all materials and supplies used by your program.  This includes paper and pencils, books, arts and crafts supplies and recreational equipment, for example.  This category should also include reproduction costs for program materials.  Please show all calculations.  

F.  Other Program Expenses:  This category is for items that do not fit into any of the above categories.  For example, costs for criminal screening and fingerprinting can be shown here.  Other examples include youth stipends, field trips, special events, mileage, MUNI fast passes, bus rentals, graduation ceremonies and food for participants.  

Please break out your program’s other expenses, and do not include a line item titled “Other Program Expenses” with a lump sum amount.

Form E:

Year 1 Budget Request Form

	Program Expenses
	
	
	
	

	Program and Administration Personnel
	Hourly Rate
	
FTEs
	Amount Requested
	Funding from other Sources-Cash
	Funding from other Sources

In-Kind
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	B. Benefits and Taxes@ _____%
	
	
	
	
	

	Subtotal Personnel
	
	
	
	
	

	Indirect Cost
	
	
	
	
	

	Total Personnel, Administration & Indirect
	
	
	
	
	


	Operating Expenses
	Amount Requested
	Funding from Other Sources-Cash
	Funding from Other Sources

In-Kind
	Total

	C. Professionals/Consultants
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	D. Subcontractors
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	E. Program Materials and Supplies
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	F. Other Program Expenses
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal Operating Expenses: 
	
	
	
	


	Budget Total Year 1
	
	
	
	


Please identify any in-kind support such as volunteers (identify roles of these volunteers), donated space, equipment etc. that are available to support this project.  The value of these items should be listed in the “Funding from Other Sources” column of the budget request form.  If any of these funds are not secured yet, but are anticipated, please put an “NS” next to the amount.

FORM F – BUDGET NARRATIVE

Please provide the following information in narrative format.  Remember to follow the formatting requirements detailed in Section III – RFQ Submission Instructions.  Your response will be read and scored by outside reviewers, so please be clear and concise in your answers. In order to make your proposal easier to read and score, your narrative should follow the structure outlined on the following pages, and each section should include the titles listed below.  Do not exceed four (4) pages for the entire budget narrative.  

Budget Justification:  This section provides an understanding of how the funds requested from the Funding Agencies will be used and why they are necessary to complete the proposed work.  Please provide the following information:

Personnel, Administration and Indirect Cost of CARES Program
Personnel, administrative and indirect costs must not exceed 15% of the total CARES budget.

Personnel and Administrative Costs:

List the position titles, percentage full-time equivalent (FTE) for the entire program personnel and administration staff, and the hourly pay rate for all staff members.  Listing the hourly pay rate is particularly important because all funded programs should be in compliance with San Francisco’s Minimum Compensation Ordinance.  The text of the Minimum Compensation Ordinance can be found online at http://www.sfgov.org/oca/lwlh.htm.  

Example:  Program Coordinator, John Smith, full-time, 50%.  The remaining 50% of Mr. Smith’s salary is supported by a grant from the Packard Foundation.  The proposed work requires an individual to design and manage after-school activities for approximately 50 children per week.  This requires 20 hours of personnel time per week.  Without this personnel time, the center could not accommodate this increase in children
Indirect Costs:

Allowed prorated indirect costs include audit, insurance, bookkeepers, accounting services, payroll, the executive director’s salary and other administrative support salaries.  In addition, this category includes the prorated cost of administrative postage, rent, equipment lease, utilities, pagers, phone bills, cellular phone bills, janitorial services, insurance, Internet lines, etc.

Fringe Benefits/Taxes:  List the fringe benefits and taxes related to each position funded under this proposal.  For example:  FICA, SUI, workers compensation, health insurance, retirement, etc.

Professionals/Consultants:  Please explain your rationale for hiring professionals and/or consultants.  Who are they and how will they help your program?  Please show calculations.  

Example: 1 Dance Instructor, $25.00/hr x 100 hours = $2,500.  The dance instructor will teach hip-hop classes to 100 youth for five hours each week.  Hip-hop classes are part of the tutoring/recreational curriculum.  Youth will learn socialization, coordination and teamwork skills.

Subcontractors:  Please identify any community-based organization(s) that are proposed to receive funds as subcontractors under this proposal and briefly describe what services they will provide.  Please break down how subcontractor funds will be spent.  For any staff positions that will be funded through the subcontract, please include the position titles, percentage full-time equivalent (FTE) that will be paid for with requested grant  funds, and the hourly pay rate for each position.  

Example:  ABC organization will provide intensive math tutoring to 25 youth each week.  ABC will provide two hours of after-school instruction each day.  ABC will hire two part-time (.35 FTE) math instructors at $20/hr. for a total of $40,000.00 salary/fringe, and will receive $2,500 for instructional materials and $4,250 for its prorated administrative costs.  We are using ABC organization because of the demonstrated success of its math tutoring program.

Program Materials and Supplies:  Please indicate what types of materials and supplies you will be purchasing for your program with the requested funds and why they are necessary for the proposed work.  

Example:  ABC Organization will purchase 50 uniforms and 10 soccer balls for its participants.  The uniforms cost $25 each for a total of $1,250 and the soccer balls cost $10 each for a total of $100.  The uniforms give our participants a sense of team pride and unity.  Due to wear and tear from the numerous practice sessions, we must keep replacing the soccer balls.

Other Program Expenses:  Please provide a justification for large item purchases or unusual requests.  

Example:  Our program will provide bus passes to participants to allow them to travel back and forth from school to our program.  We plan to purchase 40 bus passes at $30 each for a total of $1,200.  Without the bus passes, youth will not be able to participate in our program on a consistent basis.
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