Attachment 12
City of Seattle, Human Services Department
Integrated Job Readiness Training for 
Immigrant/Refugee Youth & Families
Request for Investments

	INTRODUCTION



The Seattle Human Services Department (HSD) is offering interested organizations an opportunity to request an investment from the City of Seattle to provide integrated job readiness training for immigrant/refugee (I/R) youth and their families. Request for Investments (RFI) applicants should have a track record of providing developmentally appropriate and culturally competent services to youth with limited English skills and their families.

[bookmark: _GoBack]The total investment for the Integrated Job Readiness Training for I/R Youth & Families RFI is $465,361 from the City of Seattle 2012 General Fund. HSD anticipates funding five (5) agencies with approximately $93,000 per agency. Each agency will serve at least 19 English Language Learner youth and their families during the period of May 2012 – April 2013. Future funding will be contingent upon performance and funding availability.

	TIMELINE

	RFI Issued
	Thursday, January 5, 2012

	Information Sessions Date & Time
(Please attend only one session)


	Tuesday, January 10, 2012 from 2:30 – 4:30 p.m.
Beacon Hill Library Meeting Room
2821 Beacon Ave. S., Seattle 98144
OR  
 Wednesday, January 11, 2012 
from 10:00 a.m. - 12 noon
2100 Building Board Room
2100 24th Ave. S., Seattle 98144

	Developing Organizations* Submit RSVP Form for Technical Assistance Sessions
	5 p.m. on Friday January 13, 2012

	Technical Assistance on Past Experience for Developing Organizations
	Wednesday, January 18, 2012 from 4 – 6 p.m.
Seattle Municipal Tower, Room 6028
700 5th Ave., Seattle 98124

	Technical Assistance on Outreach/Program Services for 
Developing Organizations
	Tuesday, January 24, 2012 from 4 – 6 p.m.
Seattle Municipal Tower, Room 6028
700 5th Ave., Seattle 98124

	Technical Assistance on Budget & Staff
 for Developing Organizations
	Thursday, January 26, 2012 from 4 – 6 p.m.
Seattle Municipal Tower, Room 6028
700 5th Ave., Seattle 98124

	Proposal Deadline
	5:00 p.m. on Tuesday, February 14, 2012

	Planned Interview Period
	Early March 2012

	Planned Award Notification
	Mid-April 2012

	Planned Contract Start Date
	Mid-May 2012


* See Capacity Building section on page 7 for definition of Developing Agencies

	BACKGROUND 



The Integrated Job Readiness Training for I/R Youth & Families RFI focuses on English Language Learner (ELL) youth, ages 15-20, from low-income families. These youth have a very low 2009/2010 high school graduation rate (45.3% on-time graduation) in Seattle Public Schools (SPS) with few options for pathways that lead to living-wage jobs. Furthermore, their parents face multiple challenges in making a successful transition to a new life in America. I/R parents must obtain a living wage job, overcome language barriers as well as deal with the challenges of parenting a teenager, adapting to American culture and navigating through the complex American school, law enforcement, health and social systems. Most parent education services are currently focused on parents with younger children.

Given the high needs of both youth and their families, integrated family-focused services are critical in helping both youth and their parents gain the same knowledge of job readiness, career pathways and exploration, postsecondary education and training, financial aid and financial self-sufficiency. By including services for parents, they can then begin to develop the skills and information to support, encourage and advocate on behalf of their youth as well as progress toward self-sufficiency.

The need for both family education and bilingual job readiness training for I/R youth was repeatedly raised in the Mayor’s Youth & Families Initiative community meetings and HSD’s community engagement focus groups. Furthermore, the Seattle Bilingual Orientation Center’s (SBOC’s) community engagement process in 2010 (to gather feedback on the new SBOC high school model) indicated that newly arrived youth with interrupted formal education have the most challenges in becoming successful adults in America, and therefore need specially designed bilingual, academic and vocational services.  

Based on the community input, HSD has developed a pilot program to provide integrated job readiness training for approximately 95 English Language Learner (ELL) youth and their low-income families.


	INVESTMENT BACKGROUND



The goal of City of Seattle’s Race and Social Justice Initiative (RSJI) is to achieve racial equity through changing the underlying system that creates race-based disparities in our community.  As a result, the City is focusing on root causes of inequities and not symptoms, and is strengthening ways the City engages the community and provides services. Consequently this RFI seeks to fund services that address the challenges faced by older ELL youth and their families to staying in school and identifying career pathways that pay a living wage.

To identify appropriately tailored integrated job readiness training for I/R youth and families, HSD held focus groups with parents and youth of the target populations, service providers, and the City of Seattle Immigrant and Refugee Advisory Board in June, July, and September of 2011. The focus groups indicated that the following types of services were most desired for the target population and small I/R community-based organizations: 

· Information for parents and youth to understand postsecondary education options, application requirements and available resources.  Parents and youth lack knowledge of postsecondary education options, including vocational training programs, the application process, and financial aid. 
· Classes to help youth learn job readiness skills such as how to find available jobs, complete a job application with appropriate experience and references, and interviewing. 
· Part-time jobs for youth to help pay for postsecondary education and support their families. Youth also have difficulties balancing work with school. 
· Realistic yet meaningful parent services because of limited parent ability to participate in services due to TANF requirements and work schedules. 
· Capacity-building for small I/R community-based organizations, including agency capacity to meet City of Seattle reporting requirements, staff professional development needs, and grant writing needs. 

Essential to providing these services to I/R youth and their families is ensuring that program staff and board members reflect the ethnic and cultural communities being served. Successful partnerships between large agencies with developing I/R organizations that possess strong community ties can also help to achieve high quality, culturally competent services. Bilingual and bicultural staff is another critical component to effective recruitment, engagement and delivery of services to I/R youth and their families.  


	TARGET POPULATION



Currently the nine most common languages spoken by ELL high school-age youth in Seattle Public Schools (SPS) are Amharic, Cambodian, Chinese, Filipino, Oromiffa, Somali, Spanish, Tigrinya and Vietnamese. Consequently the target population is as follows:

· ELL I/R youth from families speaking Amharic, Cambodian, Chinese, Filipino, Oromiffa, Somali, Spanish, Tigrinya or Vietnamese (see Attachment 11 for number of ELL students in SPS high schools).
· ELL youth currently enrolled in a Seattle Public School and receiving ELL services.
· ELL youth from low-income families. See page 4 for income guidelines.
· ELL youth ages 15-20 years old.
· Parents and/or older relatives of youth.

An agency may propose to serve youth and their families from one or more of the above ethnic groups. This RFI is limited to ELL youth speaking the nine most common languages to ensure support and resources are prioritized for youth with the highest needs. 

HSD reserves the right to work with the funded agency to alter the ethnic composition of the agency’s proposed population to ensure serving a balanced distribution of ethnicities across the total target population. Participation is not limited to youth with U.S. citizenship.



Family Size and Income Limits Chart
Low-income families are defined as those receiving DSHS benefits or those whose family’s annual gross annual income (wages) does not exceed the limits shown below. 

2011 HUD Income Guidelines 
Gross Annual Income by Family Size

	
	F A M I L Y   S I Z E

	
	1
	2
	3
	4
	5
	6
	7
	8

	
  50% HUD PMSA
	
30,400
	
34,750
	
39,100
	
43,400
	
46,900
	
50,350
	
53,850
	
57,300




REQUIRED SERVICE COMPONENTS

The applicant agency must provide the following required services to one cohort of ELL youth and their families.  

A. Outreach and Youth Services:

1. Outreach to youth and their parents.  The agency must provide outreach to enroll at least 19 eligible ELL youth and their parents who meet low-income eligibility guidelines.  The agency will work with the Seattle Public School (SPS) SBOC to accept referrals.

2. Paid job readiness training and summer employment through a group project.  The agency must offer a summer employment experience that includes job readiness training and a group work project for 20-24 hours/week for five weeks. Each youth must receive a stipend for the group project that ranges from $300 - $400/youth. At the start of the project, youth must receive 12 hours of bilingual/bicultural job readiness training. The remaining 88-108 hours must focus on a community-based group work project.

a. The job readiness training should cover workplace expectations, hygiene, conflict resolution and appropriate communication in the workplace. 

b. The group work project must meet a need or interest of the community. In addition to an educational component for youth to gain knowledge of the community need/interest, the project will also give youth the opportunity to apply and strengthen the skills learned in the job readiness training. Examples include creating and planting a community garden, recording stories of elders and publishing a book, or designing and painting a mural. The educational component will provide lessons about the project’s subject matter such as researching materials needed to create a garden, visiting a publisher to understand how magazines are created or learning the history of the community. HSD will provide technical assistance in planning the components of the group project. 

3. Spring work training from mid-March 2013 through April 2013.  The agency will provide youth with 60 hours of work training that will provide an individualized work training experience, ideally in an area related to their career interests. Each youth must receive a stipend that ranges from $300 - $400/youth for successful completion.  

4. Bilingual/bicultural case management to support youth attending school, gaining academic skills, and identifying career interests. Services will include development of an Individualized Service Plan to identify needs, goals and action steps related to employment, academics, career and postsecondary education.


B. Parent Services:

1. Bilingual/bicultural parent education classes in September through November 2012.  The agency must provide at least 12 instructional hours of parent education classes over eight weeks that focus on SPS’ attendance and high school graduation requirements, the SOURCE (an online resource for families), understanding youth development stages and effective parent-youth communication. Agencies are responsible for providing interpretation for speakers, scheduling classes and ensuring parent attendance.

For agencies with limited experience with Parent Services, HSD will provide technical assistance such as subcontracting services to an experienced instructor/trainer.  

2. School engagement support so parents can ensure their youth’s on-time school attendance and engage in academically focused family involvement activities. The latter includes accompanying parents to school curriculum night, an academic-focused school event and/or contact with the school counselor and teachers on an academically focused issue.

3. Referral services to help families identify and access services that meet their specific needs such as public benefits, housing, legal services, health services, employment resources, etc.


C. Joint Youth and Parent Services

1. Family self-sufficiency/postsecondary education classes from January 2013 through April 2013 for youth and parents may include the following topics:  financial literacy, income taxes, public benefits, postsecondary education options including community college, vocational training, apprenticeships, and four-year universities, financial aid, job search skills, resume writing, and job applications. Youth and parents will be assisted with the development of a self-sufficiency plan including a family budget and career interests. Agencies must provide at least 16 instructional hours of classes over four months. Agencies are responsible for tailoring information to cultural/religious values, providing interpretation for speakers, scheduling workshops and ensuring youth and their family’s attendance.

For agencies with limited experience, HSD will provide technical assistance with the self-sufficiency and postsecondary curriculum such as identifying speakers and resources. 

The following is a list of 2012/2013 goals and performance commitments that must be met by funded agencies.  At least fifteen (15) youth must successfully complete all services.

	Goal
	Performance Commitments
	Activities

	Contribute to a decrease in students’ absences from school
	· Youth will have fewer absences each semester.



· 80% of parents will monitor their teen’s attendance at least once a month.
	· Youth case management & school engagement support
· Parent Education Class

	Facilitate better communication between parents and schools
	· 80% of parents will engage in two or more academically focused family involvement activities.
· 70% of parents will access the SOURCE at least twice to view their youth’s attendance and academic progress. 
· 60% of parents will complete the Parent Education classes.
	· Youth & Family case management
· Parent Education Class

	Improve youth job readiness skills and identification of career interests
	· 80% of youth will complete the Summer Group Project.
· 75% of youth will demonstrate good work readiness skills in the Summer Group Project as evidenced by supervisor’s positive evaluation of performance and attendance (see Attachment 10).
· 90% of youth will identify at least two career interests.
· 80% of youth will improve their work readiness and/or job skills in spring work training.
· 70% of parents will have at least one conversation with their youth about how to support good job readiness skills.
· 60% of families will assist youth with at least one job readiness skill.
	· Youth Summer Group Project





· Case management
· Spring work training

· Parent Education Class

	Improve youth and family self-sufficiency skills and exploration of postsecondary options
	· 80% of youth and parents will develop a budget plan.
· 70% of parents will have at least one conversation about youth’s career interests and postsecondary options.
· 80% of youth will develop a career and postsecondary options plan.
	· Family Self-Sufficiency Class



· Case management





CAPACITY BUILDING 

HSD’s draft Strategic Plan Healthy Communities, Healthy Families supports the City of Seattle’s Race and Social Justice Initiative by valuing engagement and partnership with communities, and using resources to promote racial equity.  Action strategies include increasing HSD and agency capacity to contract with developing, grassroots organizations for targeted services.  

In the I/R community outreach meetings conducted summer 2011, the need for building capacity was identified for developing refugee and immigrant ethnic community-based organizations in the following areas:

· Managing budget and developing financial systems. 
· Meeting City reporting requirements.
· Professional development of staff.
· Grant writing.

Since an important action step of HSD’s Strategic Plan is developing and implementing technical assistance strategies and funding opportunities to support the success of developing, grassroots organizations, the RFI will pilot separate applications for developing and experienced agencies. 

For this RFI, Developing Organizations are defined as having ALL of the following characteristics:

· Immigrant or refugee ethnic community-based organization with at least 50% of the combined Board, staff and management ethnic composition reflects the target populations to be served.
· Prior programmatic experience providing social services to I/R youth target population.
· Annual operating budget under $500,000.
· Meet all conditions outlined in “Agency Eligibility” section on page 8.

For this RFI, Established Agencies, or those not meeting the criteria for a Developing Organization, are defined as:

· Prior programmatic experience providing social services to I/R youth target population.
· Annual operating budget greater than $500,000.
· Meet all conditions outlined in “Agency Eligibility” section.

During the application process, HSD will provide technical assistance workshops for developing agencies on the following three topics:  past experience; outreach and program services; and budget and staff. Up to two people per agency may attend each workshop if the RSVP form and required information is e-mailed and received by January 13, 2012 (see Attachment 1). Attendance or guidance provided at the technical assistance workshops does NOT guarantee that the proposal will be funded. 

The 2012/2013 budget for all organizations will be a line-item contract. HSD anticipates funding a combination of five developing organizations and established agencies. 

PROGRAM TIMELINE

The 2012/2013 timeline for program services is listed below.

	Mid-May 2012
	Planned contract start date


	May – June 2012
	Capacity building activities with developing agencies

Technical assistance with job readiness curricula and summer group project 

	May – June 2012

	Youth and family outreach

	July 2012 - April 2013
	Family support services (i.e., referral services, school advocacy)

Ongoing youth case management services

	July 16 – August 17, 2012

	Youth job readiness and summer employment 

	Mid-September - November 2012
	Parent education classes 

Ongoing youth case management services 

	January - April 2013
	Family self-sufficiency and postsecondary education classes

	Mid-March - April 2013

	Spring work training




AGENCY ELIGIBILITY

Proposals meeting the requirements of this RFI will be accepted from any legally constituted entities that meet the following conditions:

· The agency must have past experience conducting successful outreach to youth and their families from the specific language group(s) to be served and successfully providing either ongoing community-sponsored youth services (e.g., native language classes, culture classes, tutoring support, youth leadership groups) or youth services funded by the City of Seattle, Washington State, United Way of King County or other funder.
· The agency is incorporated as a private nonprofit corporation in the State of Washington and has been granted 501(C) (3) tax exempt status by the U.S. Internal Revenue Service OR is a public corporation, commission, or authority established pursuant to RCW 35.21.660 or RCW 35.21.7301 OR has a fiscal sponsor that has 501(C) (3) tax-exempt status.  
· The agency or its fiscal sponsor has a demonstrated capacity to ensure adequate administrative and accounting procedures and controls necessary to safeguard all funds that are awarded under the terms of this RFI. 
· A Federal Tax ID number is required to facilitate payments from HSD to the contractor.
· The agency has the capability to meet program expenses in advance of reimbursement.
	ADMINISTRATIVE REQUIREMENTS IF CONTRACT IS AWARDED



· Any contract resulting from this RFI will be between the City of Seattle, Human Services Department, and the applicant organization.
· Contractors will be required to comply with the Terms and Conditions of the Human Services Department Master Agency Service Agreement (see http://www.seattle.gov/humanservices/funding/default.htm).  These requirements shall be included in any contract awarded as a result of the RFI and are not negotiable.  
· Contractors will be required to maintain books, records, documents, and other evidence directly related to performance of the work in accordance with Generally Acceptable Accounting Procedures.  The City of Seattle, or any of its duly authorized representatives, shall have access to such books, records and documents for inspection, audit, and copying for a period of seven years after completion of work.
· Funding will be disbursed through a line-item cost-reimbursement contract. 
· Contractors must complete all required reports and billing documentation in a timely manner.  Reimbursement will be contingent upon receipt and approval of required reports.  Additional data may be required for audit or evaluation purposes. 
· All programs funded with Integrated Job Readiness Training for Immigrant/Refugee Youth & Families funds must publicly recognize the City of Seattle’s contribution to the program.
· Contractors must maintain a public liability insurance policy, which will cover the program naming the City of Seattle as insured. 


	INFORMATION AND QUESTIONS



Two information sessions will be held to review the RFI and answer questions. Please plan to attend one of these sessions and bring a hard copy of the RFI with you.

Dates: 	Tuesday, January 10, 2012		
2:30 p.m. – 4:30 p.m.
		Beacon Hill Library Meeting Room, 2821 Beacon Ave. S., Seattle 98144

OR 	Wednesday, January 11, 2012		
10:00 a.m. - noon
	2100 Building Board Room, 2100 4th Ave S., Seattle 98144

If you need further information or have additional questions, please contact Diane Pien at 206-386-1142 or diane.pien@seattle.gov.   The RFI is also available electronically at http://www.seattle.gov/humanservices/funding/default.htm.  


	



INSTRUCTIONS TO APPLICANTS



The proposal must be organized and submitted in the following order:

1. Application Cover Sheet (Attachment 2)
2. Appropriate Completed Application Form (Attachment 3a or 3b)
3. Personnel and Governing Body Inventory Form (Attachment 4)
4. Budget Forms (Attachments 5, 6)
5. If applicable, Partner Agency Agreement Letter(s)


PROPOSAL REQUIREMENTS

Proposal must meet the following requirements in order to be rated:

1. Pages should be 8 ½” X 11”, single spaced, typed or word processed, size 12 font, with 1 inch margins.
2. The narratives of the application form must not exceed limitations as noted for each question.  Proposals will be rated only on information provided in the proposal.  
3. Do not include brochures, letters of support, cover letters, etc.
4. All Budget information (Attachments 5, 6) must be complete.  Budget is realistic, accurate, and adequate to provide proposed services including youth stipends, consultant services and subcontracts to other agencies if appropriate. Staff salaries are appropriate and include benefits. Budget has good balance among participant stipends, staffing, and operating costs.


RATING CRITERIA & PROPOSAL DEADLINE

See Attachment 8 for the Rating Criteria for Developing Organizations.
See Attachment 9 for the Rating Criteria for Experienced Agencies.

All proposals must be received by 5:00 p.m. on Tuesday, February 14, 2012. 

Electronic Submittal:  Proposals may be submitted electronically via HSD’s Online Submission system accessed via http://www.seattle.gov/humanservices/funding/

Hand Delivery or US Mail:  Alternately, an original of the proposal packet can be hand-delivered or mailed to:   Seattle Human Services Department, RFI Response - Integrated Job Readiness Training for Immigrant/Refugee Youth & Families, Attention:  Diane Pien.  
	Delivery Address:
700 5th Avenue, Suite 5800
Seattle, WA  98104
	Mailing Address:
P.O. Box 34215
Seattle, WA  98124-4215



Faxed and e-mailed packets will NOT be accepted.  Proposals that are not received by the 5 p.m. deadline will NOT be eligible for consideration.  Proposals which do not follow the required format will be deemed unresponsive and NOT rated.  




	SELECTION PROCESS



This RFI process is competitive. All interested parties must submit a proposal to be considered for an investment. Proposals will be rated based on the rating criteria. The program contact person listed on the agency’s completed Application Form (Attachment 2) may be contacted by telephone, e-mail, or mail to clarify proposal contents during the week of February 13, 2012. Interviews with finalists may be scheduled in early March 2012. The rating panel will make investment recommendations to the HSD Director. Notification of investment awards will be sent to the Executive Director of the applicant organization.

HSD reserves the right to make an award without further discussion of the proposal submitted.  If the proposal is selected for funding, proposers should be prepared to accept the terms they proposed for incorporation into a contract resulting from this RFI. The City also reserves all rights not expressly stated in the RFI, including awarding partial funding and negotiating with any proposer regarding the funding amount and other terms of any contract resulting from this RFI.  


	PROPOSER APPEALS PROCESS



Written appeals of decisions may be made to Dannette R. Smith, Director, Human Services Department, 700 5th Ave Suite 5800, PO Box 34215, Seattle, WA 98124-4215 within ten (10) working days from the date of the written notification. An appeal must clearly state a rationale based on one or more of the following criteria:
· Violation of policy and guidelines included in this RFI.
· Failure to adhere to publicized criteria and/or procedures in carrying out the RFI process. 

For the complete Appeals Process, see Attachment 12.


LIST OF ATTACHMENTS

Attachment 1	RSVP Form for Developing Organizations Technical Assistance Workshops(to be completed, if applicable)
Attachment 2		Application Cover Sheet (to be completed)
Attachment 3a	Developing Organization Application Form (to be completed, if applicable)
Attachment 3b	Experienced Agency Application Form (to be completed, if applicable)
Attachment 4		Personnel and Governing Body Inventory (to be completed)
Attachment 5		Budget Form (to be completed)
Attachment 6		Proposed Personnel Detail (to be completed)
Attachment 7		Contract Monitor’s Report Form
Attachment 8		Rating Criteria for Developing Organization Application Form
Attachment 9		Rating Criteria for Experienced Agency Application Form
Attachment 10	Youth Evaluation by Supervisor Form
Attachment 11	SPS data on ELL high school students
Attachment 12	Appeals Process
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City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

RSVP FORM FOR DEVELOPING AGENCIES TECHNICAL ASSISTANCE WORKSHOPS

Please complete this form to document that your agency meets the criteria as a Developing Organization.

Name of Agency: 					  2010 Total Agency Budget: $_____________

Contact Person: 					  E-mail: 			Phone: _________

To attend the technical assistance workshops, please e-mail the following information to Diane Pien at diane.pien@seattle.gov by 5 p.m. Friday January 13, 2012 to document that your agency meets the criteria as a Developing Organization.

1. RSVP Form
2. Personnel and Governing Board Inventory (Attachment 4).  For this RFI, immigrant or refugee ethnic community-based organizations should document that at least 50% of the combined Board, staff, and management ethnic composition reflects the target populations to be served.
3. Copy of 2010 audit or 2010 IRS 990 Form. This verifies the agency’s 2010 total budget.

Agencies that do not submit this information by the deadline will not be allowed to attend the technical assistance workshops.

Attachment 1
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City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

APPLICATION COVER SHEET

	AGENCY INFORMATION

	Name of Agency
	

	Mailing Address 
	

	Zip Code
	
	Phone
	

	Agency Director
	
	E-mail
	

	Legal Status
□  Incorporated as a private nonprofit corporation in the State of Washington and has been granted 501(c)(3) tax-exempt status by the United States Internal Revenue Service;  IRS Employer Identification Number (EIN): ______________
□  A public corporation, commission, or authority established pursuant to applicable Washington State Law.
□  Fiscal sponsor has been granted 501(c)(3) tax-exempt status by the U.S. Internal Revenue Service; IRS Employer Identification Number (EIN): _____________

Type of Agency 
Developing Agency:    □  Yes  (Agency budget is under $500,000 & agency is an I/R ethnic community-based organization as defined on page 7.)
Please complete the Developing Agency Application Form. 
Experienced Agency:  □  Yes  (Agency budget is $500,000 or more or does not qualify as   
Developing Agency)
Please complete the Experienced Agency Application Form.


	PROGRAM INFORMATION

	Program Name
	

	Program Contact
	

	Phone Number
	
	E-mail
	

	Ethnic Group(s) to be served
	_______________________________________________________

	BUDGET INFORMATION 

	Total Amount Requested:   $ 
	Total Project Budget:  $ 

	Does the agency have the capacity to meet program expenses in advance of reimbursement? __Yes _No
I understand the terms and conditions of the RFI and agree to meet city of Seattle requirements.  All information provided in this proposal is true and accurate to the best of my knowledge. Proposed program design and costs shall be valid until at least April 13, 2013.

	
Signed
	
	
Date
	


	            (Agency Director or Board Chair; (not needed if sent electronically)



Attachment 2

36

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

CHECKLIST FOR DEVELOPING ORGANIZATION APPLICATION

Your complete application must include the following:

□	Attachment 2:  	Application Cover Sheet
□	Attachment 3a:  	Developing Organization Application Form
□	Attachment 4:  	Personnel and Governing Body Inventory
□	Attachment 5:  	Budget Form
□	Attachment 6:  	Proposed Personnel Detail
□	If applicable:		Partner Agency Agreement Letter(s)
□	Copy of 2010 IRS 990 Form or copy of 2010 audit if not previously submitted with RSVP Form for Developing Agencies


Complete applications must be received by 5:00 p.m. on Tuesday, February 14, 2012. Late applications will not be reviewed and rated.

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI 
DEVELOPING ORGANIZATION APPLICATION FORM

Name of Organization: Click here to enter Name of Organization.
Provide the following two items to verify eligibility to submit a Developing Organization Application.  Failure to submit the information below will disqualify this Developing Organization Application. 

1. Personnel and Governing Board Inventory (Attachment 4) to document that 50% of the combined ethnic composition of Board, staff and management reflects the target population(s) to be served.   
2. A copy of 2010 audit or 2010 IRS 990 Form to verify the organization’s 2010 total budget

TARGET POPULATION

Proposed Target Population

Please complete the table below with the number of youth to be enrolled and served. Indicate the number of youth speaking each of the target languages.  At least 19 youth must be enrolled. 

TABLE 1:  Proposed Target Population

	

Language Groups
	
# of proposed ELL youth
	# of staff speaking this language
	# of yrs. exp. serving these youth
	# yrs. exp. serving these adults

	Amharic

	-
	-
	-
	-

	Cambodian/Khmer

	-
	-
	-
	-

	Chinese

	-
	-
	-
	-

	Filipino

	-
	-
	-
	-

	Oromiffa

	-
	-
	-
	-

	Somali

	-
	-
	-
	-

	Spanish

	-
	-
	-
	-

	Tigrinya

	-
	-
	-
	-

	Vietnamese

	-
	-
	-
	-

	Total number of youth enrolled
	-
	
	
	





City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI 

PAST EXPERIENCE
For each question listed, provide a response in 4-6 sentences. Type answers in the box.

I. Past Experience: Youth Classes/Services for the Target Population Offered in Last Three Years – 12%

Please complete the table below.  List up to three youth classes that the organization provided to the proposed target population within the last three years.  If applicable, include school-related (e.g., tutoring, youth leadership/development classes) or job training class(es).  If the target population consists of youth from several language groups, list the number of youth served for each of the proposed language groups.

TABLE 2:  Youth Classes Offered in Last Three Years

	
	Class 1: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)
	Class 2: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)
	Class 3: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)

	Total # of classes (Indicate time period such as Once each year, 4 times per month; 12 times per year)
	-	-	-
	Days & Time of Class

	-	-	-
	# of Paid Staff
	-	-	-
	# of Volunteers
	-	-	-
	# of Youth (15+ yrs)
	-	-	-
	# of Youth served from each Proposed Target Population (list # of youth & language(s))
	-	-	-
	# of ELL Youth*
	-	-	-
	Records of Attendance? Y/N
	Y/N	Y/N	Y/N
	Partners or consultants used? Y/N (If yes, include name)

	Y/N	Y/N	Y/N
	
	Name(s)	Name(s)	Name(s)

*  ELL youth are youth who receive ELL services from Seattle Public Schools.

1. Identify one school-related or job training class with attendance records from Table 2 (if any) where at least 80% of youth attended 80% of the classes. Name of Class:  Click here to enter text.

a. What strategies were used to recruit youth for this class?  Click here to enter text.



b. What specific strategies were used to ensure consistent attendance for each target language group in this class?  If applicable, describe staff contact with parents, how often parents were contacted, and how contact with the parents affected youth attendance.  Click here to enter text.

c. Describe the specific skills the youth learned.  Click here to enter text.

d. Describe how youth’s progress and skills learned were assessed and measured.  Click here to enter text.

2. If a class is not listed in Question 1, list one class with attendance records from Table 2 (preferably a school-related or job training class) where less than 80% of youth attended 80% of the classes. Name of Class:  Click here to enter text.

a. List the barriers/challenges that prevented consistent attendance.  Click here to enter text.

b. What strategies were used to try to improve attendance?  Click here to enter text.

c. What would the program do differently to improve attendance if the class were offered again?  Click here to enter text.



II. Past Experience: Adult Classes/Services for the Target Population Offered in the Last Three Years – 8%
 
1. Please complete the table below.  List up to three adult classes/services provided to the proposed target population in the past three years.  Please list any parent education or work readiness classes.

TABLE 3:  Adult Classes Offered in the Last Three Years

	
	Class 1: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL, Sewing)
	Class 2: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL, Sewing)
	Class 3: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL, Sewing)

	Total # of times class met
(Indicate time period such as month, quarter, or year)
	-	-	-
	Days & Time of Class

	-	-	-
	# of Paid Staff
	-	-	-
	# of Volunteers
	-	-	-
	# of Adults Enrolled
	-	-	-
	# of Adults served from each Proposed Target Population (list # of adults & language(s))
	-	-	-
	Method of recruitment (word of mouth, flyers, etc)
	-	-	-
	Attendance record? Y/N
	Y/N	Y/N	Y/N
	Partners or consultants used? Y/N (If yes, include name)

	Y/N	Y/N	Y/N
	
	Name(s)	Name(s)	Name(s)



2. Identify one parent education or adult job readiness class with attendance records from Table 3 (if any) where at least 60% of adults attended 70% of the classes. Name of Class:  Click here to enter text.

a. What strategies were used to encourage adults in each target language group to consistently attend?  What incentives, if any, were used to increase attendance?  Click here to enter text.

b. Describe the specific skills and knowledge the adults learned, especially knowledge and skills learned in parent education or work readiness classes.  Describe how progress was assessed and the skills were measured.  Click here to enter text.

3. Which classes/services were offered in adults’ native language?  Click here to enter text.

4. Did these classes/services help adults to become more bicultural?  If so, how?  Click here to enter text.

5. If a class is not listed in Question 1, list one class with attendance records from Table 3 (preferably a parent education or adult job readiness class) where less than 60% of adults attended 70% of the classes. Name of Class:  Click here to enter text.

a. List the barriers/challenges that prevented consistent attendance.  Click here to enter text.

b. What strategies were used to try to improve attendance?  Click here to enter text.

c. What would the program do differently to improve attendance if the class were offered again?  Click here to enter text.
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PROPOSED SERVICES

For each question listed, provide a response in 4-6 sentences. Type answers in the box.

III. Proposed Outreach Services – 10%

1. Describe the strategy to be used to recruit at least 19 youth, ages 15-20 years, and their parents for this program.  Note: Families of all youth must meet low-income guidelines listed on page 4 of the RFI.  Click here to enter text.

2. If the project is partnering with another agency to provide these services, list the partner and describe the partner’s role in outreach and their past outreach experience.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.

IV. Proposed Job Readiness Training & Bilingual/Bicultural Summer Group Project 
(200—240 hrs) – 15%

1. The program must offer a paid five-week group project for youth in the summer.  Describe one or two ideas for a group project that reflect a need or interest of the youth and each target community(s).  Click here to enter text.

a. Why is this idea(s) considered a community need or interest?  How might the community benefit from the project?  Click here to enter text.

b. Describe how youths’ bilingual needs will be addressed.  Click here to enter text.

2. At the start of the group project, youth must receive 12 hours of job readiness training.  Describe the job skills to be taught, how this training will be delivered and ways these skills will be reinforced and strengthened during the remainder of the summer group project. See Attachment 10 for the youth evaluation form that staff will complete.  Click here to enter text.

3. List the days and hours of the job readiness training and group project.  List the location, and discuss why this location is convenient for youth (bus routes, etc).  If no site has been identified, describe plans for securing a location.  Click here to enter text.

4. Describe how youth accomplishments will be celebrated at the end of the summer project.  How will family and community members be incorporated into the plans?  Click here to enter text. 

5. If partnering with another agency to deliver these services, list the partner and their role.  Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.


V. Proposed Bilingual/Bicultural Youth Case Management – 10%

1. Describe how the project will provide bilingual, bicultural case management services to target youth.  Click here to enter text.

2. List the number of hours a month the program will provide case management services for each youth.  Click here to enter text.

3. Describe how youths’ progress will be assessed, and the tracking tool that will be used to monitor progress.  If the organization has an Individualized Service Plan that will be used to assess and track progress, please attach a copy of this plan.  Click here to enter text.

4. How will the program encourage participation in case management?  Click here to enter text.

5. How will the program work with youth and their parents to encourage good school attendance?  Click here to enter text.

6. How will the program help youth identify career interests?  Click here to enter text.

7. If the project is partnering with another agency to provide these services, list the partner and their role.  Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.

VII. Spring Work Training for Youth (60 hrs) – 10%

1. Describe how the program will identify each youth’s work training needs (such as level of work readiness, English skills and career interests) and job skill goals.  Click here to enter text.

2. Describe the process of developing internship opportunities at different organizations or businesses that will meet these needs.  Describe specific strategies to develop internships, either past successful strategies or new strategies.  Click here to enter text.

3. List the number of hours a week that the youth will spend in their work training during the school week, and the number of hours during spring break (April 16 – 20, 2013).  Click here to enter text.

4. Describe how the program will maintain good communication between program staff and the youth’s supervisor at the placement site especially if there are problems with the youth’s performance.  Click here to enter text.



VIII. Proposed Bilingual/Bicultural Parent Education Classes, Self-Sufficiency Classes/ Postsecondary Workshops – 10%

1. Complete the table below.

TABLE 4:  Proposed Parent Education Classes & Joint Self Sufficiency Classes

	
	Class start & end dates
	Day & time of class
	Address of location
	Use own curriculum? Y/N
	Name of curriculum/ materials
	Provide child care? Y/N

	Parent Education Classes (Must total at least 12 instructional hrs. from Sept. – Nov. 2012) 
	-	-	-	Y/N	-	Y/N
	Joint Self-Sufficiency Classes 
(Must total at least 16 instructional hours from Jan. – April 2013) 
	-	-	-	Y/N	-	Y/N
	



2. How will the program ensure good attendance of youth and parents at each activity?  Consider past strategies that the program used to overcome barriers to regular attendance.  Click here to enter text.

3. Discuss why the identified location(s) is convenient for families.  If no site(s) has been identified, describe plans for securing a location(s).  Click here to enter text.

4. Describe how bilingual/bicultural services will be provided to youth and parents for each class and workshop.  Click here to enter text.

5. If the program will provide child care, describe the room and staffing to be used for child care.  Include child care costs in the proposed budget.  Click here to enter text.

6. Describe any tailoring of parent education classes to be aligned with religious/cultural values.  How will the need for tailoring be addressed if the class serves parents of different ethnicities and religions?  Click here to enter text.

7. Describe any tailoring of information to religious/cultural values that will be needed for family self-sufficiency classes, if any.  How will the need for tailoring be addressed if the class serves parents of different ethnicities and religions?  Click here to enter text.

8. If partnering with another agency to deliver these services, list the partner and their role. Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.



IX. Proposed Family Referral Services – 10%

1. How will the program provide bilingual referral and support services to parents in each target language group?  Click here to enter text.

2. How will the program track the results of referrals for services?  Click here to enter text.

3. If partnering with another agency to deliver these services, list the partner and their role. Describe partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.

X. Staff Qualifications – 15%

Complete the table below by listing names and titles of program staff and consultants (if 
applicable).  For each staff position, identify the following:

· Name of staff/consultant
· Full-time or part-time status (e.g., 1 FTE is full time; 0.5 FTE is half time). 
· Number of work hours/week in the component(s) for which s/he is responsible.  

Note: Staff must include a full-time program coordinator.  An employment specialist who develops the spring work training opportunities is preferred but not required.

TABLE 5:  Staffing Plan for Program Components

	Staff or Consultant responsible
	
Outreach
	Summer Group Project
	Youth Case Mgmt.
	Parent Education
Class
	Family Referral Services
	Self-Sufficiency Class
	Developer of Spring Work Training Placements
	Spring Work Training

	Title: Program  Coordinator 1 FTE
Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Employment Specialist  __FTE
Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Consultant: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk



	


1. List the job responsibilities for the Program Coordinator.  Click here to enter text.

2. If the Program Coordinator is identified, answer the following questions.

a. What is this person’s past experience and skills working with older youth?  Click here to enter text.

b. What is this person’s past experience and skills working with parents or families?  Click here to enter text.

c. How has this person addressed the bilingual/bicultural needs of youth?  Click here to enter text.

3. For the Employment Specialist listed (if applicable), please answer the following questions.
a. What is this person’s past experience and skills developing work training placements, especially for limited English-speaking youth/young adults?  Click here to enter text.

4. If staff or consultants for this program have not already been identified, please answer the following questions.
a. How and where will position(s) be advertised?  Click here to enter text.

b. How will candidates’ cultural competence with the target populations be evaluated?  Click here to enter text.

c. Provide a timeline for the hiring process.  Click here to enter text.

5. Describe the reporting structure for the program staff.  Click here to enter text.

6. Complete the Personnel and Governing Body Inventory Form (Attachment 4).  Describe the specific community connections that line staff, program supervisor, management team, and board members have to the communities being served.  Include information about memberships in community organizations, participation in community events, etc.  Click here to enter text.

Attachment 3a.

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

CHECKLIST FOR EXPERIENCED AGENCY APPLICATION

Your complete application must include the following:

□	Attachment 2:  	Application Cover Sheet
□	Attachment 3b:  	Experienced Agency Application Form
□	Attachment 4:  	Personnel and Governing Body Inventory
□	Attachment 5:  	Budget Form
□	Attachment 6:  	Proposed Personnel Detail
□	If applicable:		Partner Agency Agreement Letter(s)
□	Copy of 2010 IRS 990 Form or copy of 2010 audit if not previously submitted with RSVP Form for Developing Agencies


Complete applications must be received by 5:00 p.m. on Tuesday, February 14, 2012. Late applications will not be reviewed and rated.

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI 
EXPERIENCED AGENCY APPLICATION FORM

Name of Organization: Click here to enter Name of Organization. 

TARGET POPULATION

Proposed Target Population

Please complete the table below with the number of youth to be enrolled and served. Indicate the number of youth speaking each of the target languages.  At least 19 youth must be enrolled. 

TABLE 1:  Proposed Target Population


	

Language Groups
	
# of proposed ELL youth
	# of staff speaking this language
	# of yrs. exp. serving these youth
	# yrs. exp. serving these adults

	Amharic

	-
	-
	-
	-

	Cambodian/Khmer

	-
	-
	-
	-

	Chinese

	-
	-
	-
	-

	Filipino

	-
	-
	-
	-

	Oromiffa

	-
	-
	-
	-

	Somali

	-
	-
	-
	-

	Spanish

	-
	-
	-
	-

	Tigrinya

	-
	-
	-
	-

	Vietnamese

	-
	-
	-
	-

	Total number of youth enrolled
	-
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PAST EXPERIENCE

For each question listed, provide a response in 4-6 sentences. Type answers in the box.

I. Past Experience: Youth Classes/Services for the Target Population

A. Youth Classes Offered in Last Three Years – 20%

Please complete the table below.  List up to three youth classes that the organization provided to the proposed target population within the last three years.  If applicable, include school-related (e.g., tutoring, youth leadership/development classes) or job training class(es).  If the target population consists of youth from several language groups, list the number of youth served for each of the proposed language groups.

TABLE 2:  Youth Classes Offered in Last Three Years

	
	Class 1: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)
	Class 2: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)
	Class 3: Click here to enter text.
(e.g., Tutoring, Job Training, Youth Leadership)

	Total # of classes (Indicate time period such as Once each year, 4 times per month; 12 times per year)
	-	-	-
	Days & Time of Class

	-	-	-
	Funding Source (City, Foundation, etc.) 
	-	-	-
	Name of Contract Monitor:* Phone:
Email address:
	Name/Phone/Email	Name/Phone/Email	Name/Phone/Email
	# of Paid Staff
	-	-	-
	# of Volunteers
	-	-	-
	# of Youth (15+ yrs.)
	-	-	-
	# of Youth served from each Proposed Target Population (List # of youth & language(s))
	-	-	-
	# of ELL Youth**
	-	-	-
	Records of Attendance? Y/N
	Y/N	Y/N	Y/N
	Partners or consultants? Y/N (If yes, include name)

	Y/N	Y/N	Y/N
	
	Name(s)	Name(s)	Name(s)

* One or more of the listed contract monitors will be contacted by HSD and asked to complete a monitor report form (see Attachment 7) which will be reviewed and rated.  If your contract monitor has changed within the past six months, please list the past contract monitor.
** ELL youth are youth who receive ELL services from Seattle Public Schools.

3. Identify one school-related or job training class with attendance records from Table 2 (if any) where at least 80% of youth attended 80% of the classes. Name of Class: Click here to enter text.  

a. What strategies were used to recruit youth for this class?  Click here to enter text.

b. What specific strategies were used to ensure consistent attendance for each target language group in this class?  If applicable, describe staff contact with parents, how often parents were contacted, and how contact with the parents affected youth attendance.  Click here to enter text.

c. Describe the specific skills the youth learned.  Click here to enter text.

d. Describe how youths’ progress and skills learned were assessed and measured.  Click here to enter text.

4. If a class is not listed in Question 1, list one class with attendance records from Table 2 (preferably a school-related or job training class) where less than 80% of youth attended 80% of the classes. Name of Class:  Click here to enter text.

a. List the barriers/challenges that prevented consistent attendance.  Click here to enter text. 

b. What strategies were used to try to improve attendance?  Click here to enter text.

c. What would the program do differently to improve attendance if the class were offered again?  Click here to enter text.

B. Youth Case Management Services in the Last Three Years – 5%

1. [bookmark: Check1][bookmark: Check2]Has the program provided youth case management services in the past 3 years?  |_| Yes |_| No.  If “Yes,” please answer the questions listed below. 

2. List the number of youth who received case management:  Click here to enter text. 

a. How were youth identified for case management services?  Click here to enter text.

b. How many of the youth who received case management were from the proposed target language groups:  Click here to enter text. 

3. Describe case management services provided to youth, especially youth in each target language group. If there were barriers in serving youth, describe the barriers and how they were addressed.  Click here to enter text.

4. How many times a week did case managers meet with youth?  Click here to enter text.  Describe how youth’s progress was assessed and the tracking tool used to monitor progress.  Click here to enter text.

5. Did case managers develop individualized service plans for youth?  |_| Yes |_| No.  If so, describe how the plan was used when working with youth.  Click here to enter text.

6. Were the services bilingual/bicultural?  |_| Yes |_| No.  If “yes,” please describe how the services were bilingual and bicultural.  Click here to enter text. 


II. Past Experience: Adult Classes/Services or the Target Population
 
A.  Past Adult Classes Offered in the Last Three Years – 10%

1. Please complete the table below.  List up to 3 adult classes/services provided to the proposed target population in the past 3 years.  Please list any parent education or work readiness classes provided to adults.
TABLE 3:  Adult Classes Offered in the Last Three Years

	
	Class 1: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL)
	Class 2: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL)
	Class 3: Click here to enter text.
(e.g., Parent Education, Citizenship, Job Readiness, ESL)

	Total # of times class met
(Indicate time period such as month, quarter, or year)
	-	-	-
	Days & Time of Class

	-	-	-
	Funding Source (City, Foundation, etc.) 
	-	-	-
	Name of Contract Monitor:* Phone:
Email address:
	Name/Phone/Email	Name/Phone/Email	Name/Phone/Email
	# of Paid Staff
	-	-	-
	# of Volunteers
	-	-	-
	# of Adults Enrolled
	-	-	-
	# of Adults served from each Proposed Target Population (list # of youth & language(s))
	-	-	-
	Method of recruitment (word of mouth, flyers, etc)
	-	-	-
	Attendance record? Y/N
	Y/N	Y/N	Y/N
	Partners or consultants? Y/N (If yes, include name)

	Y/N	Y/N	Y/N
	
	Name(s)	Name(s)	Name(s)
	*  One or more of the listed contract monitors will be contacted by HSD and asked to complete a monitor report form (see Attachment 7) which will be reviewed and rated.  If your contract monitor has changed within the past 9 months, please list the past contract monitor.



2. Identify one parent education or adult job readiness class with attendance records from Table 3 (if any) where at least 60% of adults attended 70% of the classes. Name of Class:  Click here to enter text.

a. What strategies were used to encourage adults in each target language group to consistently attend?  What incentives, if any, were used to increase attendance?  Click here to enter text.

b. Describe the specific skills and knowledge the adults learned, especially knowledge and skills learned in parent education or work readiness classes.  Describe how progress was assessed and the skills were measured.  Click here to enter text.

3. Which classes/services were offered in adults’ native language?  Click here to enter text.

4. Did these classes/services help adults to become more bicultural?  If so, how?  Click here to enter text.

5. If a class is not listed in Question 1, list one class with attendance records from Table 3 (preferably a parent education or adult job readiness class) where less than 60% of adults attended 70% of the classes. Name of Class:  Click here to enter text.

a. List the barriers/challenges that prevented consistent attendance.  Click here to enter text.

b. What strategies were used to try to improve attendance?  Click here to enter text.

c. What would the program do differently to improve attendance if the class were offered again?  Click here to enter text.
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PROPOSED SERVICES

For each question listed, provide a response in 4-6 sentences. Type answers in the box.

III. Proposed Outreach Services – 5%

1. Describe the strategy to be used to recruit at least 19 youth, ages 15-20 years, and their parents for this program.  Note: Families of all youth must meet low income guidelines listed on page 4 of the RFI.  Click here to enter text.

2. If the project is partnering with another agency to provide these services, list the partner and describe the partner’s role in outreach and their past outreach experience.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.

IV. Proposed Job Readiness Training & Bilingual/Bicultural Summer Group Project 
(200—240 hrs) – 15%

1. The program must offer a paid five-week group project for youth in the summer.  Describe one or two ideas for a group project that reflect a need or interest of the youth and each target community(s).  Click here to enter text.

a. Why is this idea(s) considered a community need or interest?  How might the community benefit from the project?  Click here to enter text.

b. Describe how youths’ bilingual needs will be addressed.  Click here to enter text.

2. At the start of the group project, youth must receive 12 hours of job readiness training.  Describe the job skills to be taught, how this training will be delivered and ways these skills will be reinforced and strengthened during the remainder of the summer group project. See Attachment 10 for the youth evaluation form that staff will complete.  Click here to enter text.

3. List the days and hours of the job readiness training and group project.  List the location, and discuss why this location is convenient for youth (bus routes, etc).  If no site has been identified, describe plans for securing a location.  Click here to enter text.

4. Describe how youth accomplishments will be celebrated at the end of the summer project.  How will family and community members be incorporated into the plans?  Click here to enter text.

5. If partnering with another agency to deliver these services, list the partner and their role.  Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner. Click here to enter text.



V. Proposed Bilingual/Bicultural Youth Case Management – 5%

1. Describe how the project will provide bilingual, bicultural case management services to target youth.  Click here to enter text.

2. List the number of hours a month the program will provide case management services for each youth.  Click here to enter text.

3. Describe how youth progress will be assessed, and the tracking tool that will be used to monitor progress.  If the organization has an Individualized Service Plan that will be used to assess and track progress, please attach a copy of this plan.  Click here to enter text.

4. How will the program encourage participation in case management?  Click here to enter text.

5. How will the program work with youth and their parents to encourage good school attendance?  Click here to enter text.

6. How will the program help youth identify career interests?  Click here to enter text.

7. If partnering with another agency to deliver these services, list the partner and their role.  Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.
	
VI. Spring Work Training for Youth (60 hrs) – 10%

1. Describe how the program will identify each youth’s work training needs (such as level of work readiness, English skills and career interests) and job skill goals.  Click here to enter text.

2. Describe the process of developing internship opportunities at different organizations or businesses that will meet these needs.  Describe specific strategies to develop internships, either past successful strategies or new strategies.  Click here to enter text.

3. List the number of hours a week that the youth will spend in their work training during the school week, and the number of hours during spring break (April 16 – 20, 2013).  Click here to enter text. 

4. Describe how the program will maintain good communication between program staff and the youth’s supervisor at the placement site especially if there are problems with the youth’s performance.  Click here to enter text.



VII. Proposed Bilingual/Bicultural Parent Education Classes, Self-Sufficiency Classes/ Postsecondary Workshops – 10%

1. Complete the table below.

TABLE 4:  Proposed Parent Education Classes & Joint Self Sufficiency Classes

	
	Class start & end dates
	Day & time of class
	Address of location
	Use own curriculum? Y/N
	Name of curriculum/ materials
	Provide child care? Y/N

	Parent Education Classes (Must total at least 12 instructional hrs. from Sept .– Nov. 2012) 
	-	-	-	Y/N	-	Y/N
	Joint Self-Sufficiency Classes 
(Must total at least 16 instructional hours from Jan. – April 2013) 
	-	-	-	Y/N	-	Y/N
	


2. How will the program ensure good attendance of youth and parents at each activity?  Consider past strategies that the program used to overcome barriers to regular attendance.  Click here to enter text.

3. Discuss why the identified location(s) is convenient for families.  If no site(s) has been identified, describe plans for securing a location(s).  Click here to enter text.

4. Describe how bilingual/bicultural services will be provided to youth and parents for each class and workshop.  Click here to enter text.

5. If the program will provide child care, describe the room and staffing to be used for child care.  Include child care costs in the proposed budget.  Click here to enter text.

6. Describe any tailoring of parent education classes to be aligned with religious/cultural values.  How will the need for tailoring be addressed if the class serves parents of different ethnicities and religions?  Click here to enter text.

7. Describe any tailoring of information to religious/cultural values that will be needed for family self-sufficiency classes, if any.  How will the need for tailoring be addressed if the class serves parents of different ethnicities and religions?  Click here to enter text.

8. If partnering with another agency to deliver these services, list the partner and their role. Describe the partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text. 



VIII. Proposed Family Referral Services – 5%

1. How will the program provide bilingual referral and support services to parents in each target language group?  Click here to enter text.

2. How will the program track the results of referrals for services?  Click here to enter text.

3. If partnering with another agency to deliver these services, list the partner and their role. Describe partner’s relevant past experience with services to be provided.  Attach a letter from the partner stating their specific role and willingness to be a partner.  Click here to enter text.

IX. Staff Qualifications – 15%

Complete the table below by listing names and titles of program staff and consultants (if 
applicable).  For each staff position, identify the following:

· Name of staff/consultant
· Full time or part-time status (e.g., 1 FTE for full time; .5 FTE for half time)
· Number of work hours/week in the component(s) for which s/he is responsible
· 
Note: Staff must include a full-time program coordinator.  An employment specialist who develops the spring work training opportunities is preferred but not required.

TABLE 5:  Staffing Plan for Program Components

	Staff or Consultant responsible
	
Outreach
	Summer Group Project
	Youth Case Mgmt.
	Parent Education
Class
	Family Referral Services
	Self-Sufficiency Class
	Developer of Spring Work Training Placements
	Spring Work Training

	Title: Program  Coordinator 1 FTE
Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Employment Specialist  __FTE
Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Title: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk

	Consultant: Click here to enter text.

Name: Click here to enter text.
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk
	_  hr/wk



1. List the job responsibilities for the Program Coordinator.  Click here to enter text.

2. If the Program Coordinator is identified, answer the following questions.

a. What is this person’s past experience and skills working with older youth?  Click here to enter text.

b. What is this person’s past experience and skills working with parents or families?  Click here to enter text.

c. How has this person addressed the bilingual/bicultural needs of youth?  Click here to enter text.

3. For the Employment Specialist listed (if applicable), please answer the following questions.
a. What is this person’s past experience and skills developing work training placements, especially for limited English-speaking youth/young adults?  Click here to enter text.

4. If staff or consultants for this program have not already been identified, please answer the following questions.
a. How and where will position(s) be advertised?  Click here to enter text.

b. How will candidates’ cultural competence with the target populations be evaluated?  Click here to enter text.

c. Provide a timeline for the hiring process.  Click here to enter text.

5. Describe the reporting structure for the program staff.  Click here to enter text.

6. Complete the Personnel and Governing Body Inventory Form (Attachment 4).  Describe the specific community connections that line staff, program supervisor, management team, and board members have to the communities being served.  Include information about memberships in community organizations, participation in community events, etc.  Click here to enter text.

Attachment 3b.


City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

		PERSONNEL & GOVERNING BODY INVENTORY
	
Agency Name:
	
	

	
	



All agencies requesting City of Seattle funds in response to the Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI, must complete the following inventory of the agency personnel and governing board.  On the ethnicity and gender data chart below, please indicate the number of employees by job categories.  Provide the same information for members of the governing board in the space provided.  
	
Total number of personnel employed:
	
	
Total number of governing board:
	



	

	Ethiopian/
Amharic
	Eritrean/ Tigrinya
	Oromo
	Somali
	Cambodian/
Khmer
	Chinese
	Filipino
	Vietnamese
	Latino
	African
Am.
	Native
American
	White
	Other Ethnicity

	Job Categories
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F
	
M
	
F

	Managerial
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Direct Service
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clerical
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Governing Board
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	The above information is based on personnel and governing board composition as of:  ____________________ (date)


	

	Submitted By:  _________________________________      Title:  ________________________________      Date:  _______________
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City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI
12-MONTH BUDGET FORM

	
	Amount by Fund Source

	ITEM
	RFI Funds
	Other Fund Source(s)
	Total Project 

	
1000 - PERSONNEL SERVICES
	
	
	

	
1110   Salaries – Full- & Part-Time
	
	
	

	
1300   Fringe Benefits
	
	
	

	SUBTOTAL – PERSONNEL SERVICES
	
	
	

	
2000 - SUPPLIES
	
	
	

	
2100   Office Supplies
	
	
	

	
2200   Operating Supplies2
	
	
	

	
2300   Repairs & Maintenance Supplies
	
	
	

	SUBTOTAL – SUPPLIES
	
	
	

	
3000 - 4000   OTHER SERVICES & CHARGES
	
	
	

	
3100   Expert & Consultant Services
	
	
	

	
3140   Contractual Employment  (e.g., child care staff)
	
	
	

	
3150   Data Processing
	
	
	

	
3210   Telephone
	
	
	

	
3220   Postage
	
	
	

	
3300   Agency/Staff Car Expense
	
	
	

	
3500   Printing & Duplicating
	
	
	

	
3600   Insurance
	
	
	

	
3700   Public Utility Services
	
	
	

	
3800   Repairs & Maintenance
	
	
	

	
3900   Rentals – Buildings
	
	
	

	           Rentals – Equipment
	
	
	

	4290   Youth Stipends ($700-$900/youth)
	
	
	

	4290   Other Miscellaneous Expenses4
	
	
	

	SUBTOTAL – OTHER SERVICES & CHARGES
	
	
	

	TOTAL EXPENDITURES
	
	
	




	2 Operating Supplies - Itemize below (Do Not Include Office Supplies):
	
	4 Other Miscellaneous Expenses - Itemize below:

	Food 
	 
	$
	
	
	
	$

	Bus tickets for youth or adults
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	$
	
	TOTAL
	
	$



Attachment 5

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

PROPOSED PERSONNEL DETAIL


	Full-Time Equivalent (FTE) = ____/week
	Fund Sources

	
Position Title
	
Hourly Rate
	
FTEs
	Annual Number
of Hours
	
RFI Funds
	Other
Fund Source(s)
	
Total
Program

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Subtotal – Salaries & Wages
	
	
	



	Personnel Benefits:
	FICA
	
	
	

	
	Pensions/Retirement
	
	
	

	
	Industrial Insurance
	
	
	

	
	Health/Dental
	
	
	

	
	Unemployment Compensation
	
	
	

	Subtotal – Personnel Benefits
	
	
	

	Total Personnel Costs (Salaries & Benefits)
	
	
	




Attachment 6

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI
SAMPLE CONTRACT MONITOR’S REPORT FORM – TO BE DISTRIBUTED BY HSD

Contract Monitor:  Please return this form to Lauren Lee; SMT 56th floor by noon February 22, 2012.  Please complete this form only if you have monitored the contracted service for at least 9 months and have observed the direct services provided.

Agency:  ___________________________	Check most recent year of service:    ____2011    ____2010    ____2009

Please list the program service in your contract that is case management or an instructional service (tutoring classes, youth leadership classes, parenting classes, vocational training, citizenship classes, etc). _________________________________

Please check each of the primary language(s) spoken by at least eight participants:
 Amharic     Cambodian     Chinese      Filipino     Oromiffa     Spanish     Somali     Tigrinya     Vietnamese

Age range of refugee/immigrant groups receiving services:  ____ Children  	   ____ Youth     ____   Adults	____ Elders

	1.  Outreach to Immigrants /Refugees
	Very successful outreach activities 
	

	Mainly successful outreach activities 
	
	 Not appropriate or unsuccessful outreach activities
	
	Does not apply
	

	2.  Enrollment in Instructional Services
	More people than required
	
	Meets requirements
	
	Low, rarely meets requirements 
	
	Does not apply
	

	3.  Attendance for Instructional Services
	No drop outs from class
	
	Few people drop out
	
	Many people drop out
	
	Does not apply
	

	4.  Quality of Instructional Services
	High quality services
	
	Mets basic needs of students 
	
	Needs a lot of improvement
	
	Does not apply
	

	5.  Quality of Case Management
	High quality case management
	
	Appropriate for most clients 
	
	Needs a lot of improvement
	
	Does not apply
	

	6.  Quality of Invoices & Reports
	Always On Time, Accurate & Complete
	
	Mostly On Time, Accurate & Complete
	
	Mostly Late, many mistakes, incomplete
	
	
	

	7.  Performance on Outcomes & Milestones
	Meets or Exceeds Outcomes
	
	Meets Most Outcomes
	
	Needs much improvement 
	
	
	

	8.  File System for Participant Information
	Well organized, complete files
	
	Organized,
 most information in files
	
	Disorganized system, most files lack information
	
	Does not apply/Do not know 
	


9.   How many immigrant/refugee participants were served in 2010 or 2011?  _______    Unduplicated count?    Yes	  No

10.   Check the individual participant information that the agency is required to report or keep on file:  ___ Name    ____ Age
____ Social Security or ID number 	   ____ Address   	 _____ Family Income level   	 ____ Attendance at class   
____ Race/ethnicity  	____ Other information:  describe_____________________________________________________

11.  Does the agency collect any data about individual participant’s performance such as grades, success in getting a job, 
	  passing citizenship exam, etc. 	    Yes	  No
If “Yes,” did the agency meet their outcomes and milestones in last year’s contract? 	    Yes	  No


12.  Has staff turnover, lack of qualified staff or staff training been a significant problem?	    Yes	  No
 If “Yes,” did the agency make the needed improvements?   	  Yes	  No


13.  Has there been a site visit or review of this program within the past 2 years? 	  Yes	  No
If “Yes,”  check if any of the following actions were a result of the review: 

  Corrective action plan  		  Termination of the contract	  Reduction of the budget because of performance 
  Other action:  Please describe;____________________________________________________________

Did the agency respond in a timely manner to address the issues above?  		Yes  		No  
If “No,” please give a brief update.



	Contract Monitor’s Signature 
	
	Date
	

	
	
	

	Contract Monitor Name  
	
	Phone/E-mail
	

	Position Title
	
	

	
	
	

	Supervisor Name
	
	Supervisor’s Signature  _______________________



Attachment 7

City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

RATING CRITERIA FOR DEVELOPING ORGANIZATION

To consider this application, the organization must have:

1. Adequately documented eligibility as a Developing Organization.  
2. Listed at least one youth class in Table 2. The class must have been offered for at least three months and served each language group in the target population.  

If both conditions are not met, the application is disqualified and is not rated. 


1. Past Experience with Youth Classes/Services - 12%
Rating criteria are listed below:

· Organization offered at least one class where 80% of ELL youth attended 80% of the classes. Attendance records were maintained.
· Organization described specific strategies for consistent attendance, including work with parents.
· Organization used tools to assess and measure skills that youth learned, especially job readiness or academic skills.
· If organization only offered a class where less than 80% of youth attended 80% of the classes, organization has learned from past experience and identified and implemented realistic ways to improve attendance.

1. Past Experience with Adult Classes/Services - 8%
Rating criteria are listed below:

· Organization offered one class where 60% of adults attended 70% of the classes. Attendance records were maintained.
· Organization described specific strategies for consistent attendance.
· Organization used tools to assess and measure skills that adults learned, especially parenting skills or job readiness.
· If organization only offered a class where less than 60% of adults attended 70% of the classes, organization has learned from past experience and identified and implemented realistic ways to improve attendance.

1. Proposed Outreach Services - 10%
Rating criteria are listed below:

· Proposed outreach, recruitment strategy is specific and realistic.
· If partnering with another agency(s), organization provides description of past experience with outreach to ELL youth and their families.  A letter from each partner agency clearly outlining its role in the program is required. 

1. Proposed Job Readiness Training and Paid Employment through a Bilingual/Bicultural Summer Group Project - 15%
Rating criteria are listed below:

· Organization identified specific, youth-appropriate job readiness skills, and describes how these skills will be initially taught and then reinforced during the remainder of the group project.
· Organization proposed ideas for a group project that reflect a need or interest of the youth and each target community(s).  
· Needs of bilingual youth are appropriately addressed.
· Organization lists proposed days, hours, start and end dates for group project that meet the RFI minimum requirements.  Location of project is accessible to those using public transportation and/or offers free/reduced-fee parking.
· Plans for end of summer celebration of youth accomplishments are clear and appropriate, and communities and family members are specifically incorporated into the plans.
· Budget for summer youth stipends is adequate. (See budget form attachment 5).
· If partnering with another agency(s), organization provides description of past experience with group projects to ELL youth.  A letter from each partner agency clearly outlining its role in the program is submitted. 

1. Proposed Bilingual/Bicultural Youth Case Management - 10%
Rating criteria are listed below:

· Organization describes bilingual bicultural case management services and addresses key barriers to case management.
· Organization will use tools to assess and track youth progress.
· Organization identifies a specific strategy for maintaining participation.
· Services address youth’s school attendance.
· If partnering with another agency, organization provides description of past experience with case management. A letter from each partner agency clearly outlining its role in the program is submitted.

1. Proposed Spring Work Training for Youth - 10%
Rating criteria are listed below:

· Organization describes specific methods for identifying each youth’s work training needs (i.e., work readiness skills, English skills and career interests) and job skill goals.
· Organization describes specific strategies for developing appropriate work training placements at different businesses and organizations that meets youths’ needs. 
· Number of hours a week for work training is realistic.
· Organization describes appropriate methods for communicating and coordinating with placement supervisor.
· Budget for spring youth stipends is realistic.
· If partnering with another agency, organization provides description of past experience with work training. A letter from each partner agency clearly outlining its role in the program is submitted.

1. Proposed Parent Education and Family Self-Sufficiency/Postsecondary Education Classes - 15%
Rating criteria are listed below:

· Organization describes specific strategies to ensure consistent attendance of both youth and parents that take into consideration past successful strategies.
· Organization lists proposed days, hours, start and end dates for each class/workshop that meet RFI minimum requirements.
· Location of training is accessible to those using public transportation and/or offers free/reduced-fee parking.
· If organization provides child care, room and staffing to be used for child care are appropriate, and child care costs are included in the budget.
· Organization specifically describes any tailoring of parent education and self-sufficiency information that may be needed because of parents’ religious/cultural values and/or if serving populations with different cultural and religious issues
· If partnering with another agency(s), organization provides description of past experience with each class/workshop. A letter from each partner agency outlining its role in the program is submitted.

1. Proposed Family Referral Services - 5%
Rating criteria are listed below:

· Clear, specific description of how the organization will provide bilingual referral and support services. 
· Organization will use tools to assess and track results of referrals.
· If partnering with another agency, organization provides description of past experience with referral services. A letter from partner agency outlining its role in the program is submitted.

1. Staff Qualifications - 15%
Rating criteria are listed below:

· Organization proposes sufficient staffing to ensure a quality experience for youth that will lead to achievement of the desired outcomes.  Full-time program coordinator and employment specialist are listed.
· Staff at all levels, board members, and any consultants are culturally and ethnically representative of all the language groups in the target population.
· Job responsibilities of each staff person are outlined.
· If names of staff are listed, there is bilingual staff for each of the target language groups.
· If applicable, recruitment and hiring plan and timeline ensures that culturally competent, bilingual/bicultural staff with appropriate skills and experience is hired for each of the target language groups. 
· Budget for staff/consultants is adequate to hire and retain qualified, experienced staff/consultants.
· Reporting structure for staff is clear.
· If the proposal includes consultant(s), consultant is culturally competent and has strong connections to I/R communities. 
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City of Seattle Human Services Department
Integrated Job Readiness Training for Immigrant/Refugee Youth & Families RFI

RATING CRITERIA FOR EXPERIENCED AGENCY

Agency must list at least one class in Table 3. The class must have been offered for at least three months and served each language group in the target population. If not, the agency does not meet eligibility condition and the application will not be rated.

I. Past Experience with Youth Classes/Services - 20%
Rating criteria are listed below:

· Agency offered at least one class where 80% of ELL youth attended 80% of the classes.  Attendance records were maintained.
· Agency described specific strategies for consistent attendance, including work with parents.
· Agency used tools to assess and measure skills that youth learned, especially job readiness or academic skills.
· Contract monitor report(s) confirms that past classes had good attendance, met outcomes, and provided quality services with good administrative capacity.
· If agency only offered a class where less than 80% of youth attended 80% of the classes, agency has learned from past experience and identified and implemented realistic ways to improve attendance.

II. Past Experience with Youth Case Management - 5%
Rating criteria are listed below:

· Agency provided case management services to youth in target populations that addressed youth barriers and issues.
· Agency used tools to assess and track youth progress.
· Case management services were culturally appropriate. 
· Case management services had documented positive outcomes.
· Contract monitor report(s) confirms that past case management services were high quality and met outcomes.

III. Past Experience with Adult Classes/Services - 10%
Rating criteria are listed below:

· Agency offered one class where 60% of adults attended 70% of the classes. Attendance records were maintained.
· Agency described specific strategies for consistent attendance.
· Agency used tools to assess and measure skills that adults learned, especially parenting skills or job readiness.
· If agency only offered a class where less than 60% of adults attended 70% of the classes, agency has learned from past experience and identified and implemented realistic ways to improve attendance.
· Contract monitor report(s) confirms that past classes had good attendance, met outcomes, and provided quality services with good administrative capacity.

IV. Proposed Outreach Services - 5%
Rating criteria are listed below:

· Proposed outreach, recruitment strategy is specific and realistic.
· If partnering with another agency, agency provides description of past experience with outreach to ELL youth and their families.  A letter from partner agency outlining their role in the program is submitted. 

V. Proposed Job Readiness Training and Paid Employment through a Bilingual/bicultural Summer Group Project - 15%
Rating criteria are listed below:

· Agency identified specific, youth-appropriate job readiness skills, and describes how these skills will be initially taught and then reinforced during the remainder of the group project.
· Agency proposed ideas for group project that reflect a need or interest of the youth and each target community(s).  
· Needs of bilingual youth are appropriately addressed.
· Agency lists proposed days, hours, start and end dates for group project that meet the minimum RFI requirements.  Location of project is accessible to those using public transportation and/or offers free/reduced-fee parking.
· Plans for end of summer celebration of youth accomplishments are clear and appropriate, and communities and family members are specifically incorporated into the plans.
· Budget for summer youth stipends is adequate. (See budget form attachment 5).
· If partnering with another agency, agency provides description of past experience with group projects to ELL youth.  A letter from partner agency outlining their role in the program is submitted. 

VI. Proposed Bilingual/Bicultural Youth Case Management - 5%
Rating criteria are listed below:

· Agency describes bilingual bicultural case management services and addresses key barriers to case management.
· Agency will use tools to assess and track youth progress.
· Agency identifies a specific strategy for maintaining participation.
· Services address youths’ school attendance.
· If partnering with another agency, agency provides description of past experience with case management. A letter from partner agency outlining their role in the program is submitted.



VII. Proposed Spring Work Training for Youth - 10%
Rating criteria are listed below:

· Agency describes specific methods for identifying each youth’s work training needs (i.e., work readiness skills, English skills, and career interests) and job skill goals.
· Agency describes specific strategies for developing appropriate work training placements at different businesses and agencies that meets youth’s needs. 
· Number of hours a week for work training is realistic.
· Agency describes appropriate methods for communicating and coordinating with placement supervisor.
· Budget for spring youth stipends is realistic.
· If partnering with another agency, agency provides description of past experience with work training. A letter from each partner agency clearly outlining its role in the program is submitted.

VIII. Proposed Parent Education and Family Self-Sufficiency/Postsecondary Education Classes - 10%
Rating criteria are listed below:

· Agency describes specific strategies to ensure consistent attendance of both youth and parents that take into consideration past successful strategies.
· Agency lists proposed days, hours, start and end dates for each class/workshop that meet RFI minimum requirements.
· Location of training is accessible to those using public transportation and/or offers free/reduced-fee parking.
· If agency provides child care, room and staffing to be used for child care are appropriate, and child care costs are included in the budget.
· Agency specifically describes any tailoring of parent education and self-sufficiency information that may be needed because of parents’ religious/cultural values and/or if serving populations with different cultural and religious issues
· If partnering with another agency, agency provides description of past experience with each class/workshop.  A letter from partner agency outlining its role in the program is submitted.

IX. Proposed Family Referral Services - 5%
Rating criteria are listed below:

· Clear, specific description of how the agency will provide bilingual referral and support services. 
· Agency will use tools to assess and track results of referrals.
· If partnering with another agency, agency provides description of past experience with referral services. A letter from partner agency outlining their role in the program is submitted.



X. Staff Qualifications - 15%
Rating criteria are listed below:

· Agency proposes sufficient staffing to ensure a quality experience for youth that will lead to achievement of the desired outcomes.  Full-time program coordinator and employment specialist are listed.
· Staff at all levels, board members, and any consultants are culturally and ethnically representative of all the language groups in the target population.
· Job responsibilities of each staff person are outlined.
· If names of staff are listed, there is bilingual staff for each of the target language groups.
· If applicable, recruitment and hiring plan and timeline ensures that culturally competent, bilingual/bicultural staff with appropriate skills and experience is hired for each of the target language groups. 
· Budget for staff/consultants is adequate to hire and retain qualified, experienced staff/consultants.
· Reporting structure for staff is clear.
· If the proposal includes consultant(s), consultant is culturally competent and has strong connections to I/R communities.

Attachment 9

City of Seattle Human Services Department
2012 Youth Evaluation – End of Internship/Project
(To be completed by site supervisor)


Youth’s Name: 						     Age: 	     Last 4 digits of SSN: 	_______	

Site: 							Supervisor’s Name: 						

Please fill out both sides of this form to evaluate the job readiness skills that the youth has demonstrated and learned during his/her internship or group project.  This information is very important in helping us identify future job training needs and job placements for this youth.  

1. BEING ON TIME (check one)      Total # of Days Scheduled for Internship/Project = ______
____Below average:  At least once a week late to work  (late ___ times or more)
____Average:  85% on time to work  (late ___ times)
____Above average:  90% on time  (late ___ times)
____Excellent:  100% on time to work

2. ATTENDANCE AT WORK (check one)      Total # of Days Scheduled for Internship/Project = ______
____Needs Significant Improvement: Below 80% attendance for total days scheduled  (_____absences*)
____Needs Improvement: 80-85% attendance for total days scheduled  (_____absences*)
____Average: 86-90% attendance for total days scheduled  (_____absences*)
____Above Average/Excellent: 91-100% attendance for total days scheduled  (_____absences*)
									*Absences are excused or unexcused. 

3. PERSONAL APPEARANCE (check one)
___Often dressed inappropriately 
___Sometimes dressed inappropriately 
___Usually dressed appropriately 
___Always dressed appropriately 


4. PERSONAL HYGIENE (check one)
___Often had poor hygiene
___Sometimes had poor hygiene
___Usually had good hygiene
___Always had good hygiene


5. SHOWS POSITIVE ATTITUDES & BEHAVIORS (check one box for each line) 
a.	Showed initiative in carrying out work assignments				    Y	  Sometimes	   N    
b.	Willing to learn new tasks and/or new skills					    Y	  Sometimes	   N    
c.	Completed work accurately and on time					    Y	  Sometimes	   N    
d.	Used respectful language for the workplace; no swearing, name calling	    Y      Sometimes	   N   
6. 
RELATIONSHIP WITH CO-WORKERS (check one box for each line)  N/A= Situation did not apply 
a.	Accepted help from co-workers or supervisor			    Y	  Sometimes	   N     N/A
b.	Listened to criticism/suggestions offered by co-workers & tried to improve            Y	  Sometimes	   N     N/A 
c.	Willing to help co-workers						    Y	  Sometimes	   N     N/A
d.	Worked positively with co-workers (e.g. positive attitude, flexibility,	    Y	  Sometimes	   N     N/A
	team player, cooperative, etc.)

Comments: ___________________________________________________________________

7. RELATIONSHIP WITH SUPERVISOR (check one box for each line)
a.	Asked supervisor or co-workers for help when needed		    Y	  Sometimes	   N     N/A
b.	Listened to criticism/suggestions offered by supervisor & tried to improve             Y	  Sometimes	   N     N/A 
c.	Identified problems related to own work				    Y	  Sometimes	   N     N/A
d.	Had a positive working relationship with supervisor (e.g. positive attitude,	    Y	  Sometimes	   N     N/A
	flexibility, team player, cooperative, etc.)		

Comments: _______________________________________________________________________________


8. JOB COMPETENCY SKILLS

a.	What type of job skill did the youth learn? (check one)
  Health care skills	  Gardening/plants skills		  Child care skills (children under 5)
  Aerospace skills	  Arts/recreational skills		  Education skills (school-age children)
  Retail skills		  Tools/construction skill		  Energy conservation skills
   Computer/media skills	  Other: 		_____________________________

b. Rate the youth’s ability by end of internship to perform duties outlined on internship description.
___ Easily able to perform duties as instructed
___ Needed some coaching to perform duties 
___ Needed a lot of coaching to perform duties 
___ Unable to perform duties with coaching
	       	
c. How much did youth improve? 
___Improved A Lot	___Improved A Little 		___Did Not Improve	___Strong All Along

d. Please summarize your overall experience with this youth:  ______				______	
															
															
															
											_				

															
Supervisor Signature						Date

Attachment 10
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	Seattle Public Schools High Schools ELL Student Enrollment for Top 9 Language Groups 


	School
	Amharic
	Chinese
	Cambodian
	Oromo
	Somali
	Spanish
	Tagalog
	Tigrinya
	Vietnamese
	Grand Total

	Ballard
	2
	7
	 
	 
	8
	24
	 
	 
	6
	47

	Chief Sealth
	7
	2
	8
	3
	38
	67
	5
	9
	17
	156

	Cleveland
	 
	4
	2
	 
	21
	22
	17
	2
	28
	96

	Franklin
	9
	61
	6
	8
	38
	25
	29
	6
	37
	219

	Garfield
	5
	33
	1
	7
	30
	19
	1
	12
	12
	120

	Ingraham
	10
	13
	2
	2
	17
	32
	4
	5
	4
	89

	Interagency
	 
	 
	4
	 
	4
	17
	4
	 
	2
	31

	Interagency Detention
	1
	 
	 
	 
	 
	 
	 
	 
	 
	1

	Middle College
	1
	 
	 
	 
	3
	5
	1
	 
	 
	10

	Nathan Hale
	7
	4
	1
	2
	14
	6
	1
	4
	1
	40

	Rainier Beach
	 
	3
	 
	3
	44
	8
	9
	 
	12
	79

	Roosevelt
	7
	24
	1
	2
	9
	11
	1
	7
	11
	73

	Secondary BOC
	13
	27
	1
	5
	13
	29
	1
	14
	44
	147

	South Lake
	 
	 
	 
	 
	3
	7
	2
	1
	 
	13

	West Seattle
	1
	3
	3
	1
	29
	17
	11
	 
	8
	73

	Grand Total
	63
	181
	29
	33
	271
	289
	86
	60
	182
	1,194



Attachment 11

City of Seattle Human Services Department

PROPOSERS APPEALS PROCESS

A proposer is any legal entity that has responded to a formal process (Request For Investments, Request For Qualifications, bid requests, notice of funding availability or similar process) conducted by the Human Services Department in soliciting applications for the provision of defined services.

1.	The Human Services Department (HSD) will notify all applicant in writing of the acceptance or rejection of the proposal, and, if appropriate, the level of funding to be allocated.

2.	Within ten (10) working days from the date of the written notification, the applicant may submit a written appeal to the Director of HSD. The basis for the appeal must address one or more of the following criteria:

	Violation of policies or guidelines established in the RFI.

	Failure to adhere to published criteria and/or procedures.

3. The HSD Director will review the written appeal and may request additional oral or written information from the appellant organization. A written decision of the HSD Director will be made within ten (10) working days of the receipt of the appeal. The HSD Director’s decision is final. 

4. If an appeal is filed, no new contracts resulting from the solicitation may be finalized until the appeal process is completed or the appeal resolved. An appeal may not prevent HSD from issuing an interim contract for services to meet critical client needs. 

