Attachment C

Statement of Work

Job Profiling and Assessment Process
1.0 Introduction and Background

The Indiana Department of Workforce Development (DWD) is the state agency responsible for employment, education and job training programs in Indiana and administering the unemployment insurance program. DWD is fully committed to ensuring that every Hoosier worker has access to the education and job training programs that will give them the knowledge, experience and confidence to build better careers, lives and communities.  DWD is equally committed to ensuring Hoosier employers have access to the world’s premier workforce and innovative programs.   
The foundation of this commitment is the “Customer Bill of Rights” which recognizes that Hoosier workers visiting a WorkOne center have:

· The right to know their skills
· The right to improve their skills

· The right to find the best job that matches their skills
The right assessment tools are critical in making such determinations.  
For the purpose of this Request for Proposal (RFP) no new development or customization is anticipated. DWD intends to contract with one primary vendor and is seeking a fully developed commercial off-the-shelf (COTS) process that has four components:

1. Job profiling component
The job profiling tool or process must identify the skill requirements and levels required to perform successfully in a specific occupation. It is estimated that 60 job profiles will be performed annually.
2. Foundational skill assessments that map to the job profiles and training resources 
The assessment tool(s) will be utilized to measure the workplace skills of a diverse group of workers that include the employed, unemployed and underemployed workers who have varying degrees of education and abilities. The assessment results will be used to identify skill gaps and training needs, for hiring decisions, to promote economic development, and to develop training solutions in conjunction with the profiling results. It is estimated that 120,000 assessments will be administered annually (3 assessments per person on average).
3. Foundational skill remediation tool that maps to the job profiles and assessments
The assessment system should include a component that provides remediation in foundational skills such as literacy skills in language/reading, math and basic career skills.  
4. Certificates and/or certifications 
The certificates and/or certifications must document the skills and skill levels measured by the skills assessments. It is estimated that 40,000 certificates will be issued annually.
The job profiling, assessments and remediation tool may be web-based and/or paper and pencil although other alternatives will be considered.  
Throughout this Statement of Work, the selected vendor must comply with Indiana Office of Technology (IOT) standards, policies and guidelines located at  http://www.in.gov/iot/2394.htm; the Information Security Framework, State of Indiana Resources Policy and Practices located at http://www.in.gov/iot/files/Information_Security_Framework.pdf; and ISO17799, Information technology - Security techniques - Code of practice for information security management  located at http://www.iso.org/iso/support/faqs/faqs_widely_used_standards/widely_used_standards_other/information_security.htm.  
All hardware, software, and services provided to or purchased by the State shall be compatible with the principles and goals contained in the electronic and information technology accessibility standards adopted under Section 508 of the Federal Rehabilitation Act of 1973 (29 U.S.C. 794d) and IC 4-13.1-3.  Compatibility can be confirmed by submitting a Voluntary Product Accessibility Template (VPAT) if already available or by completing the Assistive Technology Compliance Evaluation Form available in Attachment E.  Proposals will be reviewed by DWD’s information technology staff.

The responses must be concise and submitted in the tab order specified below to be considered for review:
	

	TAB A
	Recommendations 

	TAB B
	Job Profiling

	TAB C
	Assessments

	TAB D
	Foundational Skill Remediation Tool

	TAB E
	Certificates

	TAB F
	Transmission of Assessment Results


TAB A – Recommendations

DWD is seeking recommendations on a statewide job profiling and assessment process that will ensure workers are placed on an appropriate career path, in the right training programs, and possess the skills that employers demand for their jobs.  Specific details on job profiling, assessment tool(s), remediation tool(s), and certificates should be provided in TAB B, TAB C, TAB D, and TAB E respectively. 

The following should be specifically addressed in this section in this order:

1) Recommendations on profiling, assessment and remediation tool(s).

2) Web-based, paper and pencil, or other alternatives.

3) Benefits of using job profiling, assessment and remediation tool(s).

4) Transition of a new job profiling, assessment and remediation instruments to the WorkOne centers (http://www.in.gov/dwd/WorkOne/) and to partner locations, if applicable.
5) Describe how your system can be applied in or support education and training programs and in economic development situations. 
6) Include case studies, if available.  
TAB B – Job Profiles
The job profiling process must identify and rate the foundational skills needed to perform a specific job successfully and have a corresponding assessment tool that accurately measures the foundational skills for a broad section of occupations in the work place. 

The profiling process and results must be compliant with the United States Equal Employment Opportunity Commission (EEOC) in accordance with the Uniform Guidelines on Employee Selection Procedures, 41 CFR Part 60-3, and it must be a proven, valid and reliable process that is legally defensible. The process and results must conform to the American with Disabilities Act (ADA) and all related federal and state anti-discrimination laws and regulations.

The above requirements are mandatory and proposals that do not meet these requirements will not be considered.
The job profiling section below requires details about all aspects of the job profiling process or system presented for consideration.  Information must be included for each section and in the exact order as listed below:

1.0 Job profiling 
a. Provide reliability and validity measures or scores and legally defensible results.
b. Compliant with EEOC in accordance with the Uniform Guidelines on Employee Selection Procedures, 41 CFR Part 60-3.
c. Describe the job profiling process.

i. Who or what software program decides what skills are important?

ii. How are the skills and skill levels determined and rated?
iii. Are job specific task statements involved in the job analysis?
iv. Can the profiling tool or process be used to profile a curriculum or training program to determine skills and skill levels required to be successful?
v. Can skills be matched to jobs that have not been profiled?

vi. What is required of the “profiler” or what is the role of the job profiling facilitator, if any?

d. Online web-based and/or manual process?
i. If web based, how does the process stay on target i.e. DWD staff person, an employer person (HR staff, etc.) or would the vendor provide that guidance?
ii. Is your solution vendor-hosted or State-hosted?

iii. If vendor hosted, what security measures are in place to protect the data? Does your security policy conform to the State’s policy located at www.in.gov/iot/2394.htm?
iv. If vendor-hosted, what are your web-hosting service levels?  What are the fees associated with these services?  Is software maintenance (updates, fixes) included?  Are hosting fees reduced if service levels are not met?
v. Provide hardware and software configurations, including operating systems, for client and server environments.

vi. What is your disaster recovery plan?
e.
How will technical support be provided and in what form (e.g. help desk, web-based)?
i. What hours is technical support available (i.e. 24/7)?

ii. How is technical support accessed (Internet, toll free telephone number)?

iii. Where is technical staff located (overseas)?
f.
What is your policy regarding Confidential Information?
g.
Ownership of data: Please confirm that any data provided by or for the State, including but not limited to, client identifying information, job profiling information and associated reports, remains the property of the State and my not be marketed or sold by the vendor without the express written consent of the State.

1.1 Profiler requirements

a. Minimum qualifications required to perform profiles.

b. Can DWD or partner staff be trained to perform profiles?

c. What training is required, how long does it take, where is it given?
1.2 Job profile

a. What is required of the employer – number of subject matter experts or other staff and amount of time?
b. Are on-site visits, job shadowing or job observation part of the job analysis?

c. How long does it take to complete one profile?
d. How long does it take to get the results to the employer?

e. Attach a sample profile and include the task list associated with it.

f. How long is the profile valid?

g. List the workplace skills associated with the profiles i.e. mathematics, reading, writing.

h. What is the average number of skills identified in each profile?

i. What skills are most identified in each job profile?
1.3 Other

a. Are the results from the job profiles available in aggregate form to use to identify skills gaps?

b. Are the profiling results stored in a database? 
c. Can job profiling results be manipulated by vendor and/or DWD staff to generate reports?
d. What types of reports are available?

e. Can employers purchase job profiles if they do not qualify for state assistance? 

f. How much administrative time is required of DWD staff, if any?

TAB C – Assessments

DWD is seeking an assessment tool that measures the current skills of workers for a broad section of occupations in the work place. The assessment tool must have a clear and validated relationship between the assessments and the skills identified in the job profile component (TAB B) of this Statement of Work. 

The assessment tool must provide reliable and valid results that are compliant with the United States Equal Employment Opportunity Commission (EEOC) in accordance with the Uniform Guidelines and Employee Selection Procedures, 41 CFR Part 60-3.  The assessment tool must conform to the American with Disabilities Act (ADA) and all related federal and state anti-discrimination laws and regulations.

The above requirements are mandatory, and proposals that do not meet these requirements will not be considered.

This section must include information on the following and in this order:

2.0 Assessment Tool
a. Proof of test reliability, test validity, and a clear and validated relationship between the assessment tool and the skills identified in the job profile component (TAB B) of this Statement of Work.
b. Legally defensible results.
c. Compliant with EEOC in accordance with the Uniform Guidelines on Employee Selection Procedures, 41 CFR Part 60-3

d. ADA: Accomodations for individuals with disabilities and/or other barriers. The respondent needs to validate that the service confirms to the Assistive Technology Policy (Section 508). This should be done by submitting a Voluntary Product Accessibility Template (VPAT) if already available or completing the Assistive Technology Compliance Evaluation From available in Attachment D. 
2.1 Assessments 

a. Describe the assessments:
i. Purpose of assessment, what it is designed to measure and the target population. 
ii. Provide copies of the assessment(s), test instructions, and test manual.

iii. Are online web-based and/or paper-pencil options available?
iv. Does the assessment have a locator or an abbreviated pre-assessment?

v. Skills involved – reading, writing, and mathematics. 
vi. Length of time to take the assessment(s).

vii. Is there a single assessment administered or are multiple assessments available?

viii. Is there more than one version of the assessment? Are they interchangeable?

ix. Can the assessment(s) be administered to one person, in a group setting, or can a large number of assessments be administered at one time?
x. Are the assessed skills teachable? 
xi. What remediation tools are available to close skill gaps identified by the assessments that will help prepare individuals for the assessment?
xii. Are assessments available for use with specific groups, such as non-English speakers or persons with limited reading skills?  Can the assessments be accommodated, and if so, describe the accommodations available and the appropriate application? 
xiii. Will there be a cost for new versions and how often does this happen?
xiv. What applicant and test security measures are in place?
b. Equipment and/or technology requirements:

i. Provide hardware and software configurations, including operating systems, for client and server environments.

ii. What is required of the user?

iii. Is your solution vendor-hosted or State-hosted?

iv. If vendor-hosted, discuss security measures in place to protect the data.  Does your security policy conform to the State’s policy located at www.in.gov/iot/2394.htm
v. Do you have a disaster recovery plan? Please describe it.

vi. If vendor-hosted, what are your web-hosting service levels?  What are the fees associated with these services?  Is software maintenance (updates, fixes) included?  Are hosting fees reduced if service levels are not met?
c. How will technical support be provided and in what form (e.g. help desk, web-based)?
i. What hours is technical support available (i.e. 24/7)?

ii. How is technical support accessed (Internet, toll free telephone number)?

iii. Where is technical support staff located (overseas)?
d. What is the policy regarding confidential information?
e. Ownership of data: Please verify that any data provided by or for the State, including but not limited to, client identifying information, assessment scores and associated reports, remains the property of the State and may not be marketed or sold by the vendor without the express written consent of the State.
f.
Assessment results:
i. How are the assessments scored (e.g. hand scored, online scoring, computer-based scoring, and optical scanner)?
ii. How long does it take to get the results?

iii. Attach a sample of the results. 

iv. To what extent do assessments offer specific results by subject (for instance, are results merely listed for computational attainment or do they include diagnostics for training purposes i.e. developmental feedback and/or allowing for bridges to remediation pathways)?  
v. How long are the assessment scores valid?

vi. Are the assessment results cross walked to other assessment tools? Explain.
vii. Describe how the assessment results can be used in economic development.  
viii. Are the assessment results and applicant data stored in a database?

ix. Is there an integrated process for applicant management?

x. Can assessment results be manipulated by vendor and/or DWD staff to generate reports? 

xi. What reports are available?
g.   Administration:

i. What training is required of staff to administer, score and interpret the results? Does the vendor provide training and in what format (e.g. web based, instructor led?)
ii. How much staff time on average is required to a) administer the assessments, b) score the assessments, and c) interpret the assessment results?
iii. How will assessment support be provided and in what form (e.g. help desk, web based)?

iv. What hours is assessment support available?

v. How is assessment support accessed (internet, toll free telephone)?

vi. Where is assessment support staff located (overseas)?

vii. Materials needed.

TAB D – Foundational Skill Remediation Tool
DWD is seeking a job profiling and assessment system that includes a foundational skills remediation component.  
a. Do you offer unlimited site licenses that would cover all WorkOne and partner agencies? 
b. Is the tool internet delivered?
c. Does the tool remediate for literacy skills in language/reading and math?
d. Can it be customized for Indiana to give clients easy entry to reading, math and locating?
e. Does the tool provide training modules linked to the assessments?
f. Is there the ability to conduct student tracking on usage and progress with this tool?
g. Does the tool cover career skills - soft skills curriculum most requested by employers?
h. Is there access to an online database which correlates student's score to national profiles with a career development tool?
i. Equipment and/or technology requirements:

i. Provide hardware and software configurations, including operating systems, for client and server environments.

ii. What is required of the user?

iii. Is your solution vendor-hosted or State-hosted?

iv. If vendor-hosted, discuss security measures in place to protect the data.  Does your security policy conform to the State’s policy located at www.in.gov/iot/2394.htm?

v. Do you have a disaster recovery plan?  Please describe it.

vi. If vendor-hosted, what are your web-hosting service levels?  What are the fees associated with these services?  Is software maintenance (updates, fixes) included?  Are hosting fees reduced if service levels are not met?
j. How will technical support be provided and in what form (e.g. help desk, web-based)?

i. What hours is technical support available (i.e. 24/7)?
ii. How is technical support accessed (internet, toll free number)?

iii. Where is technical support staff located (overseas)?

k.
What is the policy regarding confidential information?
l.
Ownership of data: Please verify that any data provided by or for the State, including but not limited to, client identifying information, assessment scores and associated reports, remains the property of the State and may not be marketed or sold by the vendor without the express written consent of the State.

TAB E – Certification or Certificate Process
DWD is seeking a job profiling and assessment system that includes a certification or certificate process that documents the skills or critical skills that are required by most occupations and that are measured by the assessments.  

a. Do you have a certificate or certification process associated with the assessments?
b. Is the certificate or certification recognized by other states and/or employers?  Please elaborate. 

c. What specific skills and skill levels are documented on the certificate or certification?

d. Does the certificate describe what the worker can actually do?

e. Attach a copy of the certificate.

f. What are the options available for distributing the certificates or certifications to those who qualify? 
g.  Equipment and/or technology requirements:
i. Provide hardware and software configurations, including operating systems, for client and server environments
ii. What is required of the user?

iii. Is your solution vendor-hosted or State-hosted?

iv. If vendor-hosted, discuss security measures in place to protect the data.  Does your security policy conform to the State’s policy located at www.in.gov/iot/2394.htm? 

v. Do you have a disaster recovery plan?  Please describe it.

vi. If vendor-hosted, what are your web-hosting service levels?  What are the fees associated with these services?  Is software maintenance (updates, fixes) included?  Are hosting fees reduced if service levels are not met?
h. How will technical support be provided and in what form (e.g. help desk, web-based)?

i. What hours is technical support available (i.e. 24/7)?

ii. How is technical support accessed (internet, toll free telephone number)?

iii. Where is technical staff located (overseas)?

i.
What is the policy regarding confidential information?

j.
Ownership of data: Please verify that any data provided by or for the State, including but not limited to, client identifying information, assessment scores and associated reports, remains the property of the State and may not be marketed or sold by the vendor without the express written consent of the State.

TAB F – Transmission of Assessment Results
DWD is seeking daily transmission of assessment results and client identifying information to DWD.  This section must include information on the following and in this order:

a. The ability to submit assessment results to DWD daily via a web service, using DWD’s Enterprise Service Bus (ESB).  DWD uses the ESB to facilitate data transfer between external clients via web services. 

b. The ability to submit assessment results to DWD daily via other text-based file-transfer mechanisms.

c. The ability to submit client identifying information, assessment type, assessment date and assessment results in XML format via HTTPS to a web service in the ESB. 

d. The ability to submit client identifying information, assessment type, assessment date and assessment results in other text-based formats, using file-transfer methods alternative to web services. 

e. What security measures are in place to protect data transmitted to DWD?
f.
Equipment and/or technology requirements:

i. Provide hardware and software configurations, including operating systems, for client and server environments

ii. What is required of the user?

iii. Is your solution vendor-hosted or State-hosted?

iv. If vendor-hosted, discuss security measures in place to protect the data.  Does your security policy conform to the State’s policy located at www.in.gov/iot/2394.htm? 

v. Do you have a disaster recovery plan?  Please describe it.

vi. If vendor-hosted, what are your web-hosting service levels?  What are the fees associated with these services?  Is software maintenance (updates, fixes) included?  Are hosting fees reduced if service levels are not met?

g.
How will technical support be provided and in what form (e.g. help desk, web-based)?

i. What hours is technical support available (i.e. 24/7)?

ii. How is technical support accessed (internet, toll free telephone number)?

iii. Where is technical staff located (overseas)?
h.
What is the policy regarding confidential information?

i.
Ownership of data: Please verify that any data provided by or for the State, including but not limited to, client identifying information, assessment scores and associated reports, remains the property of the State and may not be marketed or sold by the vendor without the express written consent of the State.
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