BDDS Staff Training RFP – Scope of Work

1. Introduction:
The Indiana Family and Social Services Administration (FSSA), Division of Disability and Rehabilitative Services (DDRS) Bureau of Developmental Disabilities Services (BDDS) requests responses from potential contractors experienced in providing Staff Development Services for organizations similar in size and scope to BDDS.  

Note on Conflicts of Interests: Due to potential conflict of interest issues, Respondents to this Request for Proposal (RFP) may not be a current provider in the DDRS system.

2. Background:
The BDDS provides services for individuals with developmental disabilities that enable them to live as independently as possible in their communities. BDDS assists individuals in receiving community supports and residential services using a person-centered plan to help determine which services are needed and who can best provide them. BDDS also monitors the quality of care and the facilities of those who are approved to provide these services in Indiana.  BDDS operates eight offices throughout the state of Indiana employing approximately 70 Service Coordinators.  Detailed information on Service Coordinator turnover is below:

Service Coordinator Employment Statistics (1/1/2013 – 12/31/2013)
	Position
	Begin Count
	Hires
(+)
	Terminations
(-)
	Retirements
(-)
	Transfers in (+)
	Transfers out (-)
	End Count
	Turnover

	Service Coordinator
	64
	9
	9
	3
	6
	1
	66
	20.62%



The BDDS Service Coordinator makes independent case decisions for the BDDS program including determination of client eligibility, development of the client service plans and authorization of BDDS funds for services. The BDDS Service Coordinator works directly with consumers, families and medical professionals to conduct a consumer needs assessment and provides guidance to individuals with disabilities assisting them in achieving access to necessary services for health and safety, and self-sufficiency which is consistent with their strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.  Some Service Coordinators may serve as a specialty Coordinator for a specific type of service, such as Supervised Group Living (SGL), Intermediate Care Facility for Individuals with Intellectual Disabilities (ICFIID) or others.

A list of BDDS office locations can be found at: http://www.in.gov/fssa/ddrs/4088.htm  

The Service Coordinators will be the main focus of the staff training services described in this RFP.  However, Contractor shall also make sure that the training is relevant to all BDDS staff including the eight district managers and 25 BDDS central office staff.  

3. Staff Training Tasks
The Contractor shall perform the staff training tasks described below. 

3.1 Training Access Point 
 
The Contractor shall support a central access point for BDDS staff to obtain information about BDDS sponsored training activities.  Contractor shall coordinate activities, including registration with the online training system within the current case management system.  Currently, BDDS uses Advocare as the case management system.  The Contractor is encouraged to use Advocare as the central access point for all online training modules.  
 
The Registration Service must provide convenient access to information about dates, topics, links and locations of training events sponsored by BDDS and will maintain a calendar of events sponsored through the contract.  The contractor shall maintain a complete list of all BDDS sponsored training events.

The contractor shall coordinate online registration through Advocare, and confirm each participant’s registration, provide online certificates of participation, as requested and develop and process event-based evaluations.  

If the State decides to use a different case management system in the future, the Contractor shall utilize the new system for its central access point.
 
3.2 Programmatic Training Coordinator – Program Management and Administration
 
The Contractor shall assign a Training Coordinator who shall act as the primary contact point between the Contractor, BDDS and FSSA management.  The Training Coordinator shall perform the tasks listed below:

· Remain current on changes to Home and Community Based Services (HCBS) Medicaid Waiver regulations and State rules.
· Communicate changes to HCBS Medicaid Waiver regulations and State rules to training participants, other facilitators and associate trainers. 
· Submit monthly documentation on training events. 
· Submit quarterly reports summarizing training evaluations and including all participant comments to the BDDS.
· Attend quarterly BDDS Team Meetings, to report on training and technical assistance needs.
· Maintain, modify, and revise existing training curriculum, and/or develop new curricula, to reflect legislative, policy and programmatic requirements.
· Develop alternative modes of training, such as independent study, webinars, etc. as instructed by the State.
· Maintain the core curricula materials related to the programmatic training.
· Coordinate training sites, materials and alternative learning modes.
· Be available via email to trainees and provide answers to questions posed via trainees within two (2) business days of question being asked.  Coordinator shall also compile all questions and answers into a FAQ list available to BDDS employees.

 
3.3 Staff Training Needs Assessment

Contractor shall develop and be responsible for the administration of a Training Needs Assessment. The assessment shall be conducted annually and shall be designed to identify key areas that are in need of additional training and support, as well as those topics that may be needed to enhance the BDDS system.  The assessment shall include a survey, which shall be completed by all BDDS staff.

The assessment should identify areas of additional training that are needed and take into account information about staff turn-over, programmatic changes, FAQs submitted to the training coordinator, survey results, etc.  Findings from the Training Needs Assessment shall be utilized to provide recommendation on future trainings.

The assessment should be presented to BDDS at a time and place agreed to between the Contractor and BDDS.  Contractor shall make any updates to the assessment based on BDDS feedback after the final presentation.  The deliverable will not be considered completed until all feedback is incorporated and a final report is submitted to BDDS and approved.     

3.4 Online Core Training
 
Contractor shall be responsible for the provision of core training as identified below.  The identification of, and curriculum development and revisions for, core programmatic training are essential to the continued development of the BDDS system.  The provision of identified core training will ensure BDDS staff is aware of the current federal and state regulations and the responsibilities of BDDS. The core training below shall be developed as online modules.  The State reserves the right to inspect and approve all trainings before it is published.
 
Proposed Core Training curricula are:
· Team Facilitation - Best practices in facilitating team meetings and discussions.  Include mediation, conflict resolution, and documentation of action planning. How to de-escalate difficult situation/people.
· Collaboration and Networking - Basic 101 of Networking.  How to capitalize on networking opportunities.  How to best collaborate.  What does good collaboration look like?
· Delivering Top Customer Service - Who are our customers?  Overview of both internal and external customers.  What do customers really want?  How to satisfy a customer and provide good customer service even when you cannot give the customer what he/she wants.  How to handle an angry customer.  
· Disability Overview and Impact - Basic information on various intellectual disabilities.  How disabilities impact individuals with respect to their community participation.  What can we do to positively impact the lives of people with disabilities?
· Long Term Care Regulations - Focus on IAC/IC/CFR that relate to long term care/facility placement. 
· Medicare and Medicaid Services Regulations - The difference between Medicare and Medicaid.  What does Medicare offer in terms of services to our population?  What does Medicaid state plan offer to our population?  Focus on home health services available through each funding source.
· Medicaid Eligibility Process - Information on how Medicaid eligibility is determined.  How to apply for Medicaid.  What information is needed to apply for Medicaid?  Impact of 1634.
· Identification and Development of Natural Supports - How to identify natural supports.  How to encourage current natural supports to continue after services begin.  How to develop natural supports
· Person Centered Planning Process - What is Person Centered Planning?  How to facilitate Person Centered Planning.  Who should be involved in Person Centered Planning?  How to advocate for a person applying for/receiving services.
· Social Service Programs Overview – An overview of the various social service programs offered by the State of Indiana.
· Time Management Skills – Basic time management skills for more efficient employee productivity.
· Family Interviewing - Interviewing skills.  Cultural sensitivity in interviewing.  Training on family dynamics and how to interview family members with this in mind.  Mediation. How to successfully advocate with family on behalf of individual with ID/D.

Core programmatic training shall be available online and should reflect the latest research and clinical knowledge and support acquisition of new skills and knowledge while promoting best practices.  Core Training should incorporate a “train the trainer model” component to ensure that District Managers can follow-up with staff to ensure understanding of topics is complete.  

Online modules shall also include a competency check to ensure that material is being absorbed by training participants.  Contractor shall submit reports detailing the results of the competency checks.  Report should highlight key concepts which are not being absorbed by training participants.

Development and Updates: Contractor shall be responsible for developing the training modules in consultation with the State. Contractor will also be required to update training modules that the Contractor has already developed when there are changes to policy, legislation, etc.  Contractor shall be paid separate fees for developing a new training module and for updating exiting ones.  See cost proposal for more details. 


3.5 Optional Training Modules:  

Contractor will be expected to develop training modules and opportunities which complement the core training and address the training needs of staff, as identified in the Needs Assessment and/or at the direction of the State.  The Contractor shall provide as many optional training modules as requested by the State. Priority shall be given to modules on topics identified by the BDDS staff to support program goals. The State reserves the right to inspect and approve all trainings before it is published.
 
Possible topics for optional training modules may include:
· Clinical Documentation - Basic documentation standards.  How to document interactions with customers.
· Team Communication Process - Effective communication strategies for team meetings/emails/discussions.  How often should teams communicate?  What is the best means of communication from a documentation standpoint?
· Transition from School - Basic information on services provided by the Department of Education (DOE) prior to graduation to prepare young adults for transition to adulthood.  What are family expectations upon transition from DOE?  What is available for these young adults in their community?
· Procedural Safeguards - What to do when a consumer becomes aggressive during a home visit. What to do when an environment does not appear safe for the staff person to enter.   
· Using Assessment Information to Support Outcomes - Interpretation of assessment tools.  How to take clinical information and Person Centered Plan information and develop desired outcomes for an individual.  Team’s role in reviewing assessment information.
· Facilitating the Identification of Appropriate Settings for Service Delivery - How to lead a discussion on what an individual needs based on assessments and team input.  How to then facilitate discussion on how to support the individual with services and appropriate setting.
· Administering Assessments – Information on how to administer various assessments, including interview skills for specific assessments.
· Behavior Management - Basic behavior management principles.  Training on how to interpret a Functional Behavioral Analysis (FBA) and Behavior Support Plan (BSP).  What are the key components of an FBA and BSP?

Development and Updates: Contractor shall be responsible for developing the training modules in consultation with the State. Contractor will also be required to update training modules that the Contractor has already developed when there are changes to policy, legislation, etc.  Contractor shall be paid separate fees for developing a new training module and for updating exiting ones.  See cost proposal for more details. 


3.6 Annual Training Conferences

In addition to the online modules described in Sections 3.4 and 3.5, the Contractor shall organize an annual BDDS Training Conference in the Indianapolis area to provide in-person training to BDDS Staff (Service coordinators, district managers and central office staff).  The annual conference should be a full-day event held on a date determined by the State. Contractor shall focus on providing trainings which are more effective in-person and augment the online core training.  

Contractor shall be responsible for organizing all logistics of the conference, including securing a venue, A/V equipment, speakers, etc.  Contractor shall be reimbursed at cost for these expenses.  Contractor must receive prior approval from the State for any and all expenses billed to the State.

All in-person trainings shall be recorded for future use with new hires and for review with current employees.  All recorded trainings shall become the property of the State, and the State reserves the right to use the recorded footage without restriction.
 

3.7 Quarterly Training Newsletter
 
Contractor shall include in the proposal the development of a quarterly training newsletter.  The quarterly training newsletter should be designed to provide ongoing education to staff and service providers within the BDDS system.  The newsletter should reinforce concepts from recent trainings and be a resource for staff and district managers to review training concepts.  

The newsletter should be made available electronically (via email or web) to all BDDS employees.  

4. Reporting Requirements
The Contractor shall complete the following reports:

4.1 Monthly Documentation of Training Events – Contractor shall document all training events on a monthly basis.  Report shall include detailed information for each training event that occurred, including location, time, topic, attendees, etc.  Reporting format shall be mutually agreed to between the Contractor and the State.  Reports shall be due within fifteen (15) calendar days of the end of the previous month.
4.2 Quarterly Training Summary Reports – The Contractor shall summarize all training evaluations from the previous quarter and including all participant comments.  Reporting format shall be mutually agreed to between the Contractor and the State.  Reports shall be due within thirty (30) calendar days of the end of the quarter.
4.3 Competency Testing Reports - The Contractor shall provide a report of competency test results for each online training module.  The results should be sent to district managers and key BDDS staff to ensure that managers are aware of further training needs.  The competency test reports shall provide both individual-level results and also summarized results by district and for the entire State.  Reporting format shall be mutually agreed to between the Contractor and the State.  

5. Key Staff
Based on the experiences of the State, there are a few key staff positions that are recommended for the successful delivery of these services.  These positions include, but are not limited to, the following:
· Project Director
· Training Coordinator
Please attach a resume for these and/or any other key positions you feel should be included.  Feel free to make modifications or deletions to this list based on the specifics of your bid.  For the Training Coordinator, please provide three (3) professional references.
FSSA shall conduct a yearly review of the contractor’s staffing plan to determine whether any changes in the personnel or number of staff are required to complete the trainings and/or deliverables. FSSA shall have final approval of any replacement personnel proposed following contract activation or any time during the contract.  

6. Corrective Actions and Payment Withholds
It is the State’s primary goal to ensure that the Contractor is accountable for delivering services as defined and agreed to in the Contract. This includes, but is not limited to, performing all items described in the Scope of Work, completing all deliverables in a timely manner described in the Scope of Work, and generally performing to the satisfaction of the State.  Failure to perform in a satisfactory manner may result in corrective actions and withholds described below.  
It is the intent of FSSA to remedy any non-performance through specific remedies and a payment withholding protocol.  FSSA may apply performance remedies, as described below. In the event that the Contractor fails to meet requirements set forth in the Contract, the State will provide the Contractor with a written notice of non-compliance and may require any of the corrective actions or remedies discussed below.  The State will provide written notice of non-compliance to the Contractor within thirty (30) calendar days of the State’s discovery of such non-compliance.

6.1 Corrective Actions: If the State determines that the Contractor is not performing to the satisfaction of the State, has missed any Key Milestones, has not completed any deliverable in a satisfactory or timely manner, or upon written request by the State for any reason, the contractor shall submit, within ten (10) business days of the occurrence or State request, a Corrective Action Plan (CAP).  The nature of the corrective action(s) will depend upon the nature, severity and duration of the deficiency, and repeated nature of the non-compliance.  Note: Severity shall be determined by the State, in its sole discretion. 

At a minimum, the CAP shall address the causes of the deficiency, the impacts, and the measures being taken and/or recommended to remedy the deficiency, and indicate whether the solution is permanent or temporary. It must also include a schedule showing when the deficiency will be remedied, and for when the permanent solution will be implemented, if appropriate. 

6.2 Payment Withholds: Beginning the month in which a CAP is required per the Corrective Action paragraph above, the State may withhold 10% of the following month’s invoice and all subsequent billing until the CAP is implemented.  When the CAP is completed, and the proposed remedy is implemented, all monies withheld shall be returned to the Contractor within 30 days.  Should the CAP not be submitted as required, or should the remedy not be implemented within the timeframe specified by the CAP, the withheld monies may be forfeited.   

The Contractor and the State shall schedule monthly meetings to discuss Contractor’s performance. The Contractor is required to show satisfactory progress towards milestones and otherwise provide information that can be used to show that performance is satisfactory.  Scheduling of review meetings shall be agreed upon mutually between Contractor and the State.  
7. Billing and Invoicing
Payments will be made based on the following tables.  There will be a monthly administrative and project management cost based on the hourly rates and hours proposed in the Cost Proposal.  The remaining payments for each deliverable will be paid on a graduated basis with payments delivered after certain steps are achieved. A portion of funds will be withheld until it has been confirmed that the deliverable was completed in a timely manner has been approved by FSSA.  Note that each deliverable will be priced out individually in the cost proposal and the percentages below will apply separately to each deliverable.  

	Deliverable
	Description of Fee
	Withhold

	Project Management and Administration
	Monthly fixed fee administrative and project management rate.
	None – However, payments are subject to withholds described in Section 6.2.

	Needs Assessment
	Fixed fee amount per annual needs assessment.  90% of the payment will be delivered after completion of initial assessment.
	10% of the deliverable’s contract amount will be withheld to insure the deliverable was completed within the agreed upon time-frame and to the satisfaction of FSSA.  Withhold will be released to Contractor at the discretion of FSSA, after submission and FSSA approval of final deliverable.

	Online Training Modules Developed
	Fixed fee amount per newly developed online training modules.  90% of the payment will be delivered after initial completion of new module.
	10% of the deliverable’s contract amount will be withheld to insure the deliverable was completed within the agreed upon time-frame and to the satisfaction of FSSA.  Withhold will be released to Contractor at the discretion of FSSA, after submission and FSSA approval of final deliverable.

	Online Training Modules Updated
	Fixed fee amount per update of online training modules.  90% of the payment will be delivered after initial completion of module update.
	10% of the deliverable’s contract amount will be withheld to insure the deliverable was completed within the agreed upon time-frame and to the satisfaction of FSSA.  Withhold will be released to Contractor at the discretion of FSSA, after submission and FSSA approval of final deliverable.

	Annual Training Conference
	Fixed fee amount paid for planning and completion of annual conference.  90% of the payment will be delivered after initial completion of annual training conference.
	10% of the deliverable’s contract amount will be withheld to insure the deliverable was completed to the satisfaction of FSSA.  Withhold will be released to Contractor at the discretion of FSSA, after FSSA approval of the annual training conference.
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