




RFP 23-73611
Attachment L – Scope of Work
Section 1: Purpose/Background
The purpose of this procurement is to provide a system to support individual learning plans for students in Indiana. The Indiana Department of Education, hereinafter referred to as IDOE, is seeking to establish a contract from a qualified vendor through competitive solicitation to provide a proven, comprehensive, and fully developed, hosted web-based Individualized Education Program (IEP), Service Plan (SP), and Individualized Learning Plan (ILP) Management System. The system must be a cloud-based SaaS solution that standardizes dynamic solutions within internal processes/systems. The selected system must, at a minimum, support students with disabilities and English learners. Additionally, all features and functionalities of the system must be compliant with federal and state requirements. IDOE desires a comprehensive solution that can optionally address additional types of individualized and wrap-around support plans. Federal funds from the United States Department of Education (USED) are being used to fund this project. 

The Individualized Education Program (IEP) defined both in state statute (IC 20-18-2-9) and federal regulation (34 CFR 300.320(a)) means a written statement for each child with a disability that is developed, reviewed, and revised in a meeting with a group and that describes the special education and related services to be provided to the child.  The IEP is utilized to fulfill the federal and state requirements for students with disabilities. Indiana’s rules for special education, 511 IAC 7-32 through 49, commonly known as Article 7, define an IEP to mean a written document, developed, reviewed, and revised by the case conference committee in accordance with 511 IAC 7-42 that describes how the student will access the general education curriculum, if appropriate and the special education and related services needed to participate in the educational environment. The required components of an IEP are contained in 511 IAC 7-42-6. Article 7 also defines a service plan to mean the written document that describes the special education and related services the public agency must provide to a parentally-placed nonpublic school student with a disability. The plan must be developed in accordance with 511 IAC 7-34 and include the location of services and any transportation that is necessary for the student to receive services. 

Similarly, a series of legal resolutions and legislation - Lau v. Nichols, Castañeda v. Pickard, the Equal Educational Opportunities Act, and Every Student Succeeds Act (ESSA) have led to local educational agencies’ (LEA) requirements in providing identified English Learner (EL) students with appropriate services and support. In Indiana, an Individual Learning Plan (ILP) is required for EL students to appropriately document required accommodations and modifications to ensure equal access to core instruction and assessments, hold student language proficiency data, and detail the language instruction education programs being provided to the student. The Individual Learning Plan is utilized to fulfill the federal requirements for students with Limited English Proficiency (LEP). For EL programming, a system is being sought to not only provide ILPs but also to address other compliance components, including the formal monitoring process of exited English learner students for two years - which includes input from multiple educators, the annual notification of services to parents via letters, and the proper maintenance of the students’ Home Language Survey (HLS).

Indiana currently provides the IEPs, SPs, and ILPs in a unified platform and desires a system offering a minimum of these learning plans to meet federal and state requirements, while also supporting schools and parents with an intuitive interface. The following usage statistics are provided for reference and intended to describe scale and size of the existing system and IEP and ILP programs. The State will not commit to any minimum or maximum figures.   

· Approximately 30,000 educators use the system
· There are 1.1 million students with approximately 80,000 students per grade
· The special education population is approximately 18% of the total student population
· The IEP/ILP system retains records for students ages three to 22 and up to 13 years of education per student
· There is an 18% growth per year for records coming into the system
· There are approximately 208,000 active IEPs in the system.  IDOE estimates one million documents that would need to be migrated (historical and active documents) from the current system to the new system
· There are approximately 60,000 active ILP’s in the system
· There are approximately 78,000 English Leaners with an average increase of 5,000 annually. IDOE estimates each English Learner has an average of ten documents that would need be migrated (historical and active documents) from the current system to the new system

The system must accommodate administrators and educators (both general and specialized) and allow access for parents or guardians to view and sign final documentation related to their students, including documents related to Medicaid claiming for IEP-required medical services. The IDOE requests insight into other optional additional features, hereinafter referred to as other plans, including the ability of corporations to develop 504 plans and to provide support and technical assistance for school-based Medicaid administrative claiming. Ideally, IDOE would like to negotiate a state rate on behalf of local corporations for other plan types and school-based Medicaid administrative claiming as a means to manage a large-scale efficiency for local efforts.

The system must be compliant with Indiana state laws and federal regulations related to the IEP, SP, and ILP processes (including, but not limited to, the development of IEPs, SPs, ILPs, evaluation reports, notices to parents, progress monitoring data, calculating timelines and alerting users of upcoming deadlines, and the ability to generate other state and federally mandated reports, including information regarding accommodations on statewide assessments).  The system must also comply with Family Educational Rights and Privacy Act (FERPA)  USED FERPA and the Health Insurance Portability and Accountability Act (HIPAA) requirements.  Additionally, the system must comply with all applicable information technology enterprise architecture requirements found at https://www.in.gov/iot/2394.htm. 

Respondent must have experience serving other clients with the proposed or a similar system.  Current similar clients and usage must be fully explained.  Any prior outages or issues resulting in a service credit on another contract must be delineated from the most recent five years duration.



Section 2: Contractor Responsibilities/Deliverables
IDOE requires an experienced vendor to implement and provide ongoing support for a system. The system must have proven recent or current utilization and success with another client and enterprise similar to the IDOE. The vendor must demonstrate a minimum experience of 5 years and at least one other state client with 1 electronic statewide implementation of proposed solution of similar size and scope that is fully operable. IDOE desires a cloud-based system. IDOE requires one hosted system that meets the requirements as defined in this scope of work. A configurable commercial off-the-shelf (COTS) solution is desired as are vendor-hosted offerings. Respondents must complete Attachment F1 Functionality and Customization Questionnaire. IDOE will work with the vendor to deploy, at a minimum, the capabilities, and functionalities outlined in this statement of work to support a production release on a date approved by IDOE. This may require development and training prior to the go-live date to ensure success.

(2a):  IEP/ILP Technology

The system must provide end-users with a case management system that provides hosting management, and maintenance 24-hours a day, seven days a week, and must meet all Indiana and federal compliance requirements related to IEP forms, reports, and processes.  It must be accessible via all modern web browsers, including (but not limited to) Safari, Microsoft Edge, Chrome, and Firefox, and must support integrations to defined systems outlined in the Integration with State and Local Systems section. The system’s technology must also allow access via mobile platforms. Any scheduled maintenance times must be communicated to the IDOE and users in advance and must occur during non-business hours. Business hours are defined as Monday-Friday, 8:00 AM – 4:30 PM ET.  
(2b):  System Capabilities
(2b1):  At the state level, the system must provide IDOE users with a dashboard interface that allows IDOE users to view special education and English learner student data for all corporations in the system.  It must allow IDOE users to run any and all state-required reports for internal reporting of Special Education (SE) count, in compliance with USED and 511 IAC 7-46-4(c). SE data is reported to gather information on students for whom an initial evaluation or special education was started and/or closed during the school year. The (TR) Termination Report data is required under 511 IAC 7-46-4 to comply with requirements under Section 618 of the IDEA to determine child outcomes statistics and is used for monitoring purposes to track the status of students with disabilities in the state. The system must also allow IDOE users to build and design ad hoc reports and must integrate the State Performance Plan (SPP) indicators to produce the federally mandated State Performance Reports for Indicators 11 (child find-% of children evaluated within 50 days of parental consent) and 12 (Early Childhood Transition- % of children found Part B eligible with IEP implemented by 3rd birthday)  regarding the timeliness of educational evaluations and Indicator 13 (% of youth ages 14+ with measurable, annually updated IEP goals & appropriate transition assessment, services, and courses)  on compliant transition goals. The system must allow for data exports related to accommodations on statewide assessments.

IDOE users must have access to the system to perform monitoring and compliance reviews. This would include the ability to collect data stored in the system for reports and to review individual documents. IDOE must be able to request updates to the system to account for changes in statutes and regulations, changes in academic standards, changes in statewide assessments and changes in assessment accommodations. 

IDOE and authorized users must have complete access to state data – this may be through an interface or report. The State should have access to a full download of the report. A full export of the data must be available upon request. 

(2b2):  At the local level, the system must provide organizations with a user-friendly, easy-to-manage dashboard interface.
Features and Functions must include:
· Support to ensure compliance with the requirements of 511 IAC 7-40 and the identification and evaluation of students, including: 
· A means to document a referral request, referral response options, and the deadline by which a response by the school must be provided following a request to evaluate (10-instructional days from the date the request was received); 
· A tool to connect the 13 disability categories with the various assessments required in evaluations and to include the specific components of each disability category on any written proposal consenting to evaluate; 
· A calendar feature which allows for reminders of the due dates for responses to requests to evaluation and the deadline for the evaluation (20 instructional days for an expedited or 50 instructional days); 
· Support to ensure compliance with written notice requirements, including a workspace that allows for the generation of documents with certain fillable form fields;
· The ability of division-level system administrators and educators to upload documents or other media provided by the parent and/or the corporation within a student’s record.  
· Access for non-public schools must be available for the ILP portion of the system.
· The system must allow hyperlinking of user-guides, videos, references to statutes or regulations, and other learning tools into system notifications and error alerts.
· The IEP/ILP system must have a built-in translation feature to translate text typed into the system by users into at least fifteen languages. The design must include the translation of all standardized text in ILPs and IEPs (i.e., dropdown and form text present across the system) and other set components of the system. High-frequency languages which must be available include but are not limited to: Arabic, Burmese, Chin, French, German, Japanese, Mandarin (all variants), Punjabi, Russian, Spanish, Vietnamese, Yoruba, Haitian Creole, Hindi, and Karen. The system must be able to differentiate between student and parent languages when finalizing translated documents and to allow for the translation of documents into both the student and parent’s native language.
· The ability for a user, such as a district administrator, to check caseloads for various other users like teachers of record, teachers of service, and related service providers including occupational therapists, speech therapists and physical therapists.

(2b3):  Alerts and Notifications
The system must have a provision of configurable alerts and notifications, as well as a calendar feature to help teachers and other staff track upcoming deadlines to stay in compliance with timelines related to evaluations, reevaluations, annual meetings, and progress monitoring. The system must include alerts and notifications (e.g., notifying teachers of upcoming IEP/ILP meetings, document due dates) that are configurable at the state and corporation level by the state. The alerts and notifications must also include a feature to notify the system user where a parent or guardian responds to a document through the online portal.  Alerts must be available through an approved escalation protocol when a system outage or issue arises for immediate communication to users.

Notifications in the IEP system must include alerts regarding:
· New proposed IEPs/SPs and a date in which written notices were provided
· IEPs/SPs and notices of evaluations needing a parental response
· A reminder that a case conference committee (CCC) meeting is required soon (due to evaluation completion, due to approaching a year from previous meeting, or due to a recent transfer and the requirement for a move-in CCC meeting)
· A reminder that a reevaluation deadline is approaching (a school must consider reevaluation for each student receiving special education and related services at least once every three years; however it need not occur if parent and public agency agree it is unnecessary and it must occur if the public agency determines, at any point during the cycle, that additional information is needed to address the special education or related services of the student and if the student’s parent or teacher requests reevaluation according to 511 IAC 7-40-8)
· A reevaluation referral has been made and the school is awaiting parent response 
· An initial evaluation referral was made and the school is awaiting parent response
· A reminder regarding the requirement to provide progress monitoring reports at the agreed upon frequency as determined by the CCC 

Notifications in the ILP system must include:
· A reminder that parent notification letter deadlines are approaching
· Notices of enrolled students with a language other than English who are missing assessment scores
· Notices that ILPs have been finalized and sent to teachers on the student’s team
· Reminders for ILP conference check-ins and for needed input in the monitoring process from teachers on the student’s team

(2b4):  Audit Logs
The system must include an audit log that tracks all activity and edit history for all documents that may be exportable for users. The audit log must identify who created and finalized any document within the system. The audit log must also note the individual who uploaded any specific document to the system. 

Audit logs must document clearly when information was entered, by whom, and prevent the removal of documents finalized within the system. 

(2b5):  Data Analysis and Reporting
The system must generate a series of scheduled and on-demand reports, including, but not limited to, the following:
1. Caseload Reports – the ability of district level administrators to collect information associated with teachers of record or teachers of service (team members) to understand how many students each teacher of record or teacher of service has assigned to his or her caseload
2. Service Level Reports – the ability to create service logs for specific service providers and/or specific students in a configurable report (student information, provider information, service details, and diagnosis code)
3. Related Services Reports – (e.g., speech therapy, occupational therapy (OT), physical therapy (PT); service models for ELs)
4. Progress Monitoring Reports – a system that allows the development of progress monitoring data and for district administration to review the reports generated per student or by teachers working with the student 
5. Corporation-specific Reports – reports that address accommodations, projected eligibility meetings, projected IEP meetings, special education, mailing lists, student missing data, and information regarding access to the online portal by parents
6. Statewide Assessment Accommodation Reports
7. State Performance Plan Indicator Data
8. An advanced reporting tool that allows for the drill down of specific data and ad hoc reporting to address special education or EL services, related services, behavioral intervention plans (BIP), goals, and accommodations
9. Reports defined as static or accessed via an on-demand feature
			
(2b6):  Data Validation and Error-checking
The system must provide users with data validation and progressive error-checking throughout the development of IEP/SP/ILP forms.  It must also employ user-friendly error notifications to explain user mistakes and direct users to correct them.  This may include requested rules of completion, certain content that is required or optional, as well as standard spelling and grammar-check features throughout the system. Goal wizards or tips to inform successful completion may be offered in the system to support user engagement.  

(2b7):  Document Creation 
The system must allow for a workspace in which users can enter information to create documents addressing the needs of students with disabilities or English learners. Sample documents for students with disabilities may include IEPs, SPs, notices for consents or refusals to evaluate or reevaluate, notices for case conference committee meetings, and progress monitoring data. Sample documents for students that are English learners are ILPs, monitoring forms, and parent notification, monitoring, and exit letters.

The system must also alert users where multiple individuals are working on a document for the same student at the same time. The system must develop a means to account for such situations. The system must allow multiple users such as educators, speech therapists, school psychologists, related service providers, and administrators to contribute to the same document simultaneously. However, the system must have a mechanism in place to prevent users from writing over another’s edits or entries by either notifying users another user is editing the same page of the document or by locking specific pages for editing. The system must allow the user the capability to activate an auto-save feature as needed when creating documents.
 
(2b8):  Document Preview
The system must feature a file preview function that allows users to check for content and layout consistently throughout the document creation.  Users must be able to preview documents at any time during document creation.

(2b9):  Files
The system must allow users to upload and/or attach PDF, Word, and JPEG files to student records. In explaining file capabilities, describe student-level or system level maximum requirements along with file types managed by the system. Finalized documents must be maintained and organized in a manner that supports document versioning and a direct search of agreed-upon metadata to support usability and data retention policies.


(2b10):  Student Record Retention, Transfer, and Maintenance
The system must have the capability of accepting records provided from the previous IEP/ILP system and building upon that. The Contractor must migrate the information for approximately 212,580 special education eligible students and 56,033 active English Language eligible students from the current legacy IEP/ILP systems to the new Indiana IEP/ILP system, including the entire student record.  The Contractor must provide a plan for importing the corporation’s historical data into the Indiana IEP/ILP system and outline how it will provide corporations and IDOE the ability to export the corporation’s data to a standard format to facilitate any future IEP/ILP system migrations.

With respect to the ILP system, the system must have the capability for electronic storage of the Home Language Survey for all Indiana students, approximately 1.2 million, upon initial enrollment in Indiana schools. With respect to the IEP system, the system must have the capability for electronic storage of student records for all active and inactive Indiana students. Active includes students that are currently enrolled in Indiana schools and Inactive includes students who have withdrawn from an Indiana school, graduated, reached the maximum age of 22, moved out of state, or are deceased. This includes the documents for students found eligible under Article 7 and for students who were not found eligible but were referred for an evaluation or evaluated and found ineligible. The Contractor will provide a means to secure data storage of English learner data, including ILPs (Individual Learning Plans), English language proficiency data, the Home Language Survey, and all other essential data, such as special program status, testing accommodations, and native language background. The Contractor will be responsible for partnering with the incumbent to successfully migrate both structured and unstructured data to the new system. 

The system must facilitate the secure transfer of student data between corporations in the State of Indiana. An ideal architecture does not move data, but provides access to data in a centralized system based on student movement and state approval processes. Authorized users must have access to the centralized system that maintains student data, regardless of school transfer by student. Corporations must be able to transfer student record ownership, in a timely manner as agreed upon with IDOE, and with minimal interruption of services to the student. As students may be highly mobile, the Contractor will need to establish a controlled workflow with manual approvals. The school corporation attempting to gain access to the student’s records via the IEP/SP/ILP system must request the release of the student’s record from the school corporation the student was previously enrolled in. The school corporation where the student was previously enrolled then must have the ability to individually provide each document or collectively provide all documents dependent on the circumstances. The request for a transfer of a student may not be completed in the system until the student is enrolled via the IDOE’s platform in the new school. 

The system must have the means to differentiate active students within each school corporation from inactive students within each school corporation. A student may appear active in only one school corporation based on the student’s enrollment. School corporations must continue to maintain access to the student’s record maintained by the school during the student’s enrollment. The Contractor will be responsible for utilizing data integrations to determine appropriate organizations associated with a student record. In addition, the Contractor must prepare a process for access maintenance for students and staff no longer associated with an organization (i.e., students transferring out of state, students not returning to the following school year, staff transfers). 

(2b11):  Printing
The system must comply with common printing solutions and allow users to print all sections/pages of a document, as well as have the option to print full, truncated, page, and selection. The system must have the capability to batch print multiple documents and/or reports for multiple students at once. 

(2b12):  Academic Standards Bank
The system must feature a built-in academic standards bank that allows for the standards to be updated by the Contractor as needed. Standards are frequently utilized in writing goals for students in pre-K through grade 12. Those standards are English/Language Arts, Math, Science, and Social Studies for grades Kindergarten through Grade 12, as well as the WIDA English Language Development Standards and framework components (i.e., Proficiency Level Descriptors) for English learners. It must also include Content Connectors for students who qualify for the Alternate Assessment. Foundational skills for preschool ages 3-5 students must also be included.  

(2b13):  Indiana Administrative Code
A table of Article 7 must be linked as a reference point for the user interface. The system must allow for references to relevant sections of Article 7 through the use of screenshots or a hyperlink to the relevant section and allow for updates when Article 7 is revised.  

(2c) Functionality
(2c1):  Integration with State and Local Systems
The system must integrate with State defined data systems. The Contractor must:

a. Integrate to the IDOE Data Exchange application programming interface (API) to send and retrieve data. The Data Exchange API is the state implementation of Ed-Fi data standards and technology. The number of API integration points must be limited. Contractor will be expected to certify to the state’s requirements utilizing these standards, and remain compliant with IDOE updates to the requirements. The Contractor must retrieve student (i.e., demographic and enrollment data), staff (i.e., demographic and assignment data), and education organization records (i.e., active status, calendars, configurations) for purposes of pre-populating the system and access management of student records. The Contractor must also be able to send IEP, SP, ILP through the API. The data provided by the Contractor to the IDOE will serve as the source for funding certifications including the Special Education and English Learner data sets.  This solution must enable corporations to specify the data fields to share between the Indiana IEP/ILP system and the local SIS. The Contractor may review API requirements at the IDOE swagger site: https://dataexchangedev.doe.in.gov/swagger/. Contractor certification will include but is not limited to the following resources:
i. Students (GET)
ii. Staffs (GET)
iii. Student School Associations (GET)
iv. Student Education Organization Associations (GET)
v. Local Education Agencies (GET)
vi. Schools (GET)
vii. Calendars (GET)
viii. Calendar Dates (GET)
ix. Student Program Associations (GET)
x. Student School Food Service Program Associations (GET)
xi. Student Homeless Program Associations (GET)
xii. Student Migrant Education Program Associations (GET)
xiii. Student Special Education Program Associations (GET, POST, DELETE)
xiv. Student Language Instruction Program Associations (GET, POST, DELETE)


b. Integrate to the LINK portal and IDOE identity server implementation. The Contractor must support the IDOE’s single sign-on solution. 

c. IDOE will pass authorization claims to the solution to support authentication and authorization. The Contractor is expected to utilize the identified organization and role to grant access to the solution with no additional steps for the user. The Contractor must support users at all state and local level organizations. Users may be distinct to one organization or associated with multiple organizations. Both scenarios must be accommodated.

d. Integrate to State assessment vendors to send data. The Contractor must support the export and transfer of accommodation data to required state vendors.

e. The Contractor must be able to integrate accommodations for statements from the daily accommodations from the IEP/ILP without conflict in the SIS systems.

f. The Contractor must provide Rules of Completion for selecting the correct accommodations so no conflict between accommodations on the IEP vs allowable accommodations on the state assessment occurs.

g. The Contractor must be able to integrate with a prospective Content Services Platform that will be selected by IDOE in the future. 

h. Integrations must be accomplished through the use of APIs. The State will not build out new APIs for the Contractor. The Contractor must adhere to State standards.


(2c2):  Medicaid Administrative Claiming Integration
Statewide school-based Medicaid Administrative Claiming (“IndianaMAC”) administration support, to consist of Indiana IEP system interfaces or a stand-alone system for quarterly random moment time studies, school user training and technical assistance, quarterly claims calculation, and quarterly claim reimbursements distribution as required for eligible school corporations to participate voluntarily in the state’s federally approved IndianaMAC Claiming Methodology. The claiming methodology and all IndianaMAC data stored in the proprietary claiming system belong to the State of Indiana/IDOE. 

Each Contractor must disclose the cost associated with incorporating statewide IndianaMAC administration support. The statewide IndianaMAC administration support must be a separate, add-on option for which each eligible school corporation, including charter schools and state schools, must enter into a separate, independent agreement with the Contractor and pay the participation fee, not to exceed 10% of the individual school corporation’s quarterly federal Medicaid administrative claiming reimbursement. 

(2c3):  Multi-Tier Functionality
Due to differing requirements at the school, corporation, cooperative, and state levels, the system must provide role-based features and functionality unique to each set of users found at the school, corporation, cooperative, and state levels. The defined roles must account for various user types, including team member, EL administrator, EL teacher, teacher of record, behavior team member, case manager, behavior case manager, school administrator, corporation administrator, system administrator, and IDOE review team. The defined roles must account for various permissions and allow for the development of additional users for state schools, Indiana School for the Deaf and Indiana School for the Blind and Visually Impaired. The platform must use DOE defined roles to provide the basic authentication and first layer of access to the system. Once accessed, additional access may be required for authorized users that can be managed on the Contractor side on an ad-hoc basis.

Each defined role must have visible functionality consistent with the role and must have defined workflows for approval cycles involving each role. IEP and ILP roles and user types are discussed in greater detail below.

(2c4):  Electronic Signatures
The system must allow parents/guardians to provide electronic signatures on certain
documents, in addition to being able to review and print documents electronically through a secure platform.


(2d) Training and Support
(2d1):  Online Storage of Training Materials
The system must provide an online repository for training materials, including training manuals and training videos.  Online training materials must be updated as the product is enhanced, upgraded, or changed as a result of product upgrades and/or changes in compliance laws and regulations. Training materials must be reviewed and approved by IDOE. Training materials are anticipated to be developed and maintained by both the Contractor, as well as the IDOE or a technical assistance (TA) team working with the IDOE. 

(2d2):  Training
The Contractor must deliver training to the approximate 30,000 end-users across the state conducted virtually. Training must be provided primarily through a robust virtual training program and with a potential in-person option available to local school corporations to special education administrators, English learner administrators, designated end-users, and technical staff. IDOE must be provided a summary of the training plan, the number, and types of training staff, and the total estimated cost. IDOE will have the opportunity to determine whether training will be provided virtually, in person, or through a hybrid approach. The Contractor must develop a training plan along with all necessary training manuals, training videos, and web-accessible training materials and must provide their plans to maintain and update these materials in an online repository for long-term use. The IDOE will review all training materials prior to the training.  

Training needed for local staff to engage and utilize the system must be provided on a recurrent basis, no less than annually. Training for first-time and established users may be provided virtually. Ideally users will receive full initial training at least one week prior to requiring access to the system. Asynchronous virtual trainings may be available to account for varying and unpredictable staff hiring dates across school corporations. It is expected that staff completes an annual refresher course of approximately 30 minutes designed by the Contractor and that new users complete a thorough training also designed by the Contractor lasting no longer than 120 minutes. The training must include a virtual walk-through of the system and differentiate features available dependent on user-type.  Local-level users include individuals at all traditional and charter public school corporations and special education cooperative groups of school corporations.  The training plan must propose no fewer than quarterly opportunities for new users to engage.

(2d3):  User/Stakeholder Conferences and Webinars
The Contractor must hold regular user/stakeholder webinars to allow for input and feedback regarding the system. Conferences must be held quarterly for the first three years after the implementation of the new Indiana IEP/ILP system and semi-annually thereafter. 

(2d4):  System Availability
The Contractor must provide detailed information regarding regularly scheduled downtimes for maintenance and updates and must include plans for addressing non-regular downtimes. The Contractor must provide advance notification to IDOE and users of any anticipated periods of downtime. Details for outages for the last two years, intentional and unintentional must be addressed within the proposal.  

(2d5):  Maintenance and Updates
The Service Level Agreement (SLA) must include terms regarding priority updates required by both state and federal regulations. Required state and federal regulation and reporting requirements must be provided at no additional cost and must be implemented within a period required by law or an agreed-upon timeline (whichever is sooner).


(2e) Required Roles
(2e1):  IEP User Roles 
Multiple user roles with different levels of permissions are needed to protect student confidentiality and allow for appropriate users to perform needed actions. These include, but are not limited to: 

a. Teacher of Record (TOR):  This individual will have the ability to view the student-level data for any student on his/her caseload, with the ability to add/remove students from his/her caseload and create/edit IEPs and SPs. The TOR is designated at the local level for each individual student with a disability. 
b. School and Corporation Administrator: This individual will have the ability to view student data at the level of their organization. Based on the organizational level, the school or corporation Administrator will have the right to configure settings pertinent to their organizational level (i.e., school year or calendar settings, logos). This individual will be able to create new user accounts for their organization and manage the rights to perform functions and view data in the system. A Corporation Administrator will be able to assign teachers and/or School Administrators to appropriate schools. All Administrators will have the ability to receive alerts from the system based on their organizational level and will be able to deactivate and restore user accounts.
c. Special Education Planning Corporation Administrator: A user in this role may view all student data and configure settings for all of the corporations and schools within a special education cooperative group of school corporations. This user will be able to deactivate and restore user accounts within and up to their organization level.
d. Indiana Department of Education Administrator: The user in this role will have traceable access (compliant with FERPA regulations) to statewide student-level data for the purpose of fulfilling monitoring responsibilities. The user will have the ability to create school and corporation (Corp.) level accounts and will be given rights to deactivate and restore user accounts.
e. System Administrator: This role will set configurations for the entire system, will have the ability to delete user and user account information, and will have the potential to create new system roles for an eventual expansion of the application. 

(2e2):  ILP User Roles 
Multiple user roles with different levels of permissions are needed to protect student confidentiality and allow for appropriate users to perform needed actions. These include, but are not limited to, the following:
a. EL Administrators: As lead program contact for the LEA, this user type has access to all parts of the system, including the ability to add/edit users and their roles, for all schools in the district.
b. EL Teacher of Record: This would be the individual managing a caseload of students, with the ability to add/remove students from their caseload, and create/edit student plans.
c. Viewing Roles: These are roles that allow users to view student plans, provide comments and specific types of input (i.e., contributing to a student’s progress monitoring) without the ability to make direct changes to the ILP. These include principals, teachers, and other school staff.
d. Indiana Department of Education Administrator: The user in this role will have traceable access (compliant with FERPA regulations) to statewide student-level data for the purpose of fulfilling monitoring responsibilities. The user will have the ability to create school and corporation (Corp.) level accounts and will be given rights to deactivate and restore user accounts.


(2f) Implementation Services
The Contractor must provide the following in their project plan and implementation services:

(2f1): Requirements Gathering and Validation Plan 
Within fifteen (15) days after the submission of the Project Plan and System Design, the Contractor must submit a plan for the gathering and validation of requirements from IDOE to be used in the design, testing and implementation of the Contractor’s proposed solution (the “Requirements Plan”), as applicable given the Contractor’s solution. The purpose of the Requirements Plan is to describe how the Contractor will identify requirements and validate requirements with stakeholders. The Requirements Plan must include an approach to reaching an agreed-upon system design and Acceptance Criteria with IDOE that will address all IDOE requirements and ensure thoughtful and informed decisions by the State. Establishing the approach for addressing any new requirements identified between the release of the Requirements Plan and the implementation date of the Contractor’s systems is the responsibility of the Contractor. The Contractor must include all deliverables and major milestones to be achieved during design, development, and implementation (DDI) in the Requirements Plan.

(2f2): Testing Plan 
Within fifteen (15) days after the submission of the Project Plan and System Design, the Contractor must submit a plan for the testing of all developed and proposed solutions, including but not limited to their functionalities, data feeds, integration with State systems, ability to query third party systems, user acceptance, and any other relevant feature. The Contractor’s approach to development and testing, including any quality assurance processes and the ability to trace the origin of all requirements, must be detailed as well. The test plan must include but is not limited to:  

a. Test cases and test data. The Contractor must include proposed tools and procedures for tracking, managing, reporting, and resolving system bugs discovered during testing.
b. Roles and Responsibilities for test processes and procedures.
c. The Contractor’s approach to User Acceptance Testing (UAT) of the platform environment prior to Go-Live in a production environment.
d. The Contractor’s approach for updating documentation based on test results and documenting and delivering testing deliverables to IDOE.
e. Procedures for notifying IDOE of any failures to meet requirements and other problems discovered in testing, testing progress, and adherence to the test schedule.
f. An approach for re-testing failed test cases after system modification and a description of regression test procedures. 
g. Definition of issue classifications to support a defect-free production release.

(2f3): Training Plan 
Within sixty (60) days after the execution of this Contract, the Contractor must submit a proposed training plan for end-users, administrators, and technical staff that details the training dates for end-users, administrators, and technical staff responsible for entering data into the system on implementing the system.

(2f4):  Communication Plan 
Within sixty (60) days after the execution of this Contract, the Contractor must submit a proposed communication plan that details the Contractor points of contact, proposed project planning sessions, deliverable timeline, and DDI and implementation support/escalation plans. 

(2f5):  Data Migration Plan 
Within thirty (30) days after execution of the contract, the Contractor must submit a proposed data migration plan. The data migration plan must include:

a. Detailed plan for importing the corporation’s historical data into the Indiana IEP/ILP system. This includes structured data from legacy solutions and unstructured documents in pdf form.
b. Detail how the Contractor will provide corporations and IDOE the ability to export the corporation’s data to a standard format to facilitate any future system migrations.
c. Data migration testing strategy.

(2f6):  Implementation Plan  
One hundred twenty (120) days prior to the commencement of ongoing support services under this Contract, the Contractor must submit a comprehensive implementation plan. The implementation plan must include:
a. Detailed outline of go-live activities including task due dates and owners.
b. Risk assessment and mitigation strategies.
c. Final critical to quality outline including bug acceptance or defect work around acceptance.
d. Go/No-Go checklist.

(2f7):  Change Control Plan 
Prior to the commencement of any services under the Contract, the Contractor must develop a detailed change control plan that details the process by which Change Requests are identified, prepared, validated, monitored, approved, and reviewed, subject to IDOE approval. The change control plan must detail the various steps, roles, responsibilities, and decision points of a change request process, including the relevant staff contacts.
The Contractor, in conjunction with the State, must determine a standard process for accessing the Change Request Pool. This process must require, at a minimum, the State’s written approval prior to the Contractor’s ability to invoice for any funds in the Change Request Pool.
The Contractor must also maintain a history of all change requests, including the estimated and actual cost and duration for every change request as well as cumulative cost and schedule impacts for all changes for all periods IDOE specifies. Following the implementation of a change, the Contractor must continue to monitor the initial issue and report on the solution's quality and effectiveness. 
(2f8):  Issue Resolution Plan 
Prior to the commencement of any services under this Contract, the Contractor must develop an issue resolution plan for State approval. This plan will provide a standard process that will be used to identify, track, and resolve issues that may arise between Contractor and State in the performance of duties under the Contract. The plan will also include a section on risk management covering how risks will be mitigated to avoid issues from occurring. Such plan must include:

a. Any troubleshooting tools and techniques that will diagnose issues with networks, services, equipment, software, and data.
b. The approach and metrics to measure the success of its issue resolution efforts.
c. IDOE’s right to approve all issue resolution plans and procedures prior to implementation.

(2f9):  Ongoing Support
After the system is live and operational, the Contractor must continue to provide Maintenance and Operations (M&O) support for the system. These duties must include:

a. Contractor must perform system enhancements, releases, and maintenance as needed.
b. Contractor must provide release notes to the State ahead of any scheduled enhancement/release.
c. Contractor must coordinate all maintenance windows with the State to minimize any impact on operations.
d. Contractor must communicate anything that might impact system downtime to the State at least 24 hours before the performance of that activity.
e. Contractor must provide a history of maintenance and support releases to the State upon the State’s request.
f. Contractor must maintain a Help Desk to support front-end system issues and technical assistance questions.
g. Contractor must continuously update the training manuals and materials contemplated training section above to reflect the most up-to-date System information and provide periodic refresher training as requested by the State.
h. Contractor must support the State with any ad-hoc report or query development requests.
i. Contractor must provide a support plan no later than sixty days (60) following contract execution.

(2f10):  Business Continuity and Disaster Recovery
Sixty (60) days after the commencement of services under this Contract, the Contractor must submit a comprehensive, fully tested IT business continuity/disaster recovery plan (ITBCP). The ITBCP will, at a minimum, meet the requirements of NIST SP800-34 and detail how the Contractor will mitigate against any disaster and/or other significant outages that impact the system availability, vulnerability, or security incidents, and data loss and/or compromise. 

In the ITBCP, the State and Contractor will mutually agree on reasonable Recovery Point Objectives and Recovery Time Objectives reflective of the State’s business requirements and the critical nature of the Contractor’s systems and services in support of the associated State business operations. 

In the event of a natural disaster, the Contractor must be operational within two (2) calendar days after the event. The contractor will submit the most recent disaster recovery test results to the State within 12 months of the execution of the Contract. Thereafter, the Contractor will conduct disaster recovery tests regularly (at least annually) and provide the results of these tests to the State. The Contractor must maintain a list of contacts at the State and keep those lists updated at any time.

(2f11):  System and Contractor Service Levels
The Contractor must be held accountable to Service Level Agreements (SLAs), to be finalized in the ultimate Contract. The Contractor must be responsible for providing periodic updates and monthly written reports detailing its performance in relation to the SLAs. Additional SLAs and Key Performance Indicators (KPIs) may be defined and agreed to during the course of contract negotiations.

The following are the SLAs for this Scope of Work: 
1. System Availability

The Contractor must ensure the system is available at a defined threshold. If the system falls below the defined threshold, discount percentages will be provided for use against the affected month’s fees as described below. A discount percentage must be generated when the Contractor’s System solution’s uptime percentage falls below 99.99% of the minutes within a given month. System downtime does not include any pre-scheduled maintenance. The Contractor must report all system downtime in a given monthly period. For the month(s) in which performance fails to meet these levels, the Contractor must discount the month’s fees (as detailed below). 






	System Availability Level
	Percent Discounted

	99.99 – 100.00%
	0%

	99.50 – 99.98%
	5%

	98.00 – 99.49%
	10%

	97.00 – 97.99%
	15%

	≤ 96.99%
	20%




2. User Support and Incidents/Bugs/Issues Correction Timeliness
a. Service level metrics will vary based on issue resolution level.  The table below provides descriptions for each of the issue resolution levels.

	Issue Level
	Description

	1 – Urgent 
	The Contractor’s System solution operational ability to receive, route and deliver system services is not operational and cannot reasonably function for greater than 10% of the State’s operations.

	2 – High 
	Non-business critical features or modules of the Contractor’s System solution are impaired or non-functional.

	3 – Medium
	Non-disabling or cosmetic errors with little or no impact on the Contractor’s System solution.

	4 – Low 
	Requests for information from State employees on the Contractor’s System or services, policies, processes, or procedures.




b. Critical issues affecting the platform under the Contractor’s control will be addressed as quickly as reasonably possible. Service Level times (i.e., response time and length of issue/outage for Service Credits) must begin the earlier to occur of the following: (i) the Contractor initially became aware of the problem/outage, and (ii) when the State attempts to notify the Contractor of the problem/outage. The Contractor must provide a response time of not more than 30 minutes to requests for support or report issues/outages. The Contractor must respond to each support incident with the applicable response time and resolution within the timeframes detailed below.


	Issue Level
	Initial Response
	Restoration or Resolution, unless communicated by the Contractor and approved by the State

	Urgent
	15 minutes (by phone)
	12 hours

	High
	15 minutes (by phone)
	72 hours

	Medium
	24 hours (by web)
	1 to 10 business days

	Low
	2 business days (by web)
	1 to 10 business days



Section 3:  Project Plans and Schedules

Proposals must include a schedule of key milestones and example schedule templates used for the organization for tasks and identifying risks.  Within thirty (30) days after the execution of this Contract, the Contractor must submit a proposed work plan that explains the design, testing, and implementation of its solution and the transition from the current solution. The work plan must include a:
a.	Description of all tasks, deliverables, schedules, task dependencies, and identification of resource requirements necessary to commence the services and technology required by this contract;
b.	Proposed start and completion dates for each deliverable;
c.	A detailed description of all tasks requiring IDOE resources, a summary of the proposed use of State resources, and a statement of assumptions regarding the anticipated involvement of these resources. Further, the Contractor will be obligated to identify its task dependencies on State resources or tasks, and the Contractor will retain the final responsibility for the performance of its obligations including the quality of the deliverables. To the extent that State review or approval is required of a document, plan, or deliverable, the State must have ten (10) business days to review first drafts and five (5) business days to review any revised drafts;
d.	An architectural diagram and associated explanation of how each component works together to provide the proposed solution; 
e.	A detailed description of how the Contractor’s existing system will receive existing and future IDOE data; and 
f.	Language permitting the State and State designee access to the Contractor’s system for as many users as the State deems necessary, including license access if applicable.

The Contractor must be responsible for any design, development, configuration, implementation or integration with the other IDOE systems which may be required. This includes, but is not limited to, any requirements gathering, coding or configuration, testing (validation, user acceptance, etc.), and any other work required. Such activities must be completed in advance of the commencement of services under this contract. As described above, a configurable commercial off-the-shelf (COTS) solution is desirable by the IDOE, as are vendor-hosted offerings.

If a cloud based, vendor-hosted System is selected, then the Contractor must adhere to additional Terms and Conditions related to Cloud-based systems. Depending on the Contractor’s proposed System, Contractor will be required to agree to one or more of the following sets of Additional Terms and Conditions (Attachments B1-B3):
· IOT Additional Terms and Conditions - Infrastructure as a Service Engagements (IaaS)
· IOT Additional Terms and Conditions - Platform as a Service Engagements (PaaS)
· IOT Additional Terms and Conditions - Software as a Service Engagements (SaaS)

Through project planning efforts, the Contractor must develop the Project Management Plan (PMP) and Project Schedule. The PMP documents the actions necessary to define, prepare, integrate, and coordinate all subsidiary plans. It defines how the project will be executed, monitored, controlled, and closed. The Contractor must deliver the PMP and the corresponding subsidiary plans within a timeline deemed acceptable to both the State and Contractor. Subsidiary plans must be integrated into the PMP and are set forth below.  All plans are subject to State review, edits, and approval.
· Requirements Gathering and Validation (2f1)
· Testing (2f2)
· Training (2f3)
· Communication (2f4)
· Data Migration (2f5)
· Implementation (2f6)
· Change Control (2f7)
· Issue Resolution (2f8)
· Ongoing Support (2f9)
· Business Continuity and Disaster Recovery (2f10)
· System and Contractor Service Levels (2f11)
IDOE requires appropriate, frequent, direct, real-time access to the project schedule.  In addition, weekly updates showing all deliverables for a current week and the subsequent six weeks must be provided to IDOE on Thursday (by noon ET) of each week.  Holidays may be adjusted as agreed to by both parties. All schedule adjustments made to the overall schedule must be noted both in the master project plan schedule and in the weekly updates. This schedule must delineate agreed-upon durations, associated tasks, and the party responsible for completing each deliverable or process step. Changes to key milestones in the master schedule may require a contract amendment. The Respondent must provide a master schedule highlighting the key milestones on the critical path within the proposal. Respondent must detail the program management software proposed for delivering the schedule to IDOE.
The Respondent must provide documentation regarding any missed deadlines, litigation, or breaches of contract due to missed deadlines resulting in compromises of a contract similar in nature as part of the proposal. Any failure to disclose may result in the elimination of consideration. 
Section 4:  Project Meetings 
The Respondent must facilitate virtual weekly status meetings with IDOE to address all aspects of the project. The Respondent must complete the following tasks, at a minimum, for each meeting:
a. Establish and facilitate weekly project status meetings in year one and monthly thereafter. Meetings are virtual and must be held using virtual conferencing software. Microsoft Teams is preferred, but not required.
b. Draft a meeting agenda and provide it to IDOE for review and approval at least 24 hours in advance of each meeting.
c. Provide meeting minutes for IDOE’s review and approval within 24 hours of the meeting completion.
The Respondent must also be responsible for providing weekly status reports (e.g., written notes and other applicable documentation) from the weekly status meetings to IDOE within 24 hours of each meeting, using a format approved by IDOE. The Respondent must ensure that weekly written status reports provided to IDOE include, but are not limited to, the status of ongoing activities, decisions made, decisions pending, activities completed, activities, decisions made, decisions pending, activities completed, activities that are behind schedule (including planned action steps to rectify the deviation from agreed-upon timeline), and timelines for scheduled activities.  The Respondent must also consider risks and mitigations and communicate these routinely with the project schedule. The Respondent will also maintain a decision and action log to track any outcomes from meetings held with IDOE. The decision log must note any decisions that require a contract amendment. The Respondent is responsible for providing the following deliverables to IDOE each week.
1. Updated project schedule;
2. Updated decision/action log;
3. Minutes from each status meeting that occurred within 24 hours.
During the initial start-up phase of this project, the Respondent must facilitate a project Kickoff meeting with IDOE. There may also be a need for additional planning meetings. These will be at the Respondent’s expense with dates, times, and locations to be mutually agreed upon by the Contractor and IDOE.

Section 5:  Timeline for Project
Maintaining project timelines is critical to cost and project completion.  A complete project plan and schedules must be developed as outlined in Section 3. The Respondent must include the key milestones on the critical path for 2023-2024.
Table 1.  Key Milestone
	Milestone
	Deliverable
	Anticipated Start
	Anticipated Completion

	Project Work Plan
	Approved project plan and system design documents
	Contract Execution
	30 days after contract execution

	Requirements Gathering and Validation Plan
	Approved requirements plan
	Project Work Plan acceptance
	15 days after Project Plan

	Testing Plan
	Approved testing plan
	Project Work Plan acceptance
	15 days after Project Plan

	Communications Plans
	Approved Communications Plan
	Contract Execution
	60 days after contract execution

	Training Plan
	Approve training plan
	Contract Execution
	60 days after contract execution

	Data Migration Plan
	Approved plan
	Contract Execution
	60 days after contract execution

	Change Control Plan
	Approved change control plan
	Contract Execution
	Prior to the commencement of any services

	Issue Resolution Plan
	Approved plan
	Contract Execution
	Prior to the commencement of any services

	Implementation Plan
	Approved plan
	Project Work Plan acceptance
	120 days prior to production release

	System Design and Development Complete
	Fully functional system available in a non-production environment. Unit, system, and integration testing complete.
	Project Work Plan acceptance
	90 days prior to production release

	Business Continuity and Disaster Recovery
	Approved Plan
	Contract Execution
	60 days prior to production release

	Production Ready System Implementation
	Defect-free, a production-ready system implemented. Data must be fully migrated, and all users must have access to the solution.
	Project Work Plan acceptance
	
State preference is that system is live before the start of the school year, preferably on or before July 1, 2024. 






Section 6:  Staff Qualifications
(6a) Program Manager and Project Management Team

The IDOE expects a robust team to support technical assistance to the field and deliver the training across the state of Indiana to address the needs of the special education administrators, designated end-users, and technical staff. The Respondent must assign a program management team led by one single Full-Time Equivalent (FTE) Program Manager (PM) with PMP certification.  The PM must have no fewer than five years of program management experience serving in the educational field or with government agencies. The PM must serve as the primary liaison with IDOE for all components of the project and deliverables. The Respondent’s PM must oversee and coordinate the efforts of the Respondent and all related subcontractors, if applicable. Details related to how long and to what capacity subcontractors have provided services to the primary organization must be described.  

The team employed by the Contractor will collaborate with the IDOE to identify end-user requirements and specifications. The duties of the developer will include meeting with IDOE to determine our software needs, coding and testing software to ensure functionality, and updating software programs. The developer will troubleshoot, maintain, and improve the software as needed. The developer will compile and assess user feedback to improve software performance.  

In addition to the program and project managers, a dedicated, skilled core team is critical to the success of this project. At a minimum, this core team of key personnel must be listed in the Respondent’s proposal. Identifying core team key personnel (i.e., those assigned more than 20% FTE) as specific individuals is a mandatory requirement for the work to be performed under this contract and is subject to approval by IDOE.  

The Respondent must provide an organizational chart showing all key staff and organizational offices assigned to work on the various aspects of this project along with each member’s defined FTE for the duration of the contract specified by contract year.  The governance structure of the organization must be described.  Roles and responsibilities for all key staff must be identified. Resumes of key staff must be included in the Respondent's proposal.  Subcontractors utilized for substantial efforts (i.e., those assigned more than 20% FTE) must also be addressed within the organizational structure. Narrative delineating the responsibilities and oversight by the primary contractor is required within the proposal. 

Except in the case of illness, death, or leave of absence, and so long as the person remains partners, principals, or employees of the Respondent, no re-deployment of any member of the core team as required by the work plan may be made without the prior written consent of IDOE, which must not be withheld without good cause. Replacement of such personnel, if approved, must be with personnel of equal or greater ability and qualifications within 30 days of notification to IDOE. 


(6b) Indiana IEP/ILP Help Desk

The Contractor must provide a solution that supports the efficient and effective hosting, management, and operation of a staffed Indiana IEP/ILP Help Desk for callers needing technical support.  The Help Desk must offer trained support staff including tier levels one, two and three. Significant issues including, but not limited to system outages or data breaches must be escalated to IDOE immediately. The Respondent must describe the training efforts for help desk staff to ensure calibration of knowledge. The Respondent must describe how the system is monitored for potential issues by the Help Desk staff and/or manager. An escalation protocol for the Help Desk and IDOE must be established within 2 months of contract execution.
	
The Help Desk must be:
1. Available via a toll-free phone number and email, staffed from 7:00 AM to 4:00 PM (ET) Monday through Friday.
2. Enabled to receive and save phone messages whenever a customer service representative is not available to answer the phone.  
3. Respond to customer queries by the end of the next business day.
4. Utilize pre-approved mail scripts, as response guidelines to respond to customer queries. These scripts must be mutually developed with, and then approved by, IDOE.
5. Equipped with a ticketing system that allows customer service representatives to track requests and triage calls when limited staff are available.
6. Provide quarterly reports detailing the call volume, type, reason, and action is taken.

(6c) Transition Assistance

Upon execution of this Contract, the Contractor and IDOE will develop a transition plan detailing each Party’s respective task for the orderly transition and migration of (i) all Content stored by the Contractor pursuant to this Contract to IDOE’s archive and/or to a system or application maintained by IDOE or a third party application service provider and agreed in writing by IDOE and Contractor, (ii) the Application and Licensed Services to IDOE or a third-party service provider when such transition and migration to occur upon termination or expiration of the Contract.

At a minimum, the Transition Plan must provide that upon expiration or termination of the Contract for any reason, the Contractor will return all Content in its possession to IDOE in a format accessible without the use of the Contractors Application. In addition, the Contractor will, at IDOE’s option, continue to provide Licensed Services for up to six (6) months after the date of expiration or termination of the Contract in order to facilitate IDOE’s transition to a new service provider. The Contractor must also provide such reasonable assistance as may be requested by IDOE to effectuate such transition.  
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