Indiana First Steps Program Evaluation RFP
Attachment K - Scope of Work
Section 1: Purpose  
The purpose of the First Steps Program Evaluation RFP is to ensure the First Steps Program is delivering high quality early intervention services to children and families as well as lead the State in its ongoing monitoring of local agency and provider compliance with federal and State regulations, guidelines, and procedures. 

Section 2: First Steps Background: 
First Steps is Indiana’s early intervention program, authorized under Part C of the Individuals with Disabilities Education Act (IDEA), which brings together families and professionals from education, health, and social service agencies to provide children and their families an array of locally available early intervention services and resources.

Section 3: Definitions: 
State Performance Plan (SPP)/Annual Performance Report (APR): The Bureau of Child Development Services (BCDS) is responsible for the development and implementation of a comprehensive State Performance Plan (SPP) and the completion and submission of the Annual Performance Report (APR) to demonstrate progress in achieving the goals and compliance indicators outlined within the SPP. The SPP/APR evaluates the state's efforts to implement the requirements and purposes of  IDEA and describes how the state will improve its implementation of the law.
Indicators: The State Performance Plan (SPP) consists of two types of indicators: compliance and results. The Office of Special Education Programs (OSEP) has set compliance indicators with targets of 100%. For results indicators, states are required to set measurable and rigorous targets as defined by the law. BCDS annually sets around 3 of its own indicators with broad stakeholder input. 
Monitoring: Monitoring activities are a multifaceted formal process or system designed to examine and evaluate a System Point of Entry (SPOE) or provider’s implementation of IDEA with a particular emphasis on educational results, functional outcomes, and compliance with IDEA programmatic requirements.

Section 4: Respondent Eligibility Requirements 
1. The Respondent shall have demonstrated experience with program evaluation, data analysis, and report writing. 
2. The Respondent shall not hold any other contracts and/or agreements with the Bureau of Child Development Services (BCDS). 
Section 5: Respondent Preferred Experience: 
First Steps is seeking to contract with a vendor that has experience in the following areas: 
1. Evaluating statewide programs similar to First Steps. 
2. Developing evaluation plans including identifying evaluation metrics and data collection methods, developing hypotheses and accompanying research questions to test hypotheses, etc.   
3. Conducting qualitative and quantitative data analysis. 
4. Compiling the results and findings of qualitative and quantitative data into formal reports  
5. Collecting, cleaning, and interpreting data from state systems and storing all collected data in a secure location.   
6. Identifying local, regional, and national policy implications of evaluation results and developing accompanying recommendations.   

Section 6: Annual SPOE Quality Review Activities
A. Meet with BCDS to outline all annual quality review activities and identify State indicators to be evaluated during monitoring activities
1. Annual quality review activities may include, but are not limited to, the following:
a. Determining the minimum number of files to review for each indicator in each Cluster
b. Reviewing each selected EI records to capture data and qualitative notes
c. Conducting data analysis for each indicator
d. Compiling a data summary report for each of the indicators
e. Completing the data analysis and recording the final calculations following review of any additional documented evidence
B. Notify SPOEs of annual quality review date, monitoring activities, and State indicators to be evaluated
C. Data Collection for Local Annual Performance Report
1. Data Table of SPP/APR indicators (1-8)
D. Monitoring activities (Federal Indicators 1-8, and State Indicators)
1. Compliance monitoring (1, 7, and 8 and any compliance State indicators)
2. Results and outcomes monitoring (2, 3, 4, 5, and 6)
3. Quality monitoring activities (State indicators)
a. Annual interviewing or other qualitative data collection and analysis of 3 EIS program staff, families, providers
b. Quantitative data collection for quality indicators (e.g. percentage of high-quality outcomes written on IFSPs)
4. Monitoring report including:
a. A summary of federal compliance and results indicators and state identified indicators that were measured 
b. A data table report indicating the actual Cluster performance against targets 
c. Findings of noncompliance with IDEA requirements, including: 
i. A description and citation of the statutory or regulatory IDEA requirement(s) with which the SPOE is in noncompliance  
ii. A statement that the noncompliance must be corrected as soon as possible but no later than one year from the date of the BCDS’s written notification of noncompliance  
iii. Any required corrective action(s), and  
iv. A timeline for submission of a corrective action plan or evidence of correction. 
5. Ongoing verification of Correction of Noncompliance as applicable
a. Quarterly reporting on subsequent data collection and analysis
b. Data analysis and collection to support verification of correction of noncompliance
i. Reviewing EI record for evidence that the action has been completed
ii. Completing quarterly verification reviews of a sample to ensure the systemic verification of correction of noncompliance
iii. Repeating subsequent verification procedures until correction of noncompliance
Deliverable: Report on Annual SPOE Quality Review Activities, which includes the following:
1. Data analysis for local annual performance reporting
2. Data analysis for local determination of all EIS programs
a. Results of all monitoring activities utilizing the State’s rubric which includes:
i. Performance on compliance indicators
ii. Valid, reliable, and timely data
iii. Correction of identified noncompliance
iv. Other data available to the State including audit findings 
3. Thematic analysis of qualitative data collection
4. Programmatic recommendations based upon analysis 

Section 7: Child Outcomes (SPP/APR Indicator 3) Data Repository and Collection
A. Build and implement a data repository for Exit Skills Summary data collection, which is required for the completion of the annual SPOE quality review process, within the first month following contract execution.
B. Design and implement a collection process for the Exit Skills Summary which is required for the completion of the annual SPOE quality review process.

Deliverable:
1. Data repository system
2. Documentation of the collection process

Section 8: Family Outcomes (SPP/APR Indicator 4) Data Repository, Dissemination, and Collection
A. Build and implement a data repository for family outcome survey data within the first month following contract execution.
B. Design and implement a dissemination and collection process for family outcome surveys which is required for the completion of the annual SPOE quality review process. 
C. Ongoing dissemination, collection, and translation of family outcome survey.

Deliverable:
1. Data repository system
2. Documentation of dissemination process
3. Documentation of the collection process

Section 9: Provider Agency Monitoring (based on State identified 5-year cohort cycles)
A. Monitoring activities (1, 2, 3, 4 and State indicators)
1. Compliance monitoring (1 and any compliance State indicators)
2. Results and outcomes monitoring (2, 3, and 4)
3. Quality monitoring activities (State indicators)
a. Annual interviewing or other qualitative data collection and analysis agency staff and providers, service coordinators, and families
b. Quantitative data collection for quality indicators (e.g. high-quality service logging and performance reports)
4. Monitoring report including:
a. Data
b. Findings as applicable
c. Corrective actions as applicable
5. Ongoing verification of Correction of Noncompliance as applicable
a. Quarterly reporting on subsequent data collection and analysis
6. Monitoring Schedule
a. Complete monitoring activities for one cohort each year for five (5) years, and then have one (1) year with no monitoring activities to reset targets before resuming the monitoring cycle the next year 
b. The number of agencies may vary each year based on agency enrollment numbers. There are currently forty-three (43) provider agencies, that should be approximately split across the cohorts
Deliverable: Report on Annual Provider Agency Monitoring Activities, which includes the following:
1. Data analysis for local annual performance reporting
2. Thematic analysis of qualitative data collection
3. Programmatic recommendations based upon analysis 

Section 10: State Systemic Improvement Plan (SSIP) Evaluation: 
A. Development of the SSIP Evaluation Plan including the following:
1. Sample https://www.in.gov/fssa/firststeps/files/Evaluation-Plan_jt.pdf
2. Specification of how the evaluation is aligned to the theory of action and all SSIP components
3. Specification of how the evaluation includes stakeholders
4. Specification of the methods used to collect and analyze data to evaluate the implementation and outcomes of the State Identified Measurable Results (SiMR)
5. Specification for how the State will use the evaluation data to examine the effectiveness of the implementation, the State’s progress toward achieving the intended outcomes
6. Creation of an evaluation plan logic model
B. Evaluate SSIP using the evaluation plan and logic model through data collection and analysis. SSIP evaluation shall include:
1. Focus Groups
a. Facilitate quarterly focus groups with stakeholders including families, provider agencies, SPOEs, the ICC, and LPCCs to gather feedback on the execution of SSIP strategies. Facilitation responsibilities include:
i. Handling all meeting logistics
ii. Leading strategic planning
iii. Communicating to all attendees
iv. Taking notes and minutes during the meetings
v. Providing necessary technology and meeting space
vi. Meeting all accessibility needs of participants
2. Interviews
a. Interview stakeholders including families, provider agencies, SPOEs, the ICC, and LPCCs to collect qualitative and quantitative data on the execution of SSIP strategies
b. Interview data collection will occur iteratively throughout the contract
3. Data Analysis
a. Analyze data gathered from focus groups, interviews, observations, and surveys to evaluate the effectiveness of SSIP strategies
C. Annual SSIP report which must include:
1. Data for the specific FFY (expressed as actual numbers and percentages) that are aligned with the SiMR. Report on whether the State met its target. In addition, report on any additional data (e.g., progress monitoring data) that were collected and analyzed that would suggest progress toward the SiMR. 
2. Provide a narrative and graphic representation, (e.g., a logic model) of the principal activities, measures and outcomes that were implemented in the reporting year. 
a. Summarize the infrastructure improvement strategies that were implemented, and the short-term outcomes achieved, including the measures or rationale used by the State and stakeholders to assess and communicate achievement. 
b. Relate short-term outcomes to one or more areas of a systems framework (e.g., governance, data, finance, accountability/monitoring, quality standards, professional development and/or technical assistance) and explain how these strategies support system change and are necessary for: (a) achievement of the SiMR; (b) sustainability of systems improvement efforts; and/or (c) scale-up. 
c. Describe the next steps for each infrastructure improvement strategy and the anticipated outcomes to be attained during the next fiscal year. 
d. Summarize the specific evidence-based practices that were implemented and the strategies or activities that supported their selection and ensured their use with fidelity. 
e. Describe how the evidence-based practices, and activities or strategies that support their use, are intended to impact the SiMR by changing program policies, procedures, and/or practices, provider practices (e.g., behaviors), parent/caregiver outcomes, and/or child outcomes. 
f. Describe any additional data (e.g., progress monitoring data) that was collected to support the on-going use of the evidence-based practices and inform decision-making for the next year of SSIP implementation.

Deliverable: Report on State Systemic Improvement Plan (SSIP) activities, which includes the following:
1. SSIP Evaluation Plan
2. SSIP Logic Model
3. SSIP Data Analysis Report, which shall include the following: 
a. Data analysis
i. Data collected by the contractor that demonstrates progress toward the State-Identified Measurable Result (SiMR)
ii. Description of how the data was collected and analyzed for the SiMR
iii. Data quality concerns that affected progress toward the SiMR (both unrelated and related to COVID-19)
b. Implementation, Analysis and Evaluation
i. Summary of each infrastructure improvement strategy for the reporting period
ii. Short-term or immediate outcomes achieved for each infrastructure improvement strategy
iii. Next steps for each infrastructure improvement strategy and anticipated outcomes 
iv. Summary of evidence-based practices implemented during the reporting period, including their intended impact of the SiMR
v. Description of data collected
vi. Next steps for evidence-based practices and anticipated outcomes
c. Stakeholder Engagement
i. Description of stakeholder input
ii. Description of strategies implemented to engage stakeholders in key improvement efforts
iii. Any additional activities for the next fiscal year that relate to the SiMR, including a timeline, anticipated data collection/measures, and expected outcomes
d. Additional components as specified by BCDS

Section 11: Ad Hoc Program Evaluation
During the course of this Contract, the Contractor may be required to complete ad hoc projects, as requested by BCDS. Ad hoc projects may include, but are not limited to the following:
1. Comprehensive system needs assessment
2. Longitudinal research
3. Focused Monitoring 
a. Identify areas where Early Intervention Providers might need extra support or improvement by focusing on specific aspects of concern, such as quality of services provided or how well families are being supported. Responsibilities may include:
i. Conducting SPOE or Agency visits to observe policies and procedures
ii. Reviewing documents (such as Individualized Family Services Plans (IFSPs)) or records of services provided to see if they meet requirements specified by federal regulations and state policies
When the Contractor and/or BCDS decides an ad hoc project is needed, the Contractor shall submit a proposal for BCDS review and approval that details the estimated number of hours for the ad hoc project and the resulting fixed fee amount. Following BCDS approval of the ad hoc fixed fee amount, the Contractor shall begin work on the project. Following BCDS approval that the ad hoc project has been completed to the satisfaction of the State, the Contractor shall be paid the ad hoc project’s approved fixed fee cost after the ad hoc project was completed and approved by the State. 
Ad hoc projects requested by BCDS and/or proposed by the Contractor, that are estimated to require under sixty (60) hours of work annually by the Contractor shall be completed by the Contractor at no additional cost to the State. Ad hoc projects requested by BCDS and/or proposed by the Contractor, that are estimated to require at or over sixty (60) hours of work annually by the Contractor may be billed to the State, subject to State approval.
This Contract will allocate a separate bucket of funds to be utilized for ad hoc projects, however, the Contractor shall obtain State approval before commencing any ad hoc work.

Section 12: Deliverables
1. Project Plan: The Contractor shall develop a Project Plan, which shall outline the Contractor’s strategy and process for conducting all ongoing responsibilities and submitting all required deliverables outlined in this Scope of Work. The Contractor shall submit a first draft of the Project Plan to BCDS within one (1) month of the contract start date. The final draft of the Project Plan shall be submitted to BCDS within three (3) months of the contract start date.
2. Report on Annual SPOE Quality Review Activities: The Contractor shall develop an annual report that includes all SPOE Quality Review Activities conducted as well as all findings. Please see Section 6 for additional detail.
3. Child Outcomes Data Repository: The Contractor shall develop a data repository that shall house all Exit Skills Summary data. Please see Section 7 for additional detail.
4. Family Outcomes Data Repository: The Contractor shall develop a data repository that shall house all Family Outcomes Survey data. Please see Section 8 for additional detail.
5. Report on Annual Provider Agency Monitoring: The Contractor shall develop an annual report that includes all Provider Agency Monitoring conducted as well as all findings. Please see Section 9 for additional detail.
6. Report on SSIP Activities: The Contractor shall develop a report on all SSIP Activities conducted as well as all key fundings. Please see Section 10 for additional detail.

Section 13: Staffing 
The Respondent shall assign qualified, productive, and professional staff members to work under this Contract. The Respondent shall submit a staffing plan that outlines how it will fulfill all the job duties required by this Scope of Work. Evaluation activities will primarily happen virtually, however, occasional travel and on-site meetings may be required by BCDS. The Respondent shall ensure that all staff receive ongoing professional development training in order to remain up to date on research-based best practices in Early Intervention.
At a minimum, the Respondent shall employ and provide the resumes for the staff positions outlined below, which shall be approved by the BCDS. Please note that multiple roles may be filled by the same staff member, if approved by BCDS. 
1. Program Evaluation Director 
2. Statistician 
3. Data Analyst(s)
4. Data Entry/Collection Specialist(s)

Section 14: Billing and Invoicing
The State shall pay the Contractor a monthly fixed fee to complete all ongoing responsibilities outlined in this Scope of Work. In addition, the State shall pay the Contractor a one-time fixed fee payment upon submission and BCDS-approval of each of the deliverables outlined in Section 12 above. Deliverable payments will be made after the deliverable is submitted, reviewed, and approved by BCDS. In order to receive the full payment for any deliverable, the Contractor must adhere to the performance measures outlined in Section 15 below. 

Section 15: Performance Measures
The Contractor shall be responsible for tracking and meeting Performance Measures related to each deliverable. The Deliverable Performance Measures are listed below.
1. Completeness of Deliverables
a. Each Deliverable includes the required content specified in the Contract and State-approved Project Plan
2. Accuracy of Deliverables
a. Each Deliverable shall be at least 95% accurate. Accuracy will be measured based on the table below:
	Indicator
	Is the sample size for each cluster appropriate?
	Is the total number of data collected equal to the sample size?
	Is the data reported equal to the data collected?

	1 – Timely Provision of Services
	
	
	

	2 – Services in the Natural Environment
	N/A – From 618 Data
	N/A
	

	3A SS1 – Positive Social-Emotional Skills Substantially Increased
	(Based on the number of children who have exited)
	
	

	3A SS2 – Positive Social-Emotional Skills within Age Expectations
	(Based on the number of children who have exited)
	
	

	3B SS1 – Acquisition and Use of Knowledge and Skills Substantially Increased
	(Based on the number of children who have exited)
	
	

	3B SS2 – Acquisition and Use of Knowledge and Skills within Age Expectations
	(Based on the number of children who have exited)
	
	

	3C SS1 – Use of Appropriate Behaviors to Meet Their Needs Substantially Increased
	(Based on the number of children who have exited)
	
	

	3C SS2 – Use of Appropriate Behaviors to Meet Their Needs within Age Expectations
	(Based on the number of children who have exited)
	
	

	4A – Families Know Their Rights
	(Based on the number of children who have exited)
	
	

	4B – Families Can Effectively Communicate Their Child’s Needs
	(Based on the number of children who have exited)
	
	

	4C – Families Can Help Their Children Develop and Learn
	(Based on the number of children who have exited)
	
	

	5 – Child Find (Birth to 1)
	N/A – From 618 Data
	
	

	6 – Child Find (Birth to 3)
	N/A – From 618 Data
	
	

	7 – 45-Day Timeline
	
	
	

	8A – Developed an IFSP with Transition Steps and Services
	
	
	

	8B – Notification to the SEA and LEA of Toddler’s Potential Eligibility
	N/A
	N/A
	

	8C – Conducted Transition Conference
	
	
	



3. Timeliness of Deliverables
a. Each Deliverable will have a corresponding submission deadline in the State-approved Project Plan. All Deliverables must be submitted to BCDS by the deadline, unless an exception is granted in writing by BCDS 
4. Quality of Deliverables
a. Each Deliverable shall be accepted by BCDS within two (2) review cycles

Section 16: Payment Withholds
The State will evaluate each Deliverable according to the Deliverable Performance Measures outlined in Section 15 above. 
1. For each Deliverable, if the State provides written confirmation that the Deliverable Performance Measures have been met, the Contractor shall invoice for one hundred percent (100%) of the applicable Deliverable’s fee.
2. For each Deliverable, if the State determines there is noncompliance with at least one (1) Deliverable Performance Measure, the Contractor shall invoice for ninety percent (90%) of the applicable Deliverable’s fee (the Deliverable’s fee minus the ten percent (10%) Payment Withhold).
Earn Back Approach
Upon State acceptance of each Deliverable, the Contractor will have the opportunity to earn back any withheld amounts due to noncompliance with the Deliverable Performance Measures outlined above. In order to earn back the withheld amounts, the Contractor must meet all Deliverable Performance Measures within two (2) review cycles. Failure to meet all Deliverable Performance Measures within two (2) review cycles will result in 10% of the deliverables payment being permanently withheld. 

