


DCS Training Collaborative RFP
Attachment K - Scope of Work
[bookmark: _heading=h.w715hjyb1e1m]I. Introduction
[bookmark: _heading=h.sulq2g8lfy34]The State of Indiana's Training Contract is a comprehensive training collaborative between the Indiana Department of Child Services (DCS) and the Contractor. This Contract will support the high quality, application-based, and intensive child welfare training, learning, and professional development required to meet the workforce development needs of DCS. Indiana's DCS’s professional development and training is evidence-based, competency-based, outcome measured, technology-enabled, and fiscally accountable. The Contractor shall be committed to assisting DCS in training and developing exceptional leaders and team members who can support DCS in accomplishing its vision and mission: 
· Mission: The Indiana Department of Child Services leads the State’s response to allegations of child abuse and neglect and facilitates child support payments. We consider the needs and values of all we serve in our efforts to protect children while keeping families together whenever possible. 
· Vision: Children will live in safe, healthy, and supportive families and communities. 
[bookmark: _heading=h.vl9hz71goup7]
This Scope of Work includes a detailed description of the training and development activities for internal team members and leaders, along with Resource and Adoptive Parents, and select key stakeholders. It establishes the output for all DCS team member and leader training, advanced learning, evaluation of learning, special projects and grants, and fiscal accountability.
1. Training Goals and Activities
This training Contract is multifaceted, and its purpose is to provide the foundation to create efficient, effective, and comprehensive professional development and training. This Contract equips and provides DCS team members and leaders with the application-based knowledge, skills, abilities, and attitudes necessary to provide quality and comprehensive training to support DCS’s mission and vision. This comprehensive Contract includes the critical goals of:

· Address the training needs identified by DCS Staff Development and agency leadership and provided to the Contractor, through curriculum development, training/facilitation, and evaluation.
· Design and facilitate training with appropriate structure and methodology to ensure DCS is equipped to deliver effective services to families and foster an environment that drives retention through increased confidence in their skills.
· Design appropriate evaluation strategies at the course and program level.
· Provide evidence of training design and execution to demonstrate skill-based "transfer of learning."
· Provide learning reinforcement that embraces all team members and leaders while promoting application-based, cutting edge, innovative, evidence-based, interactive, practical, first-in-class learning opportunities to equip those who are partnering with children and families.
· Support and model continuous quality improvement.
· Provide DCS leaders with the knowledge and ability necessary to support DCS team members and leaders through teaching, coaching, and mentoring.

This Scope of Work is divided into three (3) major activities. Please note that any of these activities, responsibilities, or subsets thereof may be removed from this Scope of Work at the discretion of DCS: 
· Activity 1: Instructional Design
· Activity 2: Training Facilitation
· [bookmark: _heading=h.smno6mhl9vzg]Activity 3: Training Evaluation 
1. DCS Training Background
The Indiana DCS collaborates with State, local, and community partners to strengthen families through services that focus on family support and preservation. DCS considers the needs and values of all Hoosiers served in efforts to protect children while keeping families together whenever possible. DCS values and operates under the following principles: child safety, permanency, collaborative partnerships with foster and adoptive families, diversity, equity, and inclusion, a culture of safety and transparency, and continuous improvement.

DCS leads the State’s response to allegations of Child Abuse and/or Neglect (CA/N), facilitates child support payments, and oversees licensing services for resource parents. 

Due to the nature of DCS’s work in child services, applicable, relevant, practical, and repeatable training is required to ensure that training delivery is appropriate and supports DCS in empowering team members to make decisions in the best interest of every child. As of 2023, DCS has over 4,100 team members. The trainings included in this Contract, as well as the population they serve, include but are not limited to:

· Agency Partners:
· Resource and Adoptive Parent Training: 
· The Contractor is responsible for instructional design for:
· Pre-service trainings (onboarding for Resource and Adoptive Parent Training)
· In-service trainings (education/training to keep licenses active for Resource and Adoptive Parents)
· The Contractor is responsible for training evaluation at the course and program level
· Agency Key Stakeholders:
· The Contractor is responsible for:
· Instructional design for training that will be a collaborative effort between DCS, Court Services, and other key stakeholders
· Facilitation of training if the content is delivered via a trainer/facilitator
· Internal Training and Development:
· Onboarding 
· The Contractor is responsible for program and instructional design, training/facilitation, and evaluation. This includes, but is not limited to: online learning, immersive virtual learning experiences, and instructor-led courses and programs.
· Continuing Education
· The Contractor is responsible for program and instructional design, training/facilitation, and evaluation. This includes all divisions within the Agency.
· Leadership Development
· The Contractor is responsible for program and instructional design, training facilitation, and evaluation. This includes all leaders in the Agency.
· Legislative
· The Contractor is responsible for program and instructional design, training/facilitation, and evaluation on an as-needed basis when legislative changes occur.

The Contractor is encouraged to propose new and innovative trainings beyond those described above. If, during the Contract, DCS identifies additional necessary trainings beyond those described above, those trainings may be added to this Contract. Additionally, all courses and programs shall be designed as application-based, cutting edge, innovative, evidence-based, interactive, practical, first-in-class learning opportunities. All training should be rooted in DCS’s values and practice model.
1. Contractor Eligibility Requirements
The Contractor shall maintain status as an Educational Institution, as defined by 20 CFR § 411.167, and ensure the State receives maximum Federal Financial Participation (FFP) in adherence with Title IV-E requirements.
[bookmark: _heading=h.sbwwu9x0tmn0]II. Activity 1: Instructional Design
A. Overview
The Contractor will be responsible for developing the curriculum and producing trainings for DCS in the areas of resource and adoptive parent training, internal training and development, leadership development, legislative updates, and external key stakeholders training. Topics will vary depending on DCS's needs. Under DCS’s guidance, the Contractor will hire staff under the Contract, develop curriculum, and produce trainings. Please note that any/all of the responsibilities listed in this Section may be removed from this Scope of Work at the discretion of DCS.
B. [bookmark: _Hlk160705872]Program and Curriculum Design and Development
The Contractor’s Instructional Design Team shall be knowledgeable in writing workplace and application-based learning objectives and shall work collaboratively with DCS to develop outcome driven, competency-based curriculum for DCS team members and agency partners. The Contractor’s Instructional Design Team shall leverage both evidence-based and real-world workplace experience to design programs, training format, structure, and delivery based on the topic and audience, including online learning, instructor-led classroom, instructor-led online trainings, hybrid, flipped classroom, varied duration, micro-learnings, virtual reality, simulation, and assessment center type trainings. All content should be reviewed and vetted by the Contractor before sending to DCS for approval. DCS will provide final approval on all program designs, training content, formats, and structures. The Contractor shall update existing trainings and develop new trainings at the direction of DCS. Throughout the duration of the Contract, training curricula and training programs shall continue to be developed, updated, and implemented in an efficient and cost-effective manner through which programmatic knowledge and skill enhancements are provided to each training participant to meet DCS targeted outcomes.

The program and/or curriculum designed and developed by the Contractor shall:
1. Contain at the minimum: 
a. The purpose of the program/training; 
b. Learning objectives associated with the program/training; 
c. Knowledge, skills, competencies and abilities that will be gained; 
d. Inclusion of case studies where appropriate; and
e. Application-based learning exercises to reinforce content. 
2. Include appropriate competencies and learning objectives for each subject, which shall be developed using a consistent format.
a. Competencies are defined as specific behavioral statements of awareness, knowledge, or skill that will be achieved by the training's conclusion. 
b. Learning objectives are defined as action-oriented specific statements to outline dimensions of a competency. 
3. Explicit inclusion and identification of DCS policies and Indiana Administrative Code.
4. Align content with DCS practice model and values (e.g., diversity, equity, and inclusion language and practices).
5. Incorporate evidence-based, external best practices and knowledge, cutting edge information, technology, methodologies, platforms (micro-learning, podcasts, etc.), simulations, assessment centers, and other high-quality hands-on learning experiences.
6. Leverage available Contractor resources, including, but not limited to, the latest instructional technologies for designing online learning with the authoring tool being approved by DCS to ensure consistency and alignment with internal learning standards.
7. Cite all source documents and references within programs/training/content.
8. Ensure content is not repeated in multiple trainings; if prerequisite knowledge is needed, Contractor will use methods and tools to ensure required knowledge has been obtained by participant (e.g., passing a pre-assessment) without repeating content in multiple trainings.
9. Accommodate different learning styles and adult learning theory to focus on participants becoming aware of the subject, gaining knowledge in the subject, and developing a skill level in the subject that will allow the skill to be transferred into practice.
10. Create a program to prepare the individuals who will be doing the training on behalf of DCS (train the trainer). When hosting the train the trainer, leverage learning methodologies that allow for the participants to be fully upskilled in presenting the material in a consistent way.
11. Provide subject matter expertise, latest research, and innovative practice in child welfare, social work, and leadership. DCS will provide expertise on process guidance, policy guidance, and internal operations specific items. 
12. Ensure trainings are revised on an eighteen (18) to twenty-four (24) month cycle, or as determined necessary by DCS. 
13. Ensure programs/trainings/content are in alignment with DCS’s learning governance process and expectations.
14. Partner with appropriate individual(s) to ensure each program/training has an effective evaluation and fits into the overall evaluation strategy
15. Ensure that materials for designated trainings (e.g., all RAPT training and other public facing modules) have closed captioning for American Sign Language (ASL) audience and written Spanish and other prevalent language translations.
16. Programs/trainings shall have a theme/brand and shall be created by the Contractor via a skilled graphic artist. Design should be inclusive of DCS branding and provided guidance. DCS will provide approval of all brands for all programs/training materials.
17. Ensure that all training materials are organized in a predetermined, consistent format and inspired by creative exercises.
18. Ensure all working and final files are hosted on a site where the DCS Staff Development leadership has direct access.
19. Be capable of producing trainings using, at minimum, software/design that creates an interactive and immersive environment, which may include charts, graphs, books, and/or videos depending on the topic and audience. These tools shall be professional, readily available, clear, and designed to the specifications of the trainers.
C. [bookmark: _heading=h.98re6oo709py][bookmark: _heading=h.nw9rw2tjd5xf]Program and Curriculum Operations
To ensure efficient and effective operation of the Contract, the Contractor shall:
1. Provide a digital way for DCS to request to instructional design and development. The Contractor will host this information in a format that is updated in real-time and ensures DCS Staff Development leadership has full access to the requests.
2. Ensure each program/training shall have a scoping document that is drafted by the Contractor and approved by DCS.
3. Ensure each program/training shall be developed through two pre-production cycles: alpha and beta, before a production file is produced. The alpha and beta cycles shall be designed to be production quality.
4. Ensure all work produced is tagged appropriately for indexing and for inclusion in the learning management solution and provided to DCS.
5. Ensure compliance with the State-approved hour allotment for instructional design and development based on type of learning.
6. Host a regularly scheduled meeting to discuss all new requests, determine next steps, and prioritize the work. 
7. Ensure each instructional design initiative has a detailed project plan.
8. Host a real-time report/dashboard that includes: projects per instructional designer, overview of project, hours allotted vs. hours used, and hours remaining on project and other pertinent information for each project, as well as a holistic view of current work.
9. Be responsible for producing 500 to 550 hours of instructor led training content a year, 40 to 55 hours of online learning content, and 25 to 40 hours of content of immersive experiences a year. These numbers include items such as transfer of learning.
a. The Contractor shall propose an hour allotment for instructional design production based on type of learning, for State approval.
[bookmark: _heading=h.i60fkf65cv7k]III. Activity 2: Training Facilitation
1. Overview
The Contractor shall work in collaboration with the DCS staff development team to host trainings for DCS State team members. The Contractor shall have the ability to facilitate trainings, at the State’s direction, using a variety of learning methodologies designed to appeal to all different learning styles.

The Contractor shall work with the State to provide an adequate number of trainers and trainer support staff to facilitate the trainings required by DCS. Please note that any/all of the responsibilities listed in this Section may be removed from this Scope of Work at the discretion of DCS.
1. Training Facilitation
Effective training and facilitation are crucial to successful training and professional development. In this Contract, this support shall include the tools and staff necessary to ensure that the programs/trainings are delivered in a responsive, timely, and competent manner. The Contractor is responsible for both the development of training materials (as outlined in Activity 1 above) and to deliver the curriculum designed for and approved by DCS. The Contractor shall be able to facilitate/co-facilitate trainings using adult learning theory, demonstrating technical knowledge of the material, and having a keen ability to demonstrate the competencies of a skilled facilitator/trainer to reach consistently successful outcomes in achieving learning objectives and associated competencies.

To facilitate trainings, the Contractor shall:
1. Facilitate (including coordination and delivery) internal Training and Development, including Onboarding, Continuing Education, Leadership Development, and Legislative trainings.
2. Ensure interpretation services for all prevalent spoken and signed languages are provided for live trainings, as requested.
3. Work collaboratively with DCS to identify the appropriate number of training days desirable and feasible given the resources provided under this Contract. Trainers will be expected to provide 75-100 hours of training each month (depending on tenure and areas of expertise).
4. Distribute user friendly and interactive electronic versions of training manuals a minimum of 24 hours before the start time of the training, and as requested by DCS.
1. Training Facilitation Operations
To ensure efficient and effective operation of the Contract, the Contractor shall:
1. Coordinate training events held at Contractor-provided (and DCS approved) training location(s) within the Indianapolis metro area and support coordination of training events at DCS-provided training locations, as directed by DCS. Contractor-provided training locations should include five (5) or more classrooms, able to support approximately forty (40) people each, to ensure adequate training space is provided. Coordination of training events includes scheduling and setting up training rooms; printing, shipping, and distributing training curricula and supplies for all Indianapolis-based or regionally-based training events; and producing special materials (posters, banners etc.) when requested by DCS.
2. Coordinate training days identified and provide technical support to RAPT trainings, which will include Saturdays.
3. Schedule sufficient training days to fulfill the number of mandatory training days required for each work classification during each year of this Contract.
4. Provide tools and materials for trainings and ensure links and manuals, if necessary, are distributed before the trainings. 
5. Ensure all trainings, whether virtual or face-to-face, are open for observation by DCS team members who have received permission from a member of the Staff Development Executive Leadership Team provided space is available. 
a. It is understood that DCS will provide adequate advance notice of the name(s) of the observers and purpose of the visit so that the Contractor may prepare the training group and have the necessary physical accommodations and training materials available.
6. Implement supervisory reviews of trainers to give feedback to all trainers (the Contractor’s Trainers as well as DCS Trainers) including, but not limited to, delivery and knowledge of content, ability to check for understanding, quality of questions, presentation skills, lesson structure, organization, learning approaches, ability to give relevant examples, demonstration of technical experience, classroom management, and overall professional conduct of the training room environment. Such evaluative feedback shall be provided to all trainers at a minimum of once every month and for the during of the observed training. Leader will complete the DCS-provided template, discuss with trainer, and index the completed template in the designated location. Any serious concern that arises about a trainer during this process shall be discussed for resolution between the Contractor and DCS. DCS reserves the right to keep any trainer out of classroom training until the identified concern is addressed.
7. The Contractor will provide technology support for all online programs/training, which will be hosted on a software platform that is approved by the State. 
8. The Contractor shall work with appropriate resources to identify areas where additional State-approved technology can be utilized, including the development of resources to improve online learning. The Contractor shall also work with IOT and other State entities which can support the training provided by DCS.
IV. Activity 3: Training Evaluation
1. Overview
The Contractor shall evaluate the effectiveness of the programs/trainings offered by DCS. Accountability, program development, skill, and knowledge transfer require continual review. Classroom and non-classroom activities to reinforce the learning experience shall be evaluated to ensure that the transfer of learning is occurring.

DCS’s preference for evaluation methodology is the Kirkpatrick Model. The Contractor is expected to design an evaluation strategy that will be approved by DCS before executing the strategy. It is the responsibility of the Contractor to write and validate all surveys and evaluation methods to prove transfer of learning. The direct work on training evaluation creation and dissemination shall be completed by the Contractor, including data collection and analysis. All tools shall be developed or modified collaboratively with DCS. All data collected, including information at the individual level, shall be built in a platform that DCS Staff Development leadership can directly access.

It is the responsibility of the Contractor to employ individual(s) who have the expertise in all levels of evaluation, survey creation, possess the ability to share the data story, can create dashboards to show evaluation data, make recommendations based on the data, and are skilled in employing data visualization.

The Contractor is responsible for designing evaluations for DCS offered programs/trainings. This includes, but is not limited to pre and post assessments, Level I, II, and III evaluations, skills assessment scales and other evaluation methods, as requested. The evaluation strategy shall be recommended by the Contractor, approved by DCS, and created by the evaluation team in unison with the design and development of the program/training.

At a minimum, every program/course shall have a way to measure effectiveness and applicability. Evaluation data shall be provided to the trainer/facilitator and their leader within seven days of the close of the survey. Results shall be maintained in a system where the information and results can be extracted by DCS Staff Development leadership.

The Contractor shall be responsible for the development and maintenance of Individual Training Needs Assessment (ITNA), as requested by DCS. 

Other types of surveys shall be developed for DCS as requested.
1. Training Evaluation
As a part of training evaluation, the Contractor shall:
1. Design the evaluation of training and/or transfer of learning.
2. Link evaluations based on a course in SuccessFactors, the State’s Learning Management Solution, unless otherwise requested.
3. Participate in activities related to support and modeling of continuous quality improvement in curriculum, training delivery, and transfer of learning.
4. Keep all evaluation tools in compliance with best practice standards.
5. Develop, test, and modify Level I Evaluation tools and pre-and post-tests for Level II and Level III transfer of learning activities (including skill assessment scales) as needed for each program/training offered.
6. Collect real time data from pilots and provide to the appropriate team to update trainings soon after they are delivered.
7. Maintain standards for evaluation reports to DCS, with various reports completed monthly, quarterly, and yearly, as directed by DCS.
8. Develop evaluations for all trainings and courses offered (Level I), with modifications as needed.
9. Develop pre/post-assessments or tools to assess learning (Level II) to evaluate the gains of the participants.
10. Develop, refine, and monitor the Level II assessments that are used to assess learning, as applicable.
11. Design Level III evaluations as deemed necessary by DCS.
12. Design, administer, analyze, and report on the Level I, II, and III evaluation measures based on established standards.
13. Design and execute a strategy to draw supervisors into the training process. This includes giving supervisors an opportunity to rate their team member’s performance on competency-based responsibilities.
14. Work with DCS to develop and improve the ITNA tools for FCM and FCM Supervisors, as well as develop ITNA’s for other divisions within the agency.
15. Develop and maintain a data dashboard to view training feedback in real time, view individual training statistics, and design a training-specific evaluation based on the course content.
16. Develop and implement other evaluation and feedback tools, as requested by DCS.
17. Provide monthly and quarterly training data executive summaries; limited to two pages.
18. Host all surveys and data collected in a platform where DCS Staff Development leadership has direct access to the information, including individual responses. All data is fully owned by DCS. 
V. Management and Operation of the Contract
1. Overview
The relationship between DCS and the Contractor shall be based on a commitment to active collaboration and activity coordination. The Contractor agrees to perform the Scope of Work described in this Contract in compliance with the activities outlined above and any additional activities developed and approved by the State and Contractor. All Contractor based personnel shall work in a collaborative manner to meet the needs of DCS consistent with Contractor’s policy and procedures as well as the State of Indiana policies and procedures.
1. Key Responsibilities
As part of Management and Operation of the Contract, the Contractor shall:

1. Work with DCS to schedule a calendar of trainings. Update the calendar of trainings offered through DCS Staff Development on a regular basis, no less than once every 60 days, or as requested.
2. Provide all technical support, including but not limited to technological infrastructure (software, hardware), computer support, database support, and technical duplication support to facilitate trainings and events hosted by DCS under this Contract.
3. Provide IT support (e.g., platform knowledge and support) to internal and external Contract participants. IT support shall be available all hours during which DCS serves clients, which may fall outside regular business hours and include Saturday and Sunday. 
4. Develop a Project Dashboard and update it on a regular basis. The Dashboard shall include the following:
a. Gantt charts, including tasks/deliverables, timelines, and overall progress towards completion for each activity;
b. Staffing charts, including which staff are assigned to which activity; and
c. Burndown charts for remaining hours on Contract and tracker of percent of Contract complete.
5. Provide monthly budget reports outlining all costs related to the Contract and shall, in addition, provide any other accounting/financial records requested by DCS related to invoices.
6. Provide attendance records/sheets to DCS, in the format and cadence directed by DCS.
7. Acknowledge that all work and native files are the property of DCS. 
8. Support DCS’s use of workplace efficiency sites such as Smartsheet, Power Automate, and PowerBI, as requested.
9. Ensure all work is housed on a DCS platform/site.
10. Perform general meeting facilitation for each of the meetings outlined below, which includes but is not limited to the following:
a. Scheduling meetings in accordance with the cadences outlined below. 
b. Sharing the meeting invitations with the relevant participants.
c. Creating and distributing meeting materials prior to each meeting.
1. [bookmark: _heading=h.2d3aqlmsmbid]Executive Committee Meetings
Meetings shall occur every month, convened by the Contractor’s Director. Attendees at this meeting will include the Contractor’s Director, select Contractor leadership, the Deputy Director of Staff Development, four (4) Assistant Deputy Director of Staff Development, the Training Director and the Practice Model Director from DCS. The agenda of the meeting will cover high level planning and implementation discussions regarding the work of the Contractor.
1. [bookmark: _heading=h.bc5qjgfduje4][bookmark: _heading=h.glvlf1koc7ak]Training Supervisors Meetings
Meetings shall occur at minimum of once a month and will include the training supervisors from the Contractor and DCS (Supervisors for new and experienced worker trainers). Team performance and development issues, scheduling issues, and any other training related concerns will be discussed at this meeting. Minutes shall be completed on a rotating basis and be distributed to the other supervisors as well as the Executive Committee.
1. [bookmark: _heading=h.4gmzggvgmnkp]Oversight Committee Meetings
Representatives from DCS Executive Staff and the Contractor’s Team will meet regularly (minimum of two times per year) to review the Contract operations. The Deputy Director for Staff Development at DCS will be responsible for convening this meeting, setting the agenda, and distributing minutes to attendees.
[bookmark: _heading=h.tbcjiewwfmrf][bookmark: _heading=h.g447r41kh2ev][bookmark: _heading=h.737yzqhc9dkx]VI. Staffing
1. Overview
The Contractor shall assign qualified, productive, and professional staff members to work under this Contract. The Contractor shall be responsible for ensuring staff remain up to date on all latest training industry standards and methodologies throughout the life of the Contract. The Contractor shall submit a staffing plan, including resumes, that outlines how it will fulfill all the job duties required by this Scope of Work. The staffing plan shall include, at a minimum, the positions described in this Section.

Job descriptions, classifications, and salary scales shall be reviewed and approved by the State, and then developed/posted within the Contractor’s HR system. The objectives of Contractor positions that are also DCS positions (e.g. trainers) should be identical to DCS objectives for that role. Salary scales shall be commensurate with State salaries. The Contractor shall follow a DCS-approved process for job postings. DCS and the Contractor shall jointly conduct interviews for all staff under this activity, reaching consensus regarding all personnel hired. The Contractor shall hire staff as needed to maintain agreed upon staffing levels. DCS has final approval of all hiring decisions.

The Contractor will provide daily oversight of all Contractor training team members in consultation with the Deputy Director of Staff Development or designee of DCS. 
1. Key Staff
The Contractor shall provide team members to meet all requirements of this Contract, including the key positions listed below:
· Director
· The Director will assume responsibility for executing the Contract, oversight of all Contractor staff, and serve as the main point of Contract for the State.
· Instructional Designers
· Instructional Designers shall be responsible for designing the architecture of the learning experiences, designing, creating, maintaining, and revising curriculum/trainings/content for all areas covered in this Contract. This includes the skills and ability to design all learning experiences, including, but not limited to: program structure, interactive instructor-led training (in-person and virtual), asynchronous learning, online learning, and immersive learning experiences. Instructional designers should have the ability to complete graphic design to align with the DCS brand and visual standards. Ongoing feedback from participants, LMS, advisory boards, Individual Training Needs Assessments, as well as other information sources such as the Federal Child and Family Service Reviews and internal Practice Model Reviews, will be used by the designers to create and revise content to better meet the needs of participants, as well as improve the overall outcomes for child welfare practice. 
· Trainers
· Trainers shall be included to meet the stated needs for staff development. This reflects 900-1,200 training hours each calendar year per trainer, as directed by DCS. This shall include training for onboarding, continuing education, and leadership development, and other trainings identified by DCS. DCS anticipates the need for at least eleven (11) trainers to complete the responsibilities outlined in this Contract.
· Evaluation and Data Specialist(s)
· The Evaluation team shall be responsible for making sure the evaluation tools are appropriately created, distributed, collected, and the data is managed synthesized, and visualized appropriately.
1. Additional Staffing
In addition to the identified key staff, the Contractor shall employ additional staff to support the roles listed above, as well as to ensure the Contractor meets all requirements of this Contract. While specific categories of staff are not listed in the Scope of Work, it is expected that the Contractor provide a staffing table with named individuals and their role. These individuals will be those that ensure the smooth operation of all aspects of this Contract, including but not limited to leadership, administrative support, project management, research, and technical support.
1. Staff Replacement
During the Contract, the State reserves the right to require probation or replacement of any Contractor employee or subcontractor employee found unacceptable to the State. Reasons for unacceptability include, but are not limited to, the inability of the person to carry out work assignments, inappropriate behavior, behavior that is inconsistent with DCS’s Code of Conduct, or unsatisfactory job performance as determined by the State. Initially, with State approval, the individual may be placed on a performance improvement plan in an effort to remedy identified issues. However, if requested by the State at any time, the individual must be removed within two (2) weeks of the request for removal and be replaced within thirty (30) calendar days after the position is vacant, unless a longer period is approved by the State.

Personnel shall be replaced with individuals of equal or greater ability and qualifications, subject to approval by the State, regardless of the reason for replacement. Replacement of personnel removed for any reason shall take place within thirty (30) calendar days of the removal, unless a longer period is approved by the State.
1. Staffing Plan
The Contractor shall maintain a staffing plan that identifies the personnel who will be used to fulfill the services described in this Contract. Please note that staffing plans must address the following:
· Organization Chart
· Sample job descriptions including minimum qualifications 
· Number of staff assigned to each role
· Resumes for identified staff
[bookmark: _heading=h.21ftnub6s9e7]VII. Billing and Invoicing
The Contractor shall invoice monthly, using a DCS-approved template, based on actual Salary, Benefits, Travel, and Other Direct Costs incurred during the given month, subject to State approval. Other Direct Costs include any Direct Costs (outside of Salaries, Benefits, and Travel) required to complete the responsibilities included in this Contract and that can be directly tied to the provision of this specific Contract's services. Potential Other Direct Costs, for example, may include items such as equipment, materials and supplies, computers or other technology costs, and/or printing costs.

The Contractor shall also invoice monthly for Indirect Costs (only those paid by the State), at the set percentage of the total Salary, Benefits, Travel, and Other Direct Costs incurred during the given month, subject to State approval. Indirect Costs are expenses that are not specifically identifiable to the Contract and generally include expenses related to administration and facilities. Some examples would include rent, utilities, general office supplies, insurance, accounting, payroll, legal, communications, etc. If an organization receives Federal funds, they typically calculate this rate every year and receive Federal approval of their methodology and rate.

Together, these Payment Types shall be inclusive of all costs associated with performing the services outlined in the Contract. Each monthly invoice, in addition to being broken out Payment Type as described above, shall be broken out by Payment Category (Activity 1: Instructional Design, Activity 2: Training Facilitation, Activity 3: Training Evaluation, and Management and Operation of the Contract). Please see the figure below for illustration.

	Payment Category
	Payment Type

	Activity 1: Instructional Design
	Salary

	
	Benefits

	
	Travel

	
	Other Direct Costs

	
	Indirect Cost

	Activity 2: Training Facilitation
	Salary

	
	Benefits

	
	Travel

	
	Other Direct Costs

	
	Indirect Cost

	Activity 3: Training Evaluation
	Salary

	
	Benefits

	
	Travel

	
	Other Direct Costs

	
	Indirect Cost

	Management and Operation of the Contract
	Salary

	
	Benefits

	
	Travel

	
	Other Direct Costs

	
	Indirect Cost



Please note that while the State anticipates monthly invoices may vary, at no point shall the Contractor exceed the annual total allocated to this Contract each Contract year. Additionally, Salaries, Benefits, and the Indirect Cost percentage cannot be adjusted without State approval.

Per Section VIII, each month the Contractor shall invoice for 90% of the total monthly invoice amount (100% of the monthly invoice amount minus the 10% withhold amount). The Contractor may earn back this withheld amount as described in Section VIII.

The Contractor may only invoice for work that is specifically outlined under this Contract and may not redirect the work efforts of team members in this Contract for any other purpose, unless approved by DCS. The Contractor may not invoice for work related to other contracts held with the State or other entities. 

The Contractor shall prepare all invoices, supporting documentation, and billing records according to DCS specifications and submit them by the last day of each month for services provided during the previous month.
[bookmark: _heading=h.lz9k9okfqi59][bookmark: _heading=h.2dhhyyhwlj60]
[bookmark: _heading=h.k4jl3elmxtd3]DCS shall own all licenses and work produced within the license (e.g., Articulate, Smartsheet, etc.). If requested, the Contractor shall utilize the lowest available pricing for any software purchased on behalf of the State. The Contractor shall not include any markup on pass-through costs for software licenses (if purchase is requested).
VIII. Performance Measures
The Contractor shall be responsible for tracking the following performance measures. The performance measures shall be measured and reported monthly by the Contractor.
1. The Contractor shall ensure that at least 95% of trainings are developed within the expected timeframe determined by DCS. 
2. The Contractor shall ensure that 95% of trainees improve their knowledge from the pre- to post-training assessment.
3. The Contractor shall ensure that 95% of trainings are completed within the timeframe determined by DCS.
4. The Contractor shall maintain trainer and supervisor staffing levels at the level identified in their staffing plan for 90% of all business days in each Contract month.
5. Overall satisfaction with trainings as reported by attendees shall exceed (rating 4 or greater) 90% of the time, measured monthly.

It is the goal of DCS to have the Contractor provide quality program and training services as outlined in this Contract. To attain this goal, DCS shall pay the Contractor on a monthly basis ninety percent (90%) of that month’s invoice for the services performed. The remaining ten percent (10%) of the invoice for the services performed shall be paid on a monthly basis for meeting the performance measures listed above. Missing any given metric will cause the Contractor to forfeit one-fifth (1/5) of the withhold (or 2% of the invoice amount), for that month. As a further example, missing three metrics will cause the Contactor to forfeit three-fifths (3/5) of the withhold (or 6% of the invoice amount) for that month and missing all five metrics would cause the Contactor to forfeit the entire withhold (or 10% of the invoice amount) for that month. The Contractor shall provide monthly reports to DCS based on Performance Measures described in this section. 
IX. Reporting
The Contractor shall measure and report progress to DCS on a monthly basis. The Contractor shall receive DCS approval on all report formats. Required reports and contents may change at the State’s discretion. These reports should include but are not limited to the Performance Measures outlined in Section VIII and the following items:

1. Number of trainings conducted each month, broken out by type.
2. Number of training hours completed each month.
3. Adherence to the performance metrics as outlined in this SoW.
4. Number of content development hours completed each month.
5. Number of DCS team members that attended each training including class type and staff position. Including, unique attendees, and repeat attendees as well as the percentage of team members/leaders per division.
6. Cumulative level I, II and III data by program.
X. 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, meeting all required time frames and deadlines, 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 DCS to remedy any non-performance through specific remedies and a payment withholding protocol. DCS 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.
1. Corrective Actions
1. If the State determines that the Contractor is not performing to the satisfaction of the State, has not completed any deliverable in a satisfactory or timely manner, has not filled required staffing positions, 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.
2. 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.
1. Payment Withholds
1. Beginning the month in which a CAP is required per the Corrective Action information above, the State may withhold an additional 5% of the following month’s invoice and all subsequent billing until the CAP is implemented. (Note that this 5% is separate from and in addition to the 10% performance measure withhold). When the CAP is completed, and the proposed remedy is implemented, the monies withheld due to the CAP (separate from the monies withheld for performance measures) will be processed and paid to the Contractor. 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. 
2. The Contractor and the State shall schedule regular 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 and it is the responsibility of the contract to set the meeting.
XI. Implementation and Transition Requirements
1. Implementation Phase Requirements and Responsibilities
0. The implementation phase will begin following Contract award announcement.
0. The State will actively monitor transition activities during this phase of the Contract. Monitoring activities will focus on progress made against the Contractor’s work plan, quality of deliverables submitted, and assessment of the Contractor’s readiness to begin operations.
0. The Contractor is responsible for the timely and successful completion of each of the implementation phase tasks. In addition, the Contractor is responsible for clearly specifying and requesting information needed from the State in a manner that does not delay the schedule or work to be performed. 
0. The Contractor shall create an implementation work plan to track deliverables within thirty (30) days of the Contract start date and submit it to DCS for approval. 
3. The Contractor shall report progress against the work plan for each implementation task through weekly (or as designated by DCS) written status reports, and at DCS weekly status meetings with the State.
3. The Contractor shall update the implementation work plan on a weekly basis, or as designated by DCS.
0. The following activities are required by the Contractor as part of the implementation phase of the Contract and shall be included in the implementation work plan. 
4. Contract Planning and Start Up
0. Finalize the work plan for implementation activities including timeframes and milestones and submit it to the State for approval
0. Work with DCS to establish communication protocols between the Contractor and the State
0. Lead status meetings as requested by DCS
0. Work with the State to establish project management and reporting standards
0. Review current documentation and request clarifications, if necessary
0. Operations Preparedness
5. The Contractor shall be responsible for all costs associated with ensuring that it is able to take over the requirements of the Contract without disruption to the State, programs, or stakeholders.
0. Changeover
6. The Contractor shall conduct a seamless transfer of operations to its staff and ensure that all operations will begin by the operational start date of 1/1/25. The Contractor shall work with the State to quickly resolve any issues that might arise during the transition.
0. Post-Start Up Support
7. The Contractor shall continue to work with the State to ensure operational integrity throughout the Contract term.
1. End of Contract Transition Requirements and Responsibilities
0. To ensure that, to the greatest extent possible, program stakeholders experience no adverse impact from the transfer of the training services from the Contractor to either the State or to a successor contractor, the Contractor must develop and implement a State-approved transition plan covering the possible turnover of services. The transition plan must meet the following requirements. 
0. Be developed twelve (12) months prior to the end of the base Contract period, or any extension thereof
0. Detail the proposed schedule and activities associated with the turnover tasks
0. Describe the Contractor’s approach and schedule for transfer of inventories, correspondence, documentation, and operational support information
0. The Contractor shall not reduce operational staffing levels during the transition period without prior approval by the State.




1

