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	Number of Pages included in this RFR: 32 pages plus appendices and additional forms posted on Comm-PASS. 
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	Issuing Agency:  Department of Early Education and Care (EEC)
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	INSTRUCTIONS TO APPLICANTS

	Label Envelope/Package:  “FY13 Child Care Resource and Referral RFR”
RFR Title/Number:  2013 EEC CCRRS RFR 
Proposal Due Date:  Wednesday, September 19, 2012 by 4:00 PM

	Special Instructions:

Responding to this RFR requires both hard copy submissions, as well as information submitted online.

Intent to Bid:

EEC asks that you please email us of your intent to submit a response to this RFR.  Please send any and all Intents to Bid to Procurement2@MassMail.State.MA.US ​​​​​​​​​​​​​​​ by August 17, 2012.
Online submission:
The online submission portion of the RFR will open for bidders to enter required information on or about August 9, 2012.   All online submissions and hard copies are due on September 19, 2012 by 4:00 PM
Hard Copy Submission:

Applicants must submit one original and three copies of their complete Response package with all responses numbered in order.


This is a competitive RFR bid.  Any and all questions regarding this RFR must be submitted in writing to Procurement2@MassMail.State.MA.US by August 24, 2012 with the RFR Title/Number in the subject line.  EEC expects to post responses to written questions on or around August 31, 2012.  Q&As will be listed with this RFR posting on Comm-PASS.




        PART I:  BACKGROUND, PURPOSE & ELIGIBILITY OF BIDDERS

	Background (Purpose)
	The work of the Massachusetts Department of Early Education and Care (EEC) is steeped in the notion that brain building is in progress for young children in enriching environments with caring adults and meaningful and engaging interactions. The latest science shows that these early experiences actually build the architecture of the developing brain; much like a house is built from the bottom up. 

When you understand the sequence and process by which brains are built, it’s easy to understand why it’s wiser to start every child out strong. Trying to change behavior or build new skills on a weak foundation requires more work and is less effective than providing brain building interactions and environments early in life.  Brain building is an investment that yields high returns; an investment in the economic prosperity of everyone in Massachusetts as the next generation will pay that back through a lifetime of productivity and responsible citizenship.
We know that children's earliest experiences are especially important because building the human brain begins even before birth; a strong foundation in early years greatly increases the chance of positive outcomes. Massachusetts estimates that as many as 135,000 children from birth to age five face one or more risk factors each day that could lead to toxic stress, with as many as 20,000 (15%) facing three or more risk factors that without intervention are likely to lead to developmental delays.[1]   

EEC is focused on strengthening the system of early education and care in Massachusetts as a critical element of the education pipeline from cradle to career.  The system EEC is building includes all children, not just those who are subsidized or in formal care. To that end, the Massachusetts Department of Early Education and Care (EEC) provides services for children in Massachusetts through a mixed delivery system, which includes child care centers, out of school time programs, family child care homes, public preschool programs, private school preschool and kindergarten, and Head Start programs.  EEC is also responsible for licensing early education and care and out of school time programs throughout Massachusetts and for providing child care financial assistance to approximately 55,000 children birth to 14 years of age from low income families.   In addition, EEC provides support for information and referral services, inclusive programming for children with special needs, parenting and family support, and professional development opportunities for educators in the early education and out of school time field.  These efforts affect thousands of early education and out of school time providers, who serve more than 275,000 children each day.  In its broadest role, EEC also serves as a source of information to the families of more than one million children in Massachusetts. 

Among EEC’s most important goals is to bring together a growing community of early education and child care providers, academic researchers, business leaders, and individuals to raise awareness of the critical importance of fostering the cognitive, social, and emotional development of young children by emphasizing its future impact on economic development and prosperity for everyone in Massachusetts.  By giving a strong start to our youngest citizens we create a stronger, more prosperous future for all.    Massachusetts is dedicated to increasing coordination in our system of early learning and development and aims to prepare children for school success, especially those with the highest needs.  Specifically, the recent award of Race to the Top Early Learning Challenge grant funds to the Commonwealth of Massachusetts allows EEC to accelerate our plans for educator development, program quality, screening and assessment, community and family engagement. 

By giving a strong start to our youngest citizens, we create a stronger, more prosperous future for all. 

Over the past 40 years Massachusetts has supported Child Care Resource and Referral Agencies (CCRRs). CCRRs play an important role in supporting EEC’s mission to provide the foundation that supports all children in their development as lifelong learners and contributing members of the community, and support families in their essential work as parents and caregivers. To this end, CCRRs’ guiding principle will be to strengthen families through the services they provide. As the Center for Social Policy states in their Strengthening Families Framework, “families thrive when protective factors are robust in their lives and communities.” The Center for Social Policy has outlined 5 pillars within the Framework: 


· Parental Resilience

· Social Connections

· Concrete Support in Times of Need

· Knowledge of Parenting and Child Development

· Social and Emotional Competence of Children


EEC is committed to helping to ensure that all families and interested stakeholders have access to quality child care resource and referral services regarding early education and care and out of school time programs.  

A strong CCRR plays an important role in strengthening families, and much of what they do is encompassed in these five pillars. Their work to support and educate their consumers, namely families and providers, and their partnerships with agencies such as Coordinated Family Community Engagement Programs (CFCEs) and the Educator and Provider Support system (EPS) build a strong foundation for the early education and out of school time care system in the state. Effective CCRRs are dedicated to enhancing the quality, affordability and availability of care for Massachusetts’ families by engaging in a broad range of activities including collaborating with, informing and educating their many partners and constituents. CCRRs serve a wide spectrum of families across the state and have a strong commitment to serving those who are most vulnerable, i.e. families that qualify for subsidies, are newcomers, are in transition, speak languages other than English, have children with special needs, and others. In their quest to best serve families, CCRRs have strong relationships with agencies that serve children and families, in particular a strong partnership with CFCEs.  CCRRs develop and support a varied provider workforce, and their support for the workforce is strengthened by their work with EEC’s EPS. Promoting quality care is a key component of a CCRR’s work; the elements of the Massachusetts Quality Rating Improvement System (QRIS) Standards are the base that CCRRs use when working with families, providers and other constituents. EEC expects that services provided in this procurement will create a framework that will ensure the delivery of high quality CCRR services that are aligned with EEC’s overall goal of building a strong system, one that eliminates duplication and promotes the work of continuous CCRR quality improvement. 

EEC launched the Brain Building in Progress communications initiative, a coordinated effort to raise visibility and change the conversation about children’s issues in Massachusetts.  This statewide, public-private partnership, led by EEC and the United Way, aims to raise awareness of the importance of the first few years of a child’s development to their future success – and our region’s future workforce and prosperity.  Through adoption of the Brain Building in Progress approach, CCRRs will support the foundation for a lifetime of learning, success, productivity, and responsible citizenship.  Brain Building in Progress is bringing together a growing community of early education and out of school time providers, academic researchers, business leaders and individuals to raise awareness of the critical importance of fostering the cognitive, social and emotional development of young children by emphasizing its future impact on economic development and prosperity for everyone in Massachusetts.   

	Purpose and Goals (Priorities)

	Through intentional provision of child care resource and referral services, EEC intends to focus its resources such that (1) families have access to high quality information, resources and referrals that meet their specific needs and are educated regarding cost, quality and availability of early education and out of school time care; and (2) provider development and engagement services support intentional, coordinated, and measureable efforts that are aligned with QRIS and ensure provider access to training and technical assistance that links to EEC licensing requirements and standards.  CCRRs will use the Strengthening Families framework, which provides a concrete frame to support families, increase knowledge of growth and development, and increase knowledge of social and emotional development, resilience and social networks.  (See Appendix J for a CCRR Function Chart and Description of Functions).

	Eligibility of Bidders
	EEC will accept bids from public or private organizations that are legally authorized to conduct business in the Commonwealth of Massachusetts and that possess the skills needed to perform all of the required services outlined in this RFR, including but not limited to, family focused services, provider development and engagement, and voucher management services.  EEC has identified fifteen key elements that are the foundation of a strong CCRR.  EEC will contract with agencies that most closely meet the following industry standards:


· NACCRRA Quality Assurance

· Sound understanding of EEC licensing and subsidy regulations,  policies,  and initiatives

· Professional staff with bachelors’ degrees in fields appropriate to their position (Early Childhood Education(ECE) or related field), and direct experience in the early education and care field

· Trained staff use NACCRRAware, or equivalent database, to input provider data, family data, and generate reports

· Staff that reflect the diversity and linguistic needs of the families and providers in the cities and towns they serve

· Professional development for staff to include orientation and ongoing training 

· Staff that are supervised and evaluated on a regular basis

· Written policies and procedures to include operations, orientation and personnel 

· Sound financial policies and procedures in place

· Technical capacity and IT support to carry out agency functions and provide online services

· Capacity to produce data reports for EEC and other constituents 

· Plan for gathering feedback from various constituencies regarding the delivery of services

· Partnerships with CFCE, EPS grantees, Mass 2-1-1 and convene regional meetings with these agencies

· Board of Directors or Advisory Committee that reflects cities and towns served

· Involvement in the early education and out of school time care field through membership in local, state and national organizations and associations.

Entities that have not previously provided CCRR services in the past are eligible to submit proposals.  Both individual organizations and consortia are eligible to apply.  Responses which propose the provision of CCRR services by more than one organization (for example, through a Network) must be submitted by the primary applicant who shall be responsible for fulfilling all of the contract requirements.  If a consortium submitting a proposal includes subcontract agreements, one entity must be the Lead Agency and must be responsible for the voucher management services.  Voucher management services cannot be subcontracted to a subcontractor.  EEC is seeking to reduce administrative expenses.  Consequently, proposals that include subcontracts will be closely reviewed and may be scored lower if the arrangements may result in funding being directed toward administrative costs versus direct services.  All subcontracts are subject to pre-approval by EEC. 



PART II:  FUNDING, DISTRIBUTION, REIMBURSEMENT AND CONTRACT DURATION
	Available Funding


	There is $2,591,798 available for funding CCRR services from January 1, 2013 through June 30, 2013.  Commencing July 1, 2013, EEC estimates that approximately the same amount of funding will be available subject to appropriation.
Bidders should refer to Appendix F to determine the funding available for the cities/towns they propose as their service delivery area(s).   

The allocation of funding by city/town is based upon the following eight data points:

· Total number of households

· Median number of families receiving services by voucher per month

· Total number of children ages 0 to 14

· Median number of children receiving services by voucher per month

· High risk home visiting factor

· Average number of providers in towns with families served

· Voucher agreements

· Rural communities

All data points contributing to the formula were treated equally except for the rural communities. For each rural town a percentage was calculated (data for town divided by total). Rural communizes received an additional .69%.  The number of towns and cities from the census data and CCIMs was greater than the 351 towns used for the RFR process.  This is mostly due to towns that are considered villages or neighborhoods.  For example, Hyannis is a village of Barnstable and Roxbury is a neighborhood in Boston.
Other factors to consider in the formula include:

· The number of households and children (ages 0 – 14) is from the 2010 census.

· Families and children receiving subsidized care by voucher per month, the number of voucher agreements, and the number of providers in the towns with families served is from FY12 CCIMS data.

· The High Risk Home Visiting Factor if from a 2010 collaborative state agency effort to collect and score data

· The rural town listing is the list of towns meeting two indicators of “rural” by school district.

Funding may be awarded based on several factors, including the quality and number of the responses submitted, the budgets submitted, best value to the Commonwealth, and ensuring adequate geographic coverage.  EEC reserves the right to adjust the funding amounts based upon the needs of the agency, the funding appropriated, and any other relevant factors.  In addition, EEC reserves the right to redistribute or otherwise modify the allocation formula in making awards, both in making the initial awards and for any subsequent fiscal years during the contract term.  

All contracts will be awarded through a competitive bid process and all contract awards will be subject to the appropriation and allotment of state and federal funding.  

Funding availability will be determined on an annual basis in conjunction with Federal Grants and the State Budget.

If two or more bidders propose to provide services in the same city/town/geographic area, EEC reserves the right to designate only one of the bidders to provide services in such area.  

EEC receives a large portion of funding for early education and care services, including those funded through this procurement, from the federal Child Care and Development Fund (CCDF), authorized by the Child Care and Development Block Grant Act and Section 418 of the Social Security Act and the federal Transitional Aid to Needy Families program (TANF).

	Distribution of Contracts Across Service Areas
	The number of contracts that will be awarded will be based in part on the number of responses submitted and the proposed service delivery areas.  To ensure statewide coverage, EEC reserves the right to: (1) re-post this RFR if it does not receive sufficient bids to cover the entire State; and (2) negotiate with bidders to determine if they would be willing to provide services to other cities or towns not included in their original Responses.  


	Reimbursement Policies and Fund Use
	Services purchased through this RFR will be paid for through cost reimbursement contracts.  Each contract will have a maximum obligation.  
Bidders will submit a budget and budget narrative that details the costs associated with their proposed service delivery area(s).  In addition, bidders will be asked to submit the standard Purchase of Services (POS) - Attachment 3:  Fiscal Year Budget form.  Bidders must clearly identify in their budgets, what portion, if any of the funding will be paid out to subcontractors.  All subcontracts are subject to EEC pre-approval.  EEC and the bidders selected will negotiate a final contract award amount based in part on the funding allocations outlined in this RFR and the geographic areas to be served.      

Required Billing Process – EEC’s Accounting Unit will send the successful bidders instructions regarding billing for services prior to the delivery of required services. 

	Contract Duration & Renewals
	The contract will have an initial duration of two and one half years, starting on or about January 1, 2013 and ending on or about June 30, 2015.  There will be one two-year option to renew the contract.  EEC shall have the sole discretion to determine whether to renew a contract.  Renewals are also contingent upon the availability of funding and the contractor’s satisfactory performance.  

This RFR does not commit EEC to award a contract or procure CCRR services.  EEC reserves the right to accept or reject any and all proposals received as a result of this RFR, to negotiate with any or all qualified bidders, and/or to cancel in part or in its entirety this RFR if it is in the best interest of EEC to do so.

EEC reserves the right to amend contracts and/or increase or decrease the amount of funding for each contract.  At any point during the contract term, EEC may also enter into additional contracts with respondents that bid on this RFR.  


PART III:  CONTRACT SERVICE REQUIREMENTS

	Required Services

 
	Applicants must provide the following services with the contract funds they are awarded:


Overall Required Services:

Successful CCRRs will provide family focused services and provider development and engagement services to families in their respective service areas across the state.  EEC has a strong commitment to serving those children who have high needs, i.e. children who may have multiple risk factors which when accumulated may lead to developmental delay:  

· Children and parents with special needs;

· Children whose home language is not English;

· Families and children involved with multiple state agencies;

· English language learners;

· Recent immigrants;

· Children with parents who are deployed and are not living on a military base;

· Low-income households; 

· Parents with less than a high school education; and

· Children who are homeless or move more than once a year.

 CCRRs must develop strong relationships with agencies serving children and families, such as the Coordinated Family and Community Engagement (CFCE) grantees.  CCRRs must develop and support a varied provider workforce and their support for the workforce must be strengthened by their work with EEC’s Educator Provider Support (EPS) grantees.  Promoting quality care is a key component of a CCRR’s work; the Massachusetts QRIS Standards are the base that CCRRs will need to use when working with families, providers and other constituents. 


The following outlines the overall required services of the CCRR grant for FY2013.

A.   FAMILY FOCUSED SERVICES
1.   CCRR is knowledgeable regarding the early education and out of school time care needs of families in the cities and towns it serves.

a. Conduct regular community care needs assessments and analysis that reveals:

·  What data means 

·  Gaps in community

·  Strengths in community

b. Connect regularly with community stakeholders regarding care needs, such as:

·  CFEC programs

·  Newcomer leaders

·  Public schools

·  Public health

·  Religious leaders

·  Early Intervention

·  Employers

c. Review census data for cities and towns served to better understand family demographics.

2.  CCRR has a depth of understanding of the communities in the cities and towns it serves.

a. Has understanding on a variety of topics related to:

· Diversity of community

· Needs for care

· Changes in community

· Religious organizations

· Public school information

· Informal spaces (museums, libraries)

· Community based child care

· Make connections with community leaders and public officials.

3.  All families have access to accurate, meaningful consumer information, education and referrals that meet their specific needs and assist them in a quality care decision making process.

a. Complete parent intakes using all fields in NACCRRAware, or a similar database approved by EEC, plus configurable fields to capture information for search and data reporting purposes.

b.  Provide customized information and referrals via various modes, including:

·  CCRR website, with online search capacity

·  Smart phone application (new)

·  Phone calls

·  In person

·  Email

·  Fax

·  Mail

c. Respond to phone messages from families, providers and/or Systems within one business day.

d. Provide families with information and referrals in a timely fashion.

e. Provide individualized and group educational information through face to face and electronic communication including:

i. Types of care

ii. Expectations of licensing

iii. Exemptions in licensing

iv. Quality care indicators from QRIS and Licensing Standards.  

f. Provide information with referrals such as:

·  Cover letter with disclaimer statement 

·  Check list for evaluating early education and out of school time programs

·  Key EEC/licensing information

·  Quality indicators of early learning and out of school time programs based on QRIS

g. Educate parents regarding the quality indicators as defined by QRIS, in areas that include:

· Curriculum and learning

· Safe healthy environments

· Workforce qualifications and professional development

· Family and community engagement

· Leadership management and  administration

h. Educate parents regarding types of care and quality indicators as per QRIS specific definitions:
· Help families to develop step by step action plan for search

· Create plan for providing services in languages most prevalent in cities and towns served

· Provide consumer education services and materials in languages reflective of the cities and towns served.  If necessary, provide translation services to families through vehicles such as reciprocal arrangements with other CCRRS, outsourcing, etc.

· Conduct family satisfaction survey via online, email or by phone.

4. Families receive information and referrals in a manner that meets high quality customer service benchmarks, and is sensitive to the families in their cities and towns including cultural, socio-economic, language and other factors.

Provide outstanding customer service as defined by NACCRRA Quality Assurance Best Practices criteria:

a. Using active listening skills, interview parents to gain understanding of their preferences before providing referrals, respect parents’ criteria, and provide information and referrals based on family preferences;

b. Refer families to other state agencies/community organizations that work with families to expand services;

c. Ensure that staff are prepared to serve all families in service area;

d. Provide services in traditional and non-traditional office hours and in a variety of locations.

5. Families are informed about the range of care costs in the cities and towns served, and financial assistance available.

a. Inform families on general costs of care based on geographic region, age of child, and type of care. Provide eligible families with information about a range of services including Head Start, public school preschool, afterschool programs and state subsidies.

b. Create and annually revise a plan and script to provide information to families regarding the availability of: 

· Public and private financial assistance

· Federal/state earned income tax credit 

· Child care tax credit  

· Dependent care assistance plans

· Multiple children discount

· Sliding fee scales

6. Enhanced referral services are provided to families that are hard-to-serve/high needs and/or have specialized care needs.

a. Staff with specific skills should be assigned to work with families who are in need of Enhanced Referral services.  Staff should  not only have a background in child development, but also education/experience in areas such as:

· Special needs/Inclusion 

· Working with bilingual families

· Transitional families

b. Help families to develop step by step action plan for child care search.
c. Using EEC’s Consent Form, obtain permission from parents to discuss needs, contact providers on behalf of parent, and determine if there is provider availability. Provide parents with specific referrals based on expressed child needs and availability of provider.

d. Provide special assistance for high need families, including in-person appointments.

e. Conduct follow-up/check in calls  within one week of providing enhanced referral 

f. Conduct parent satisfaction survey via telephone calls or email with families having received enhanced referral services within 3 weeks after service rendered.

7.    Families in need of financial assistance for early education and care services are educated about and assisted with placements on EEC’s centralized Waitlist and with the voucher application/re-assessment and referral processes.  (For background, see the Child Care Resource & Referral Agencies Data Summary for FY2011-2012 in the Forms & Terms section of Comm-PASS)

a. Provide services to families in need through various methods:

· Internet/CCRR website

· By phone

· In person

· Fax

· Email

· Mail

· At local Massachusetts Department of Transitional Assistance (DTA) offices, schedule group sessions for parents on how to select care and understand quality in an early education and/or out of school time program.

b. Inform families (verbally and in writing, and in a manner responsive to their language needs or special need) of the voucher process details, such as:

· Eligibility requirements

· Explanation of voucher benefits and responsibilities 

· Booking an appointment

· Contact person (subsidy administrator assigned to particular family)

· Documentation/information needed

· Obligations of family/attendance, etc.

· Reporting requirements (change of circumstances in income, service need, employment status or household size, termination of DTA cash benefits, address change, and/or changes in provider) 

· Reassessment and when it occurs

· What to review with DTA worker

· Voucher expiration/next steps

c. Use active listening skills to best understand the needs of the family (such as transportation, language, culture, special needs, etc.) as they relate to child care needs.

d. Have a specific process and script for actively educating families on selecting quality care by promoting the QRIS concepts.

e. For voucher eligible families: 

i. Through use of EEC’s electronic Child Care Financial Assistance (CCFA) System or any other electronic system specified by EEC, process applications for child care vouchers, schedule and conduct assessment/re-assessment appointments and determine eligibility based upon EEC’s subsidy regulations, eligibility policies and procedures specified by EEC, including those outlined in EEC’s Child Care Financial Assistance Policy Guide and EEC Management Bulletins (EMBs) and any updates or amendments thereto (all of which may be accessed through EEC’s website at http://www.mass.gov/eec);

ii. Add and remove families from EEC’s centralized Waitlist as needed when access is not immediately available in accordance with EEC’s subsidy regulations, EMBs, policies and procedures;

iii. Work closely and collaboratively with DTA to process vouchers in a prompt and seamless manner.  CCRRs must communicate closely with DTA and families to determine when a family’s DTA cash benefits have ended or when a family’s case has been closed to ensure that their child care voucher reflects such information.
  

iv. Offer site-based services (by out-posting at DTA offices or DCF Family Resource Centers, for example) whenever possible to increase accessibility for families.

v. Travel as necessary to remote sites and/or satellite offices within the service area(s) for assessments/re-assessments and serve families within their “footprint”, i.e. where they live, work, and/or receive child care services and/or where public transportation makes the out-posting site easily accessible.  Travel to sites must be predictable and on a regular schedule;

vi. Schedule appointments and conduct re-assessments for families.  Whenever possible, CCRRs should allow families to submit their documentation on-line, via mail or facsimile to avoid their having to travel to and from an appointment with CCRR staff;

vii. Process assessment and re-assessment information/documentation which may be submitted in person, by facsimile, electronically, by mail, (note: the method for collecting information should be responsive to the population(s) served); 

viii. Issue vouchers and provide copies to the voucher families and voucher providers;

ix. Maintain required documentation (in accordance with confidentiality requirements) for each family receiving voucher child care services.

x. Recoup funds from families when it has been determined that improper payments have been made, i.e. the family was ineligible for some or all of the subsidized child care received by following EEC’s recoupment policies and procedures and any updates or amendments thereto.
8. Ensure coordination between CCRR and Mass 2-1-1.

a. Work closely with Mass 2-1-1 by accepting requests from families in need of enhanced referral services.

b. Contact Mass 2-1-1 at least 3 times a year to discuss improving services and the engagement process.

9. All families are educated on the concepts of high quality care as specified in QRIS.

a. Have website contain a link to the QRIS information on EEC’s website.

b. Staff share information during all referral calls about the elements of quality care as specified by QRIS, and where to find more information.

10. Ensure collaboration and coordination between CCRRs and CFCEs.

a. Convene individual meetings with each CFCE in service area at least four times per year.
b. Obtain and provide family resource information to families or refer families to the CFCE grantee for additional information.

c. Create partnership plan with CFCE regarding what and how information will be shared to best serve families.

d. Conduct follow up phone calls with each CFCE to review and adjust plan.

e. If issues arise around the partnership, conduct additional phone calls as necessary.

11. Families are made aware of and linked to other agencies and organizations that provide services and information regarding young children.

a. Share information with families on of the resources available through CFCE and other organizations that can meet families’ needs.

b. Provide information and links to agencies/organizations/informal spaces on CCRR website which should include:

· CFCEs

· Libraries

· Museums

· EEC

· Public schools

· Massachusetts Department of Public Health (DPH)
· Massachusetts Department of Transitional Assistance (DTA)
· Massachusetts Department of Children and Families (DCF)
· Women, Infants and Children (WIC) Nutrition Program

· Early Intervention services

12. CCRR will provide high quality information on child development.

a. Direct families using vouchers to the CFCE agency in their community for developmental information including access to screening tools, i.e.  Ages and Stages Questionnaire (ASQ).

b. Track number of referrals to CFCE for all services including ASQ screening.

13. Family services will be outcome driven and informed by results of service evaluation.

a. Conduct family satisfaction evaluation surveys with all families who receive service three weeks after services are provided via mail, phone, or on-line.

b. Review family satisfaction data monthly.

c. Conduct random test case calls to evaluate service.  

14. CCRR is an active educator for high quality early education and out of school time care.

a. Conduct activities designed to raise awareness of high quality care as defined by QRIS.


b. Promote Brain Building in Progress, Week of the Young Child and other state and national initiatives.
c. Disseminate information regarding public issues affecting early education and out of school time care.

B.    PROVIDER DEVELOPMENT AND ENGAGEMENT
1. Recruitment of new providers and new care slots takes place based on the needs of the community served.

a. Analyze supply and demand of early education and out of school time care in the community served, by age group and type of care.

b. Review census data regarding any increase in number of young families moving to community to inform provider recruitment efforts.

c. Create schedule of regular calls to existing providers to ascertain interest in increasing their licensed capacity or the number of voucher children they serve.

d. Post recruitment information on-line and in newspapers.

e. Conduct presentations with local chambers of commerce and other business groups regarding access to high quality early education and out of school time care.

2. NACCRRAware is used to maintain information on licensed and license-exempt providers, Family Child Care Systems, and in-home/relative providers in service area.

a. All providers/Systems are contacted to gather and/or confirm data for the NACCRRAware database.

b. All fields in NACCRRAware, or a similar database designated by EEC, are completed based on the National Data Set.  Additional configurable fields are completed to capture information, which shall include, but not be limited to, the following:

· QRIS participation and level

· Philosophy

· Environment information

· Special needs experience

· Transportation provided

· Meals provided

· Proximity to transportation, schools

· Fee assistance

· School district

· Enrichment programs

· Sick child care

· Accreditation

c. Track and report to EEC all provider/System closures, and conduct exit interviews with providers/Systems that are closing.  (See Appendix K:   NACCRRA National Data Set).
3. Provider voucher agreements are executed, reviewed, monitored, enforced, and if applicable, terminated.

a. Recruit new providers to accept vouchers and encourage existing providers to increase the number of voucher families they are willing to serve.

b. Provide training and technical assistance to providers on the voucher process, including forms, expectations, etc.  Provide training on EEC’s Child Care Financial Assistance System, centralized waitlist, and other EEC financial assistance systems, as needed.

c. Monitoring and Recoupment:

i.  Follow EEC’s Voucher Provider Monitoring Tool and ensure risk assessment is completed for all voucher providers in cities and towns over a two year period;  

ii. Monitor the fiscal and administrative activities of providers/Systems to ensure compliance with EEC’s subsidy regulations, policies and procedures, in particular those related to attendance, billing, and collection of parent fees;

iii. Monitor to ensure that the health and safety requirements for In-Home/Relative providers are followed and also monitor the curriculum offered at each program to ensure quality services are being provided;

iv. Recoup improper payments from providers/Systems and families receiving early education and care subsidies in accordance with EEC’s regulations policies, procedures, and/or any applicable Technical Assistance Guides.

d. Documentation

i. Execute necessary contractual documents (Early Education and Care Voucher Services Agreement) with voucher providers/Systems, such as Summer-Camp Addendums, Transportation Addendums, Annual Closure Forms, In-Home/Relative Providers Health and Safety Checklists, etc.  
ii. Maintain an individual file for each provider/System that includes:  

· a signed Early Education and Care Voucher Services Agreement and any amendments or addendums thereto and a signed Acknowledgement of receipt of the Manual for the Provision of Early Education and Care Voucher Services and any amendments or addendum thereto;

· a signed Health and Safety Checklist (for In-Home/Relative Providers);

· a copy of the provider’s EEC license (or license exemption) unless this may be accessed electronically via EEC’s licensing manager; and
· a record of any training or technical assistance provided to each provider/System.
e. Billing and Reimbursement:

i. Reimburse providers/Systems in accordance with the rates specified by EEC.  CCRRs must reimburse providers/Systems for services properly billed within five (5) business days of receiving payment for such services from EEC or as otherwise directed by EEC;

ii. Train providers/Systems when directed by EEC regarding the attendance/billing/reimbursement functions on EEC’s Child Care Financial Assistance System and other EEC financial assistance systems;

iii. Assist EEC, when applicable, in processing rate changes for providers/Systems;

iv. Process enrollment attendance verification forms to ensure correct and timely monthly reimbursement payments for providers/Systems that do not have computer access/capability; and

v. Reconcile attendance records with reimbursement reports (Request for Reimbursement forms) and make necessary adjustments to actual payments to providers in accordance with EEC’s policies and procedures.

f. Maintain a transportation plan (if voucher providers/Systems in the CCRR’s service delivery area provide child transportation services) to ensure child safety during transport, including verification that provider/System has policies and procedures which ensure compliance with EEC’s regulations (606 CMR 7.13) and Transportation Policy,
 as well as any amendments thereto.

4. The training and technical assistance needs of the providers in the CCRR service area are assessed as they relate to EEC licensing, health and safety, and voucher utilization.

a. Conduct formal annual training and technical assistance (TA) needs assessment of all providers/Systems in service area. 

b. Analyze needs assessment results and put in context with other existing information on provider training and TA needs.
c. Review needs assessment results with EPS grantees to coordinate and deliver provider training and TA as it relates to licensing, health and safety or voucher utilization.

5. Ensure collaboration and coordination between CCRR and EPS grantees.

a. Convene meetings with each EPS grantee in service area four times per year.
b. Create partnership plan with each EPS grantee regarding what and how information and training will be coordinated to best serve providers without duplication.
c. Provide EPS grantee with provider/System contact information and other provider/System data for outreach and statistical purposes.
d. Coordinate opportunities for addressing providers’/Systems’ core knowledge, abilities and skills focusing on health and safety and/or licensing.
6. Providers/Systems are informed of EPS professional development and training opportunities.

a. During trainings and TA, promote and provide information to providers/Systems on local EPS offerings.
b. Track number of providers/Systems that are referred to EPS grantee.

7. Ensure high quality trainings on various topic areas are available to providers/Systems and focus mainly on EEC licensing requirements.  

a. Prepare and ensure the delivery of trainings in diverse methods such as webinars, in person, etc..
b. Provide onsite trainings at times and locations at which providers/Systems can attend and in languages needed.
c. It is not expected that a CCRR will have a training unit.  Therefore the CCRR must demonstrate relationships/partnerships and the ability to coordinate with community experts to deliver trainings.
d. Post all trainings on the EEC training calendar along with the date(s), time(s), location(s), descriptive language, and cost(s) information.  Such training information should be made available through multiple methods, e.g. on CCRR website, through mailings, at NAEYC, libraries, etc..
e. Conduct provider/System evaluations of each training provided via survey.
f. Training topics related to licensing may include:

· Orientation to licensing for new providers/educators

· Orientation for in-home/relative providers

· QRIS Orientation

· Health and safety

· Oral health

· Nutrition

· Safe sleeping

· Abuse and neglect

· Inclusive settings

· Physical space/environment

· Playground safety

· Safe swimming

· Materials/equipment

· Accreditation

· Financial/budget

· Marketing

· Business and succession planning

· Risk of harm to self or others

· Other topics that meet the needs identified in the training and TA needs assessment.

8. Quality technical assistance is provided to providers/Systems.

a. Provide TA in person, by telephone, on-line and via email to answer questions and link providers/Systems to resources.
b. Provide specific TA to new providers/Systems which includes comprehensive start up orientation and materials.
c. Provide TA on EEC’s licensing regulations and requirements in coordination with EEC’s Licensors’ TA given to providers/Systems.
d. Technical Assistance topics may include:

· Inclusive settings
· Facilities/space/accessibility issues

· Program operations

· Serving high needs families

· Grants/funding opportunities.
9. A tracking system for training and technical assistance given to providers/Systems is in place.

a. Collect, compile and analyze training data made available through the CCRR as well as technical assistance provided using NACCRRAware Training Tracker.  Data must include, but is not limited to:

· Number of attendees

· Number of trainings offered

· Where/when/how trainings are offered

· Language trainings offered

· Provider type

· Training and TA type and link to licensing

10. Providers/Systems are educated on QRIS system and how to access trainings that help them achieve their QRIS goals.

a. During calls to providers/Systems when updating database provide education on and promote QRIS. 

b. Link providers/Systems to EPS grantee for QRIS competency training.
c. Provide information and links to QRIS in newsletters and on website.
d. Promote QRIS during start up orientation TA and during other provider/System TA and training.
e. Recognize and support providers that are entering QRIS and those that are achieving higher levels of quality.
f. Track percentages of providers that have moved up in QRIS levels.

11. Linkages for providers/Systems are made to other agencies that have information pertaining to young children and family services.

a. During calls, TA and training, and on website, provide information on how to access agencies such as:

· Department of Early Education and Care (EEC)

· Educator Provider Support  (EPS) Grantees

· Coordinated Family and Community Engagement (CFCE) Grantees

· Department of Transitional Assistance (DTA)

· Department of Elementary and Secondary Education (ESE)

· Department of Public Health/ Early Intervention (DPH/EI)

· Department of Children and Families (DCF)

· Head Start and Early Head Start 

· USDA Food Programs


b. Track number of referrals to various agencies using NACCRRAware, or similar database.

12. CCRR has knowledge of whether a program’s physical space/facility complies with the Americans with Disabilities Act (ADA) and/or is accessible to families and children with disabilities. 

13. CCRR services are marketed to providers/Systems in the field.

a. Post information and conduct outreach through various vehicles such as:

· Website

· Facebook

· Twitter

· Newsletter

· EEC orientation packet 

· Local AEYC and other ECE      

· Pediatrician offices

· Other community groups

14. Education and consultation is provided to informal care providers (e.g. in home and relative care providers).

a. Provide basic health and safety training to informal care providers.
b. Inform informal care providers of CFCEs and other family resources.

c. Include informal care providers in CCRR training email/mail distribution list.
d. Provide information to informal care providers on how to become licensed.
e. Consider specific needs of informal care providers when planning training offerings:

· Include at a minimum one training offering critical information on such topics as SIDS, Shaken Baby Syndrome, basic developmental milestones, etc.

· Ensure that trainings are offered in languages reflective of providers’ needs.

15. CCRR will promote high quality early education and out of school time care in its service area.

a. Conduct activities designed to raise awareness of high quality care and QRIS.

b. Promote Brain Building in Progress, Week of the Young Child and other state and national initiatives.

c. Disseminate information regarding public issues affecting early education and out of school time care.

C.   GENERAL MANAGEMENT (See also Appendix J:  CCRR Function Chart and Description of Functions).
a. Staffing and Internal Controls:
i. Ensure adequate numbers and qualifications of staff to serve the population/geographic area proposed;

ii. Make reasonable efforts to have staff and materials reflect the languages and cultural competencies of the families served by the CCRR;

iii. Maintain written internal controls policies and procedures outlining all staff responsibilities;

iv. Staff  reflect the diversity and linguistic needs of the families and providers in the cities and towns they serve;

v. Staff working directly with providers or offering information to families should have bachelors’ degrees in fields appropriate to their positions (ECE or related field), and direct experience in the early education and care field;

vi. Staff possess a sound understanding of EEC’s licensing regulations, subsidy regulations, the Child Care Financial Assistance Policy Guide, EEC initiatives, and any changes or amendments thereto made during the contract;

vii. Professional development for staff to include orientation and ongoing training;

viii. Staff are supervised regularly and evaluated semi-annually;
ix. Written policies and procedures to include operations, orientation and personnel;  and


x. Sound financial policies and procedures in place.


b.  Leadership and Community Collaboration:


i. Develop partnerships with CFCE and EPS grantees, Mass 2-1-1 and convene meetings with these agencies four times per year.


ii. Convene Board of Directors or Advisory Committee that reflects cities and towns served.


iii. Involvement in the early education and out of school time care field through membership in local, state and national organizations and associations.

c.  Quality Assurance: 


i. NACCRRA Quality Assurance achieved within 2 years of submission to NACCRRA or CCRR must be awaiting final visit for quality assurance by December 31, 2014, whichever is later.   

d. Data Management: 

i. Technical capacity and IT support to carry out agency functions and provide online services;

ii. Capacity to produce data reports for EEC and other constituents; 

iii. Plan and process for gathering feedback from various constituencies regarding the delivery of services; and

iv. Trained staff use NACCRRAware, or another equivalent database approved by EEC, to input provider data, family data, and generate reports (upon request by EEC).

e.   Collaboration with EEC:
i. Meet at least monthly with EEC to discuss services being provided by CCRRs and to ensure that all CCRRs have updated information regarding EEC regulations, policies, procedures, initiatives, and/or practices.  

ii. Have ongoing communication with EEC to ensure that required services are being provided in accordance with contract terms and any updates thereto.

f.   Hours and Days of Operation:
i. All CCRRs must be open on a full year basis (excluding federal and state holidays);


ii. All CCRRs must maintain at least one administrative office which is staffed and open and available to the general public and to voucher providers/Systems and families receiving EEC financial assistance, in each service delivery area where the CCRR is awarded a contract.  EEC reserves the right to require additional administrative offices for bidders that seek to provide services in large geographic areas.  The burden is on the bidder to show that it will have sufficient offices (which may include out-posting locations) so that families are not required to travel an unreasonable distance to meet with CCRR staff (for an assessment/reassessment and/or to receive information, referrals, and/or consumer education);

iii. Whenever possible, CCRRs should select administrative offices and/or out-posting offices near public transportation terminals;
iv. Make staff available to the public, including subsidized families and voucher providers/Systems in person or by telephone during regular business hours at a minimum from 9:00 a.m. to 5:00 p.m. five days per week (Monday through Friday);
v. Provide services, whenever possible and in particular, assessment/reassessment appointments, during non-traditional hours (before 9 a.m. or after 5 p.m. and on weekends).

g.   Laws, Regulations, Policies, and Procedures:
All CCRRs shall ensure that they, their employees, agents, staff, and affiliated providers abide by all laws, regulations and policies that relate to the provision of services under this contract, including but not limited to:  

· All federal and state laws, regulations, policies and procedures related to child care financial assistance eligibility, waitlist management, fees, determination of service need and termination of services

· All federal and state laws and regulations related to the provision of transportation services, including but not limited to the regulations of the Massachusetts Department of Motor Vehicles and the U.S. Department of Transportation

· All federal and state requirements pertaining to background record information for employees, contractors and subcontractors

· All federal, state and local laws and regulations pertaining to accommodation and accessibility for people with disabilities

· Commonwealth Terms and Conditions for Human and Social Services 

· 801 CMR 21.00 et seq. (Procurement of Commodities or Services, Including Human and Social Services) 

· 808 CMR 1.00 et seq. (Compliance, Reporting and Auditing for Human and Social Services)

· 606 CMR 10.00 et seq. (EEC’s Subsidized Child Care Regulations) 

· EEC’s policies included in EEC’s Child Care Financial Assistance Policy Guide, the Technical Assistance Guide for Recoupment, other EEC policies, EMBs and any amendments thereto

· Audit Resolution Policy for Human and Social Services, issued by the Operational Services Division (OSD) Audit Bureau July 7, 2007 pursuant to 808 CMR 1.04(10)

· Code of Federal Regulations 45 CFR Parts 98 & 99 (Child Care & Development Fund Final Rule)

· OMB Circulars: A-133 Compliance Supplement for CFDA 93.575 Child Care and Development Block Grant and CFDA 93.596 Child Care Mandatory and Matching Funds of the Child Care and Development Fund, A-87 Cost Principles for State, Local and Indian Tribal Governments, A-110 Uniform Administrative Requirements for Grants and Other Agreements with Institutions of Higher Education, Hospitals and Other Non-Profit Organizations and A-123 Management's Responsibility for Internal Control 

· Improper Payments Information Act of 2002 (IPIA) and improper payments survey as required under CFR Part 98.100 (Subpart K) 

· Uniform Financial Report (UFR) and/or A-133 Audits as dictated by 808 CMR 1.04(2) and the Office of Management and Budget (OMB) (Circular A-133, issued pursuant to the Single Audit Act of 1994, P.L. 98-502 and the Single Audit Act Amendments of 1996, P.L. 104-156)
  
· Federal Funding Accountability and Transparency Act (FFATA) P.L. 109-282, as amended by section 6202(a) of P.L. 110-252 (see 31 U.S.C. 6101 note)
h.   Technology Standards:
All successful bidders are expected to have access to information technology systems that are compatible with those used by EEC to administer the voucher management and billing functions specified by EEC.  The current minimum technology standards, which may change during the duration of the contract, are summarized below:

i. Minimum  Computer Requirements – CPU: Pentium D 925/3.00GHz,2X2M 800FSB or better with RAM of 2.0GB or Intel ® Core 2 Duo or higher with 2GB RAM or better ; Memory: Non-ECC,667MHz DDR 2x1GB or better ; Hard drive of 80GB SATA 3.0Gb/s and 8MB DataBurst Cache or better;

ii. Operating System Requirements –MS Windows XP (with service pack 3) or better; 
iii. Internet Connection Requirements - 768kb DSL/Cable or T1 connection or  better (no dialup); Internet Browser MS Internet Explorer 7.0 or higher or Mozilla Firefox 6.0.1 or higher

iv. Staff Experience Requirements - Must have staff experience with EEC systems or be willing to require staff to attend training.

These specifications apply to both desktop machines and laptops used for out-posting.

The above combination of information technology will support successful bidders in performing a range of functions including automated intake, eligibility assessment, waitlist management, vacancy reporting, and information updates.
D.   TRAINING AND IMPLEMENTATION
Organizations or entities that are awarded a contract under this RFR will be required to attend a four part training and implementation institute conducted by EEC.  There will be four mandatory sessions to be scheduled for November, 2012 and January, March, and June, 2013.




PART IV:  OUTCOMES AND MEASURES 
	Outcomes and Measures
	The selected contractor(s) will be required to submit a monthly outcomes and measures report on contract fund use and outcomes on an EEC designed electronic report along with a final contract report on the use of contract funds and outcome(s) of contract funded activities.  
Successful bidders may also be required to submit annual budgets (in formats to be specified by EEC) as well as annual program and cost reports (which are more detailed than the POS Fiscal Year Program Budget and/or OMB A-133 or UFR information), in a format prescribed by EEC, which collects information related to the administrative and program support services provided by CCRRs.   

CCRRs will be required to assist EEC or any vendor designated by EEC in collecting rate and/or other information, including but not limited to cost information, for the bi-annual market rate survey.

EEC expressly reserves the right to modify and/or add additional reporting requirements, fund tracking mechanisms, and/or performance measures for the contractor(s) to follow related to any of this contract funding.

The selected contractor(s) will be required to meet the following performance and outcome measures listed below :

Measurable outcomes for Family Focused Services include the following: 


1. Staffing Requirements:

· Evidence that staff have educational and/or experience and background to serve all families (i.e. special needs, bilingual, cultural)

2. Understanding Community Served:

· Publish results of needs assessment and share with constituents

· Evidence in written or verbal form of depth of understanding of cities and towns served

·  Analysis of census data completed annually which reveals that families using CCRR is reflective of the demographics in cities and towns served

3. Interaction with Communities  Served:

· Meetings with stakeholders occur at least 2 times per year

· Public officials/leaders receive letters at least once a year highlighting CCRR activities
· Documentation of CCRR contact with Mass 2-1-1 

· Links on website to various community-based initiatives

· Media is contacted at least 2 times a year to promote initiatives

· Meet at least 2 times per month with local DTA Office representatives/staff to improve communication and collaboration with such offices


4.  Collaboration with Regional CFCE Partners: 

· Meetings occur at least annually with the CFCE grantee(s) covering the CCRR’s service area

· Document created that outlines partnership with CFCE

· Contact each CFCE grantee located within the CCRR’s service area at a minimum of four times per year 

· Refer 100% of voucher families on vouchers and other families that might benefit from ASQ screening to CFCE

5. Meeting Family Needs with  Services :

· Provision of service in timely fashion is evidenced in NACCRRAware reports

· Minimum of 3 referrals provided to all families within 1 business day
· Documentation of referrals given and reasons if less than three referrals provided
· Service a minimum of 10–15% of eligible families in service area (eligible families are 66.6% of families with children 0–8 years old)

· 100% of families receive/have available to them information with their referrals 

· Achieve a minimum of 85% parent satisfaction rate with those assisted with voucher application and referral process

· Families receive services and materials in a language that they understand as evidenced in parent satisfaction survey

· Show evidence that ECIS consent forms have been completed and signed for all applications of service

· Ensure 100% follow up/check-in calls completed for all services offered. 
· Ensure 100% of parents provided with enhanced referrals receive satisfaction phone calls

· Attempt to call 100% of families within one week of referral(s) to inquire how search is going

· Families gain increased knowledge regarding costs of care through referral process and materials received

· All families are made aware of how to access financial and tax credit assistance/information

· Parents are better informed consumers regarding quality care 
· Increased families’ using providers participating in QRIS 

6.    Applying Feedback into Organizational Practice: 

· Ensure that 85% of families receive satisfaction surveys on services offered 

· Family satisfaction surveys demonstrate that 90% or more of families receiving services report that CCRR staff understood and met their needs

· Family satisfaction surveys demonstrate that families believe they were provided with referrals that met their needs 

· Family satisfaction surveys demonstrate that families believe they were provided with enhanced referral services that met their needs.

· Ensure that at least 85% of families report feeling comfortable, welcomed and respected as evidenced in family satisfaction survey data

· Ensure that at least 85% of families report that they received quality information with referrals

· Parent satisfaction surveys demonstrate that CCRR made referrals to appropriate agencies/organizations

· Improvements to services made based on family satisfaction survey data

· Provide EEC with monthly reports that show analysis regarding gaps and duplications in services.

Measurable outcomes for Provider Development and Engagement include the following: 

1. Working with Child Care Providers/Systems  and Community: 

· Increased number of provider/Systems  recruited to fill specific recognized needs in community

· Meet with at least one-quarter of Chambers of Commerce/business groups in service delivery area per year 

· Increased number of providers willing to take families using subsidized care/vouchers

· All new providers receive a contact from the CCRR within the first 3 months of providing care.

· Schedule of regular calls to providers/Systems for capacity building is created on a yearly basis

· Update NACCRRAware at minimum once per year for each provider/System

· Documentation of calls made to all providers who leave the field

· Offer voucher access trainings at a minimum of 4 times per year

· Evidence of work towards a minimum response rate of 50% from needs assessment

· Concrete plan developed to meet training and TA provider/System needs

· Visit at least 10% of providers in service area per calendar year
· Increased number of provider/System TA calls
· Contact informal care providers at least three times per year
· Increased number of providers /Systems attending CCRR trainings

· Provider evaluations reveal increased awareness of CRRR services

· At least 25% of CCRR website links connect to various community initiatives Media is contacted at least 2 times per year to promote  trainings

2. Collaboration with Regional EPS Grantees:

· Meetings with Regional EPS occur at least annually

· Document created that outlines partnership

· Contact each EPS grantee located within the CCRR’s service area at a minimum of twice per year 

· Evidence of an increase in the number of providers taking courses and trainings through EPS

· Providers/Systems have increased access to high quality community-based trainings based on needs, as indicated by number of trainings, level of provider/System participation and scope of trainings offered

· Increased quality of care as evidenced by EEC licensors’ feedback along with a reduction in licensing non-compliances 

· Training calendar must be available annually by July 1st

· Increased provider education as evidenced by provider evaluation survey data analysis


3. Work with QRIS : 

· Provide report to EEC on QRIS promotional activities offered by CCRR
· Increased number of providers in service area participating in QRIS and 
individual providers’ advancing in QRIS to the next level


PART V:  ADMINISTRATIVE & FISCAL REQUIREMENTS
	Fiscal Monitoring

Requirements


	All bidders must complete the Contracting Fiscal Status Form and the Contracting Review Worksheet (CRWS) found in Appendix G, and submit the completed form along with the response to the RFR.  This submission will allow EEC to identify the fiscal status of your organization and continue to monitor fiscal operations during the life of the contract.  The information required to complete this form will depend on your organization’s contracting history with EEC and other state health and human service agencies, as summarized below:

· Existing State Contractor – If your organization currently holds a contract with EEC or another state agency to provide health and human services, you only need to indicate your status as an existing contract provider on the Fiscal Status Form and provide the organization’s Federal Employee Identification Number (FEIN).

· New Contractors of Resource and Referral Services - Any organization responding to this RFR that does not have a contract with EEC or a health and human service contract with another state agency, is considered a new contractor.  All new contractors must complete the New Contractor Fiscal and Administrative Review package found in Appendix H.  The package requests information regarding financial history, credit information, program operational funding, audited financial statements, independent financial forecast and also may include tax filings, filings with other state agencies.  Please note that this package must be completed and submitted with the RFR Response in a separately labeled envelope.


	Sanctions, Termination, Recoupment, Intercept
	EEC shall have the right to sanction any contractor for failure to adhere to any the Commonwealth Terms and Conditions for Human and Social Services, the Standard Contract Form, 808 CMR 1.00 et. seq., terms or conditions outlined in this RFR, or any other relevant law, regulation, policy or procedure incorporated by reference into this RFR.  Sanctions may include stopping, holding, and/or recouping any payments to the contractor.  Sanctions may also include reducing the contract’s maximum obligation, and/or disabling the contractor’s ability to bill EEC. 

EEC shall have the right to terminate the contract entered into through this RFR in accordance with the Commonwealth Terms and Conditions for Human and Social Services. 

EEC shall have the right to recoup monies from the contractor where the contractor fails to perform in accordance with any of the contract’s terms or conditions, including those outlined in this RFR, in EEC’s policies or procedures, and/or 808 CMR 1.00 et. seq.  Recoupment may be done by EEC retaining one or more payments due to the contractor.  In the event EEC finds that monies are owed by the contractor, EEC shall notify such party in writing.  The party will be given a reasonable amount of time to request a meeting to refute such finding.  If a meeting is requested and the party fails to provide EEC with sufficient documentation to refute such finding at the meeting, EEC shall have the right to place the debt on its automated billing and accounts receivable subsystem (BARS).  The contractor’s rights of appeal related to such debt shall be limited to the right to request a meeting and present documentation at such meeting.  There will be no right to a M.G.L. c. 30A hearing with EEC to dispute such debts.  Should the contractor fail to repay the debt, EEC shall have the right to initiate debt collection and/or the intercept process through which any payments that might be paid to the contractor are intercepted and paid to the Commonwealth until the debt is repaid in full.


PART VI:  SUBMISSION INSTRUCTIONS, EVALUATION & AWARD PROCESS
	Submission Instructions
	I.        Submit an Intent to Bid- All parties interested in bidding on this RFR should submit an Intent to Bid to procurement@massmail.state.ma.us
by August 17, 2012.  At a minimum the bidder should state its name and the cities/towns it intends to bid in.  The bidder will not be bound to submitting a response to the RFR even if it submits an Intent to Bid.  Additionally, bidders will not be bound to the geographic selections they make as part of the Intent to Bid e-mail.  Failure to submit an Intent to Bid will not preclude an entity from being able to submit a response to the RFR (assuming it is submitted by the deadline in accordance with the submission instructions included in this RFR, and any updates thereto). The information provided in the Intent to Bid e-mails will assist EEC in further developing its evaluation process.
II. Register On-Line as a Bidder – All bidders must complete the on-line bidder registration process by the response due date.  To register, please visit EEC’s procurement webpage and/or Comm-PASS and follow the instructions.  The registration form will only be available on EEC’s website by August 9, 2012.  Part of the registration will require bidders to complete a geographic listing sheet in which they must indicate the cities/towns that they are bidding in.  The cities/towns selected as part of this registration process must align with the cities/towns described in the bidder’s Narrative Response.

III. Complete the Fiscal Forms outlined in Appendices H and I, as applicable- Submit with your RFR Response in a separately addressed envelope to the following address: 

Department of Early Education & Care                

EEC Child Care Resource and Referral Services Bid 

51 Sleeper Street, 4th Floor

Boston, MA 02210 

Attn:   Fiscal Status Forms Review Unit

IV. Determine the Number of Responses to Submit - Bidders can propose to serve cities and towns in different parts of the state serve a Region(s) or serve the entire state.  Respondents must submit the required budget forms and include all cities and towns where services are being proposed.  The standard Purchase of Service Attachment 3 Fiscal Year Program Budget and the Budget Detail form are required; both forms are available under the Required Forms tab on Comm-PASS.
V. Respond to Narrative Questions – All interested bidders must respond to all of the applicable Narrative Questions outlined in this RFR following the instructions regarding page limitations, etc. outlined in Appendix A.  

VI. Mail Required Forms and Responses to Narrative Questions (including any attachments) – Interested bidders must complete all required forms listed in the next section.  Please mail all forms, attachments and Responses to Questions (and attachments) to the address below:

Department of Early Education & Care                

51 Sleeper Street, 4th Floor

Boston, MA 02210 
Attn:  FY13 Child Care Resource and Referral RFR

EEC will not consider or evaluate any responses that are not received at the address above by the specified submission due date.  EEC will not accept submissions mailed or delivered to EEC’s Regional Offices.  All responses and required forms must be received at EEC’s Boston Office at the address specified above by the stated due date.  Postmarks showing that applications were mailed prior to the due date are insufficient in the event the proposal is not received by EEC’s Boston Office by the date and time specified above.  EEC’s time stamp or time entry for responses will be the controlling time, given any discrepancies raised by a bidder.

	Required Forms
	In addition to submissions outlined above, bidders must submit the required forms and attachments listed below.  The forms listed below are required to be submitted with the proposal and must be completed and submitted to EEC by the due date specified above (unless otherwise noted below).   These forms can be found in this solicitation under the Forms and Terms tab on the Comm-PASS website (https://comm-pass.com).  EEC shall have the right to refuse to review any responses received that fail to include one or more of the required forms or attachments. 

1. Request for Taxpayer Identification Number and Certification (W-9) (unless already on file with the Commonwealth)

2. Commonwealth Terms and Conditions for Human and Social Services (unless already on file with the Commonwealth)

3. Contractor Authorized Signatory Listing 

4. Executive Order 504 Contractor Certification Form and Instructions

5. Supplier Diversity Program (SDP)Plan

6. Authorization for Electronic Funds Transfer

7. Bidders seeking to establish a new Child Care Resource and Referral Agency must submit the following:  written statement of purpose, organizational table, description of intended staffing plan, a brief summary of all job descriptions with any required qualifications and salary ranges.  This is in addition to any information you may provide in response to the Narrative Questions.  This information will not be counted toward the page limitations outlined in Appendix A.

8. Purchase of Service (POS) - Attachment 3:  Fiscal Year Program Budget  
9.  Budget Detail Form and Narrative:  This is different from the POS - Attachment 3:  Fiscal Year Program Budget stated above in no. 9.  This budget provides more detail but the bottom line figures in both budgets should be the same.  

The following forms are not required as part of the bidder’s initial response.  Bidders who are awarded a contract will be required to submit the completed form prior to contract execution. 

1. Standard Contract Form and Instructions  

2. Purchase of Service Contract Attachments

Holiday Closure Form:  CCRRs will be asked to submit a calendar stating what days they will be closed during the upcoming fiscal year.  EEC shall have the sole right to approve or disapprove of some or all of the proposed closure dates. 

	Evaluation of Responses
	All bids will be evaluated using the evaluation and scoring criteria specified in Appendix B. 

	RFR Calendar


	RFR Release Date                                                                                      August 9, 2012
Intent to Bid e-mails due by                                                                  August 17, 2012
Bidders’ Conferences:

· EEC Boston Office                             2:00 PM                        August 21, 2012
· EEC Western Regional Office         12:30 PM                      August 22, 2012

Submission of Written Inquiries                                                         August 24, 2012
        

EEC Response to Inquiries (estimated)                                              August 31, 2012
On-line submission of registration due (mandatory)               September 19, 2012
Response Due Date and Time
                                September 19, 2012 4:00 PM
Evaluation Period                      
                                           September 24-28, 2012 Contract Awards Announced (estimated)                                         October 1, 2012
Anticipated Start Date
                                                                        January 1, 2013     

	Bidders’ Conference & Written Questions
	State procurement regulations strictly limit the way in which EEC can respond to bidder questions related to this RFR.  EEC will hold three bidders’ conferences to review the RFR requirements and field questions that bidders may have related to the RFR.  

August 21, 2012                                                                                   2:00 -  4:30 PM                   

EEC’s Boston Office, 51 Sleeper Street, 4th floor, Boston, MA  02210  

August 22, 2012                                                                                   12:30 AM - 3:00 PM                   
EEC’s Western Regional Office, 95 Liberty Street, Suite 1124, Springfield, MA  01103  
Questions may also be submitted to the following e-mail address at Procurement2@MassMail.State.MA.US or by mail at the following address:

Department of Early Education and Care 

51 Sleeper Street, 4th Floor

Boston, MA 02210

Attn:  FY13 Child Care Resource and Referral RFR
All questions should be submitted to EEC by August 24, 2012.  EEC anticipates posting answers to the questions from the bidders’ conferences and those received in writing on or around August 31, 2012.  Answers will be posted on Comm-PASS.
Technical questions related to the on-line registration should be sent to Procurement2@MassMail.State.MA.US and questions related to submission of Responses should be sent via e-mail to the procurement support team at Procurement2@MassMail.State.MA.US.  


	Bid Posting Information
	This RFR is being distributed electronically through Comm-PASS, the Commonwealth's electronic solicitation system (http://www.comm-pass.com).  Any addenda or modifications to this RFR will be posted on Comm-PASS.  It shall be the responsibility of every bidder to check Comm-PASS for any addenda or modifications to this RFR.  The Commonwealth and its subdivisions accept no liability and will provide no accommodation to bidders who fail to check for amended RFRs and submit inadequate or incorrect responses as a result.  Potential bidders are advised to check the "last change" field on the summary pages of RFRs for which they intend to submit a response to ensure that they have the most recent RFR files.  Questions regarding Comm-PASS should be directed to the Comm-PASS Help Desk at their toll free number 1-888-627-8283.  


The decision of the Assistant Commissioner of OSD shall be rendered, in writing, setting forth the grounds for the decision within sixty (60) calendar days of receipt of the appeal request.  Pending appeals to the Assistant Commissioner shall not prohibit the Procuring Department from proceeding with contract execution with other bidders.

	
	


[1] National Center for Children in Poverty. Young Child Risk Calculator. Retrieved from � HYPERLINK "http://www.nccp.org/tools/risk/" �http://www.nccp.org/tools/risk/�. 


� See EEC’s Financial Assistance Policy Guide for more information:   http://www.eec.state.ma.us/docs1/regs_policies/20110711-policy-guide.pdf.  


� EEC’s Transportation Policy can be found at � HYPERLINK "http://www.mass.gov/edu/docs/eec/laws-regulations-and-policies/family-group-and-school-age-child-care-policies/20111212-transportation-policy.pdf" �http://www.mass.gov/edu/docs/eec/laws-regulations-and-policies/family-group-and-school-age-child-care-policies/20111212-transportation-policy.pdf�.
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