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INSTRUCTIONS TO APPLICANTS


	
Electronic Submission Information:

 All electronic submission information for this grant must be sent to:
RTTTProcurement@MassMail.State.MA.US:   
Please include name of grant and name of your agency on the subject line of the email.  Example:  FY 2013 Education Grant, Boston Social Services

	
Mail in Submission Information:

One original and two copies must be sent to:
Label Envelope/Package:  
Department of Early Education and Care
Supporting Family Literacy Grant
Attention:  Loida Marquez
51 Sleeper Street, 4th Floor
Boston, MA 02210




	
Grant Application Due Date:  August 17, 2012- 4:00 PM

Intent to Bid: 
EEC asks that all applicants intending to apply for this funding please send an intent to bid email with the name of the applicant agency and “FY2013 ELCG project 4.3: Supporting Family Literacy-A” in the subject line by August 3, 2012 at 4:00 PM to: RTTTProcurement@MassMail.State.MA.US Failure to submit an intent to bid will not preclude an entity from being able to submit a grant application.


Any and all questions regarding this Grant Application must be submitted in writing to: RTTTProcurement@MassMail.State.MA.US by July 20, 2012 at 4:00 PM with the Grant Application Title/Fund Code in the subject line.  

EEC expects to post responses to written questions on or around August 3, 2012.


	 



	
About EEC






























	  
The Massachusetts Department of Early Education and Care (EEC) provides early education and out of school time care services for children in Massachusetts through a mixed delivery system which includes but is not limited to public, private, non-profit, and for-profit preschools, child care centers, nursery schools, preschools operating within public and private schools, Head Start programs, and independent and system affiliated family child care homes.[footnoteRef:1]  Moreover, EEC is the lead agency responsible for licensing early education and care and out of school time programs throughout Massachusetts and for administering a statewide child care financial assistance program for low-income families with children up to 13 years of age.[footnoteRef:2]  In addition, EEC is charged with providing, among other things, 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 fields.[footnoteRef:3]  These efforts affect thousands of early education and out of school time educators who serve more than 275,000 children each day. In its broadest role, EEC also serves as a source of information to more than one million families in Massachusetts.    [1:  See M.G.L. c. 15D, §1A.]  [2:  See M.G.L. c. 15D, §2.]  [3:  See M.G.L. c. 15D, §2.] 


EEC is committed to improving access to quality information and referrals regarding early education and care and out of school time programs for all families and interested stakeholders.  In furtherance of this goal, it is important to note that the creation and implementation of an external and internal communications strategy that advocates for and conveys the value of early education and care to stakeholders, consumers, and the general public, and which positions EEC as a national education leader, is a key strategic direction in the EEC’s Board Strategic Five-Year Plan.[footnoteRef:4]   [4:  For more information about EEC’s Strategic Plan, please visit the Department’s website through the following link: http://www.mass.gov/edu/docs/eec/research-planning/state-planning/eec-strategic-plan.pdf ] 


EEC launched the Brain Building in Progress campaign, 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.  EEC’s work 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. Each sequential step lays the groundwork for the next set of skills – like reading and math—and a lifetime of learning, success and productive, responsible citizenship.  When one understands the sequence and process by which brains are built, it’s easy to understand why it’s wiser to start every child out with a strong foundation. 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. 
Through the newly awarded Race to the Top-Early Learning Challenge Grant (RTT-ELC Grant) and EEC’s accompanying application, and plan entitled From Birth to School Readiness: Massachusetts Early Learning Plan, 2012-2015, EEC, as the lead agency is responsible for implementing high quality plans and working  with partners at other participating state agencies and the private sector to implement the following:  Early Learning and Development Standards, Comprehensive Assessment systems, Family and Community Engagement, Workforce Development, Kindergarten Entry Assessment and Early Learning Data Systems.  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.  In Massachusetts’ Early Learning Plan, EEC’s goals include improving program quality, improving outcomes for children with high needs statewide, and closing the readiness gap between children with high needs and their peers. 
Increasing the supply of high-quality early educators is a critical step to ensuring all children have access to high-quality early learning experiences. Well-trained teachers are more effective at guiding individualized child learning, planning appropriate curricula and recognizing children’s needs. Teachers’ educational levels have also been linked to greater gains in children’s early writing skills, language and math skills, relationships with peers and later academic success. 
EEC strongly believes that parents are a child’s first and most important teacher and that supporting family literacy enables parents to be proactive in the early education of their children.  Helping parents promote early literacy skills in their children results in a  more comprehensive approach that aligns early learning  at home with experiences in more formal settings.  

	
Purpose of this Grant

	
Through this competitive Grant Application, EEC seeks to supplement existing adult literacy programs with the addition of a proven family literacy resource.  This resource is intended to engage and support a minimum of 25 families of children with high needs per grantee to promote school readiness for their children through the provision of specific adult literacy activities including use of the IBM Reading Companion software, and the provision of information and techniques to enable parents to support literacy development in their children.  EEC is grateful to IBM for its partnership and generosity in this initiative.

	
Priorities

	
EEC seeks to invest in programs with a documented record of success in supporting adult learners in improving their English language and literacy skills.  These programs must: 
1. Provide information and techniques to parents that assist them in supporting the early development of language and literacy skills in their children;
2. Take intentional measures to respect and protect the home language of non-English speaking families while supporting parents’ role in helping their children develop early language and literacy skills;
3. Identify parents of young children to inform them of the availability of services and provide the support they and their children need to develop English language and literacy skills;
4. Assist parents in the use of the IBM Reading Companion Program, and in making the program available for use by their children;
5. Monitor the improvement in parents’ and children’s language and literacy skills.

	
Eligibility



	
This is a competitive grant.  Only existing adult literacy and English language learning programs and the Family Resource Centers funded by EEC in five local libraries across the state to provide adult literacy that meet the following requirements, are eligible to apply for this grant. Priority will be given to ABE/ESOL programs contracted by and in good standing with the Department of Elementary and Secondary Education (ESE);  literacy programs that are located in Gateway Cities[footnoteRef:5], a Massachusetts Home Visiting Community[footnoteRef:6] or communities with an ESE level four school.  Eligible literacy programs must be not-for-profit entities and be able to demonstrate the following abilities and experience:  [5:  Gateway Communities are Barnstable, Brockton, Chelsea, Chicopee, Everett, Fall River, Fitchburg, Haverhill, Holyoke, Lawrence, Leominster, Lowell, Lynn, Malden, Methuen, New Bedford, Pittsfield, Quincy, Revere, Salem, Springfield, Taunton, Westfield, and Worcester.]  [6:  Massachusetts Home Visiting Communities are Boston, Brockton, Chelsea, Everett, Fall River, Fitchburg, Holyoke, Lawrence, Lowell, Lynn, New Bedford, North Adams, Pittsfield, Revere, Southbridge, Springfield, and Worcester.  For more information visit http://www.mass.gov/dph/homevisiting
] 

· Effectiveness in providing adult and family literacy services;
· Ability to offer family-based early literacy connected to an existing adult literacy program;
· Ability to offer family-based literacy programs that intentionally respect the home language of non-English speaking families;
· Ability to meet the programmatic criteria established for recipients of IBM Reading Companion grants, including, but not limited to:
· Designation of a project manager to administer this grant program at each program site.  The administrator is responsible for assigning the teachers/instructors who will create and manage their online classrooms and students via the www.readingcompanion.org  web site. 
· Integration of IBM Reading Companion into the grantee’s existing literacy curriculum and activities;
· Participation in one-hour conference calls with IBM as scheduled. These calls are intended to provide an opportunity for grant sites to share information on the use and effectiveness of IBM Reading Companion.
· Provision of feedback to IBM on the usefulness of the software in providing literacy instruction.
· Ability to meet the technical requirements of the grant, including access to:
· Windows 2000, Windows XP, Windows Vista, Windows 7, or Linux Ubuntu 8.04, 9.04, or 10.04;
· A high-speed Internet connection (DSL or higher);
· Audio capabilities;
· Access to the Internet via Firefox or Internet Explorer (version 6 or higher); 
· Flash 10;
· Intel Pentium 4 2.33GHz, Athlon 64 2800+ or faster processor (or equivalent);
· 128MB of computer RAM;
· 128MB of graphics memory;
· Installed ActiveX Control MNG4IE;
· Sufficient computer memory.  The Reading Companion file requires 5MB of memory.  When the reading application is accessed, two files are launched on the user's system which when combined require 12MB of memory;
· E-mail addresses for program administrators and teachers/instructors who will be participating in the grant program;
· Ability and capacity to provide the Required Services outlined below.

	
Funding 


	
This is a multi-year grant.  EEC, in collaboration with ESE will select up to 20 literacy programs to receive individual grants of up to $5,000 per year for three years (Fiscal Years 2013, 2014 and 2015). Budgets and budget narratives must be completed according to calendar years.  The first year will be from the date of the award until 12/31/12.  Year two will be from 1/1/13 – 12/31/13 and year three from 1/1/14 -12/31/14.

EEC reserves the right to amend the required services and accompanying deliverables each year.

This grant is funded entirely with Race to the Top-Early Learning Challenge Grant funds, a federal grant given to the Commonwealth of Massachusetts.  Funding is subject to State and Federal budget allotment and appropriation.  Should additional funds become available, whether as a result of additional appropriations or the early termination of one or more grant awarded through this procurement, EEC reserves the right to make additional awards based on the responses received, the needs of the Commonwealth, identified professional development needs, if applicable, and/or best value to the Commonwealth. EEC also reserves the right, in the event additional funding becomes available, to add additional required services and/or extend the existing services.  


	
Required Services


	
Applicants must provide the following services with the grant funds they are awarded:
1. Require at least one individual from each site to complete training in the use of the IBM software.   Note: For multiple program sites awarded within one organization, at least one individual from each program site must complete the training.
2. Outreach to families with children younger than school age within their service delivery area to inform them of these services and to provide the support they and their children need to develop English language and literacy skills.
3. Provide English language and literacy development and support services to families of children younger than school age within their service delivery area.
4. Assist families in the use of the IBM Reading Companion Program, and in making the program available for use by their school age children.
5. Monitor parents’ and children’s increase in language and literacy skills as measured by the IBM Reading Companion Program.
6. Provide information and techniques to parents to assist them in supporting the early development of language and literacy skills in their children, both in their home language and in English.
7. Assist program staff in enhancing their capacity to help parents participate in adult literacy activities that support the development of their children’s early literacy skills including:
a. Training staff on the use of specific evidence-based early literacy models.  These models will ensure focus on home language development as well as English language development;
b. Including early childhood literacy development as a focus in their adult literacy classes whenever enrollment of parents with young children reaches 50%.  
8. Grantees will conduct outreach activities to encourage parents of young children to access this resource, including establishing relationships with local Child, Family and Community Engagement (CFCE) grantees, children’s museums, public libraries and other community resources serving children and families.
9. In addition, grantees must incorporate the approved tagline for the Brain Building in Progress communications initiative on appropriate marketing and communications materials and resources that are funded in whole or part through this grant.  These materials and resources may include, but are not limited to, the following: marketing products (e.g., flyers, brochures, pamphlets); professional development products printed by a grantee (e.g., books/booklets, guides, course readers); websites; and other products as determined by EEC.  
a. EEC has developed a two-page document that describes the Brain Building in Progress initiative, and launched a campaign website at www.brainbuildinginprogress.org.  The Brain Building in Progress website promotes programs, activities, and sites where early education innovation is happening and will offer individuals, families, community organizations, policy makers and business leaders tangible ways they can get involved and take action.  Grantees should refer to the website and two-page document for background information on the Brain Building in Progress initiative.  EEC has also developed the following logo for the Brain Building in Progress initiative: 
                                                                                [image: ]
b. Whenever possible and appropriate, grantees should post the Brain Building in Progress website (www.brainbuildinginprogress.org) on their websites and if the grantee belongs to any coalitions, request that the Brain Building in Progress website be posted on the coalition members’ websites.  Grantees should also include the Brain Building in Progress logo in their organizations’ newsletters along with a brief description of the initiative.  Grantees should also consider creating an enlarged copy of the Brain Building in Progress logo and posting it in their administrative offices/sites for viewing.
c. The Brain Building in Progress logo and background document is available for downloading at http://www.eec.state.ma.us/BBIPmaterials.aspx.  

	
Fund Use














	The selected grantees must use these funds for some or all of the following activities.  Specific deadlines are established in calendar year 2012 to launch these literacy programs. Deliverables for calendar years 2013 and 2014 will be determined each subsequent year in the grant renewal process in conjunction with ongoing monitoring and an annual performance review.   
The following tasks must be completed by October 15, 2012:
· Grantees must initiate outreach activities to inform parents of young children of the availability of targeted adult literacy services with child literacy development support including establishing relationships with local CFCE grantees, children’s museums, public libraries and other community resources serving children and families;
· At least one individual from each site awarded a grant must complete training in the use of the IBM software.  Note: For multiple program sites awarded within one organization, at least one individual from each program site must complete the training;
· Grantees must design an early literacy strategy that integrates this family literacy initiative with their existing adult literacy program. 
· IBM Reading Companion program must be available for use (with appropriate supports) in each grantee program;
· Grantee must have available a headset with microphone for each family participating in the IBM Reading Companion program. Use of a headset / microphone is limited to one family over the 3 year duration of the grant, and may not be used by others participating in the grant either simultaneously or at a later date.  Budgets for each year of the grant must include headsets with microphones at a ratio of 1 headset with microphone for each family participating in the grant.  Headsets/microphones will be the property of EEC and must be returned to EEC at the end of the grant;
· Grantees will identify and conduct outreach to parents of young children for enrollment in adult literacy activities, which shall include a focus on early childhood literacy development. 

The following tasks must be completed by October 31, 2012:
· An initial group of at least 25 families with young children must be using the IBM Reading Companion.  Note:  EEC reserves the right to adjust this target number downward (as appropriate to the total enrollment capacity of the grantee) if necessary to meet the desired geographic diversity of the grant program.

The following tasks must be completed by December 15, 2012 : 
· ABE/ESOL staff in participating programs must complete training approved by EEC in early childhood literacy development to enhance their capacity to support parents participating in adult literacy activities in supporting their children’s developing early literacy skills;
· Each grant recipient must submit its first grant report, which shall be updated quarterly for the duration of the grant in accordance with a schedule and format determined by EEC in collaboration with ESE.  
   
If a grant applicant has a federally approved indirect cost rate, the applicant may include the rate in its budget submission for this grant.  The grant applicant must submit documentation to EEC showing the rate approved and the dates that such rate is in effect.  If the grant applicant does not have a federally approved IDC rate or fails to submit the requisite documentation outlined above, the grant applicant may only request in its budget a maximum of 8% for administrative expenses (based on the categories/line items specified in the grant application, budget and budget narrative form).
· For the purposes of this Grant Application, Grants Administration expenses are defined as the following: 
· Secretary/Bookkeeper salary/wages and/or stipends for secretary/bookkeeper 
· Fringe Benefits 
· Rental of Space
· Telephone/Utilities 

Please include salary expenses for the secretary/bookkeeper in line 1 (Personnel) on the attached budget using an asterisk (*) to note that they are admin expenses.  Please include fringe benefit expenses in line 2 (fringe benefits) on the attached budget using an asterisk (*) to note they are admin expenses.   Please put expenses for space rental and telephone /utilities in line 10 (indirect costs) using an asterisk (*) to note they are admin expenses.

Use of Funds 
Selected vendor(s) may use Grant funds for the following purposes:
· Use the budget line items for this part of the GRANT APPLICATION and clarify all restrictions 

Ex. Grant Administration expenses must be limited to 8% of the total budget.

Memberships and Subscriptions - Costs of membership in civic, business, technical, and professional organizations are reimbursable provided that: (a) the benefit from the membership is related to the project, (b) the expenditure is for the agency -- and not individual memberships, and (c) the cost of the membership is reasonably related to the value received. 
Lobbying Expenses – Grant funds shall not be used to cover costs incurred by employees, lobbyists, or consultants to influence any local, state or Federal legislation or policy.

	
Reporting

	
The selected vendors will be required to report on outcomes and measures identified by EEC and ESE on a quarterly basis.  In addition to the quarterly reports on contract fund use and outcomes, all vendors will be required to submit semi-annual and annual reports on the use of grant funds and outcome(s) of grant funded activities.   

 
EEC reserves the right to require grantees to report as specified by EEC. EEC expressly reserves the right to modify and/or add additional reporting requirements, fund tracking mechanisms, and/or performance measures for the grantee to follow related to any of this funding. 

	
Project Duration

	
October 1, 2012 -December 31, 2014  
Approval of any future renewal grants will be subject to appropriation and subject to a grantee being in full compliance with grant requirements, including but not limited to, any reporting requirements.  Failure to comply with reporting requirements may result in a grantee not being eligible to bid on any other EEC grants and/or the suspension of grant payments.

	Required Forms to be Submitted
                                                                  
	In accordance with the submission requirements detailed below, all required documents, including, but not limited to proposal narrative, attachments, fiscal forms and the Certification Regarding Lobbying Form must be received at EEC’s Central Office by 4:00 PM on August 17, 2012. 

To be submitted electronically:

The Required Program Forms below must be submitted via email as an attachment to: RTTTProcurement@MassMail.State.MA.US. Please include name of grant and name of your agency on the subject line of the email.  Example:  FY 2013 Education Grant, Boston Social Services
1. Checklist for Grant Application
2. Signed Cover Sheet
3. Budget 
4. Budget Narrative for each calendar year 
5. Proposal Narrative
6. Copy of Indirect Cost Approval Letter (if you are claiming Indirect Cost)
7. Certification Regarding Lobbying Form
8.  Application for IBM Reading Companion Grant, including proposal narrative and list of Board of Directors, including names, titles and affiliations (if applicable).  Note: Copy of nonprofit certification by IRS, audited financial statement or IRS form 990, and IBM Corporate Citizenship and Corporate Affairs Affirmation of Compliance need not be submitted by e-mail.

To be mailed: 

One original (all signatures must be in blue ink) and two copies of these documents.
1. Checklist for Grant Application
2. Signed Cover Sheet
3. Budget
4. Budget Narrative for each calendar year
5. Proposal Narrative
6. Copy of Indirect Cost Approval Letter (if you are claiming Indirect Cost)
7. Certification Regarding Lobbying Form 
8. Application  for IBM Reading Companion Grant, including:
a.  Proposal narrative (see Appendix D)
b. Copy of nonprofit certification by IRS (not required of public schools)
c. Audited financial statement or IRS form 990 (not required of public schools )
d. List of Board of Directors, including names, titles and affiliations (if applicable)
e. Signed IBM Corporate Citizenship and Corporate Affairs Affirmation of Compliance


Applicants must also complete and mail one original packet of the following forms with their Grant Application response (unless applicant already has these documents on file with the Commonwealth of MA)

MA Standard Administrative Forms
· A signed Commonwealth Terms & Conditions form 
· W-9 with DUNS # 
· Contractor Authorized Signatory Listing 
· Authorization for Electronic Funds Payment (EFT) Form 
· Executive Order 504 Certification

To:
Department of Early Education and Care
FY2013 ELCG Project 4.3: Supporting Family Literacy
Attention: Loida Marquez
51 Sleeper Street, 4th Floor
Boston, MA 02210

EEC may disqualify any incomplete grant applications from consideration/review. 

Please note: If your application is selected for funding, EEC will e-mail a Standard Contract Form to the individual identified as the “Applicant Contact” in Part 1 of each response.  This Form will need to be printed, signed (in blue ink), and returned to EEC prior to the Grant start date.  Directions on how to submit that signed form to EEC will be explained with the form.

	
Additional Info
	
The following Appendices are for reference only; they do NOT need to be filled out by the Respondent or included in any response submitted.
 Appendix B:  Evaluation and Rating Criteria  and  Proposal Narrative Questions                                                                 Appendix C:  Grant Payment Terms, Grant Expenditures, Termination, Recoupment of Funds, and Relevant Law                                                                                               
Appendix D:  Budget Guidelines/Use of Funds                                      
Appendix E:  IBM Reading Companion Grant Proposal Outline

	
Timeline


	
	1.  Grant Application Release/Posting:                                  
	June 29, 2012
	4:00 PM

	2.  Submission of Intent to Bid:   
	August 3, 2012
	4:00 PM

	Submission of Written Inquiries:         
Applicants must submit written inquiries to  
RTTTProcurement@MassMail.State.MA.US
	July 20, 2012
	4:00 PM

	Response to Written Inquiries:     
                                           
	August 3, 2012
	4:00 PM

	Submission Deadline:
Applicants must submit proposals to: RTTTProcurement@MassMail.State.MA.US

	August 17, 2012 
	4:00 PM

	Follow-up:                                                                                  
	September 4 - 7, 2012
	4:00 PM

	Grantees Submit Final Documentation:
	September 14, 2012
	4:00 PM

	Bidders are Notified of Preliminary Approval (subject to completion of signed agreement with IBM):                                             
	September 28, 2012
	4:00 PM

	Grant Start Date:                                                                       
	October 1, 2012 or upon completion of signed letter of agreement with IBM, whichever is later
	


EEC reserves the right to adjust the timeframe laid out above.  It is the responsibility of the applicant to keep up to date on changes to this Grant Application by checking the EEC Website.

NOTE:  In general, applications received after the deadline will not be reviewed or considered for funding. EEC reserves the right to review and/or fund an application submitted after the deadline where an emergency situation caused or contributed to the late submission.
EEC reserves the right to request additional information regarding any responses/applications received.  EEC shall have the right to specify the amount of time for submission of such additional information. EEC shall have the right to disqualify responses where such information is not submitted within the timeframe specified by EEC.
EEC shall have sole discretion in determining whether or not to provide an opportunity for a non-successful grant applicant to request a debriefing regarding their grant application.  EEC may limit the time period for debriefing requests to be submitted, the number of debriefings granted, and the manner in which debriefings will be conducted (by telephone, e-mail, and/or in-person).  In general, a debriefing involves providing an applicant with a copy of the scorecard and accompanying comments created by the evaluation team that reviewed their grant application, along with a brief discussion around those comments and scores.  A debriefing shall not include any comparisons between grant applications.  If debriefings will be permitted for a specific grant, EEC will include such information along with the grant award(s) notification.
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