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It is the mission of the San Francisco Juvenile Probation Department to serve the needs of youth and families who are brought to our attention with care and compassion; to identify and respond to the individual risks and needs presented by each youth, to engage fiscally sound and culturally competent strategies that promote the best interests of the youth; to provide victims with opportunities for restoration; to identify and utilize the least restrictive interventions and placements that do not compromise public safety; to hold youth accountable for their actions while providing them with opportunities and assisting them to develop new skills and competencies; and contribute to the overall quality of life for the citizens of San Francisco within the sound framework of public safety as outlined in the Welfare & Institutions Code.
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REQUEST FOR PROPOSALS

	RFP Distribution Date:  May 10, 2007

	 


	Bidders Conference and Statement of Intent Due Date:  

May 17, 2007


	 Proposal Due Date:   May 31, 2007    Before 5:00 PM


Hand Deliver or mail Proposals to:

San Francisco Juvenile Probation Department

Community Programs Attn: Lonnie S. Holmes

375 Woodside Avenue, Room 209

San Francisco, CA 94127

JUVENILE PROBATION DEPARTMENT

PROPOSAL COVER SHEET

The following Agency 1)_____________________________________________________

hereby submits a proposal to the Juvenile Probation Department

Agency  ___________________________________________________________________

Contact Person ________________________________Title_________________________

Address____________________________________Telephone_______________________

Fax__________________________

	CONTRACT PERIOD


	7/1/2007 to 6/30/2010

Depending on funding availability and contract performance each year.

	
	

	
	


BOARD OF DIRECTORS AUTHORIZATION OF APPLICATION
By submitting this proposal, the applicant signifies acceptance of the responsibility to comply with all Juvenile Probation Department requirements stated in the Request-for-Proposals (RFP) and if selected for funding, to submit the forms required in the Grant Award Contract Package in a timely manner.  The applicant understands that the Juvenile Probation Department is not obligated to fund the project until the applicant submits completed documents required for the contract award.  The applicant further agrees to administer the contract according to the requirements of the Juvenile Probation Department.

Member of the Board of Directors Authorized to Sign for Applicant:

	Signature: __________________________
	Date: _____________________________ 

	Name: _____________________________
	Telephone: (____)____________________

	Title:____________________________________________________________________

	Address:__________________________________________________________________

	City:_______________________________
	Zip Code: __________________________
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PART I

REQUEST FOR PROPOSALS

Introduction

The work of the San Francisco Juvenile Probation Department (JPD) to engage youth and families in meaningful interventions that develop personal capacities while ensuring public safety is advanced and enriched through a collaborative partnership with community based agencies that deliver a comprehensive continuum of community based services that are responsive to the presenting needs.  When the individual needs of youth are matched with corresponding services that are grounded in evidenced based practices, the likelihood of recidivism is significantly reduced.  A coordinated and balanced approach that combines vigilant coordination between the Juvenile Probation Department and community-based agencies provides the most effective remedy to juvenile delinquency.

Request for Proposals

Pursuant to those beliefs, the Juvenile Probation Department is issuing a request for proposals (RFP) and invites qualified, community based agencies to submit proposals that are constructed to deliver one or more of the following services to youth involved in the San Francisco juvenile justice system.

· Intake and Shelter Care for Status Offenders

· Home Detention Supervision Services 

· Focused Mentoring

· Aftercare and Re-Entry Mentoring Services

· Outpatient Substance Abuse Treatment

· Ombudsman Services

· Spiritual Life Services Coordination of Detention Based Ministries

· Temporary Shelter Care for Delinquents (Short term)

· Intensive Community Support Services (IHBS)

· Victim Impact Panels

· Peer Court/Victim Offender Mediation

· Parenting Skills Training

Program Goals

The goal of each program is to deliver case specific services to youth that achieve the following:

· Supports or advances the case plan developed by the Probation Officer that ensures public safety and addresses specifically identified service needs

· Enhances the personal competencies of youth served

· Reduces recidivism (Reduce risk factors and enhance protective factors.)

· Reduces admissions to secure detention, and commitments to public and private institutions

· Provides linkages to collateral community services

· Employs strategies that address and abate disproportionate minority contact

· Adopts and advance the core principles of the Juvenile Detention Alternatives Initiative

· Provides objective, data driven performance outcome measures

This RFP solicits programming services that will extend from fiscal years 2007/2008 through 2009/2010, depending upon funding availability and contract requirements and performance. 

Background
In 1986, the JPD first contracted for intake and shelter services for status offenders to enhance treatment, lower operating costs, and further family unification in a de-institutionalized environment.  Based on the concept of community involvement, this public/private partnership was expanded during succeeding years to include intensive supervision services for high risk youth returned home on probation, a home detention/supervision program for youth awaiting court adjudication, and peer counseling and mentor services.  Current contracts will expire 

June 30, 2007.  It is the purpose of this solicitation to request proposals for fiscal year 2007 –2008 through 2009—2010 depending on funding availability and contract performance.

Goals
The goals of the contractual services solicited include the following:

· To insure public safety;

· To improve services available to San Francisco youth;

· To enhance prevention and lower recidivism;

· To reduce commitments to public and private institutions;

· To provide community based treatment and case services;

· To lower costs;

· To deal with the issues of Disproportionate Minority Confinement;

· To help in implementing the Balanced and Restorative Justice Model;

Funding
Up to $1,819,975 may be awarded for contractual services during fiscal year 2007-08 as follows:

Citywide Services

Intake and Shelter Care for Status Offenders

                           $ 444,975

Community Detention Supervision Services (Home Detention)        $ 260,000  

Short Term Shelter Care Services for Delinquent Youth                    $ 250,000.

Parenting Skills Program …..






$  60,000.

Institution Based Services

Re-Entry Mentoring Services 




 
 
 $   80,000

Peer Counseling








 
 $   60,000

Ombudsman








 
 $   50,000

Spiritual Life Services Coordination


         
 

 $   15,000

Neighborhood Based Services
Intensive Community Support Services (IHBS)

         

  $ 560,000
Intensive Community Support Services for Young Women        
  $   40,000
Total Project Allocation









$1,819,975

Contract Period

The contract period for all services will begin July 1, 2007 and end June 30, 2008.  The contracts may be renewed each year for the two (2) consecutive years based upon satisfactory contract performance and funding availability.

A Bidders’ Conference will be held on May 17, 2007 in the Cafeteria at the Juvenile Probation Department, 375 Woodside Avenue, San Francisco, and CA. 94127.  All applications are urged to attend.  All questions related to the RFP made after the Bidders’ Conference must be in writing.

Proposal should be delivered or received no later than 5:00 PM May 31, 2007.  All correspondence, inquiries and documentation should be directed to:

Juvenile Probation Department

Community Programs Division

375 Woodside Avenue – Room 209

San Francisco, CA  94127

Telephone:  (415) 753-7852

Fax:  (415) 753-4499

Proposals will not be accepted after 5:00 PM on May 31, 2007.

RFP with program descriptions is online at  (sfgov.org/juvprobation)
Eligibility of Applicants
Non-profit agencies located within the City and County of San Francisco and serving the residents of San Francisco are eligible to submit proposals.  Prospective contractors must demonstrate the following:

1.
Compliance with the provision of the City’s Grant Agreements (see Attachment 2)

2.
A history of success providing services to troubled or at-risk youth in the community and a capacity to serve a culturally diverse population.

3.
Contract Agency must have a board of directors and the board’s formal approval in writing for the submission of a proposal.

4.
Applicant’s employees must be of good character, free of felony conviction for the past two years, nor may they be on probation or parole and must never have been convicted of any sexual assault, child abuse or crime involving extreme violence.  Participating individuals will undergo police record checks.

Training
Contractor’s program staff will be required to participate in all training deemed appropriate by the Juvenile Probation Department.

Evaluation                       

Applicants are required to participate in the JPD Computer Management System and the yearly Semi-Annual Assessment.

Application Procedure
Forms/Documents:
All forms must be typed.  Do not exceed space/page limits.  Submit one original and five copies of the proposal.  Proposal may be rejected if the appropriate # of copies are not included.

Bidders’ Conference:
Technical assistance will be provided at the Juvenile Probation Department, Cafeteria, 375 Woodside Avenue, San Francisco May 17, 2007, 1:30 pm -3:30 pm.  Applicants are urged to attend.  

Statement of Intent:
Bidders are mandated to submit a Statement of Intent by May 17, 2007.
Proposal Deadline:
All proposals should be submitted no later than 5:00 p.m., May 31, 2007 to the following address: 

SF Juvenile Probation Department

375 Woodside Avenue, Room 209

San Francisco, CA 94127

Contact Person:

       Lonnie S. Holmes (415) 753-7852

Proposal selection is anticipated at the end of June 2007.

Proposal Evaluation Criteria and Selection Process:

In addition to the aforementioned requirements, proposals will be assessed on overall merit in relation to the following criteria:

1. Applicant must provide the proposed services in a productive and cost-efficient manner.

2. Applicant must demonstrate an organizational capacity (agency history, experience, qualifications of staff) and the fiscal capability to manage public funds effectively with a minimum of administrative overhead.

3. Applicant must show a history of success working with troubled youth as well as  working with culturally diverse populations.

4. Applicant must understand the requirements of the scope of service and show how the requested services will be carried out.

5. Applicant must have a broad knowledge of community resources including: medical and psychiatric services, substance abuse programs, schools, counseling and employment opportunities.

6. Applicant must submit an itemized budget and have a record of solid accounting procedures and fiscal accountability.

7. Applicant must comply with the provisions of the City’s Personal Services Contract (see Attachment 2).  Among other provisions, insurance requirements include comprehensive general liability, workers compensation, automobile liability and, if applicable, professional liability.

8. Applicant must demonstrate how the provisions of the contracted services contribute to public welfare safety.  Agencies should also address the issues of disproportionate minority confinement and the use of the balanced restorative justice model in working with youth.

9. Technical Screening will be done by the JPD.  (Please adhere to proposal checklist).  Non compliance may lead to the rejection of your proposal.

10. An independent selection committee made up of department staff, representatives from other city agencies, and the community will review and score proposals and make recommendations for funding in all categories.  

11.  All recommendations will be forwarded to the Chief Probation Officer and to the Juvenile Probation Commission.  The Commission must approve all contract awards.  The selection committee will evaluate all proposals in accordance with the evaluation criteria outlined on the next page.

EVALUATION AND SELECTION PROCESS:
Proposals will be assessed by an Independent Selection Committee in relation to the following selection criteria:

35-Points Demonstrated Experience- The applicant must document a history of providing effective services to at - risk youth in the juvenile justice system and/or in the community.


35-Points Proposed Work Plan- The applicant must detail a comprehensive model of service delivery targeted at youth and families.  Services must be culturally and age appropriate.


15-Points Proposed Budget - The budgets should be based on reasonable and verifiable cost projections and should include well defined line item explanations and justifications.

15-Points Staff/Collaborative Team/ Consultant Qualifications - Proposed staff, collaborative members and consultants should have demonstrated skills and extensive experience working with youth and families.  The proposal should describe the qualifications and detail the proposed roles of staff and key members and/or consultants.


TOTAL MAXIMUM POINTS- 100 POINTS

PART II: APPLICATION FORMS

Instructions
1.  Complete and submit the Statement of Intent by May 17, 2007. Hand delivery is required.         
2.  Complete the entire application.  Incomplete applications will not be considered.

3.  Answer all questions and attach all required documents.

4.  Do not use substitute forms.

5.  Complete a separate application for each of the programs applied for.

6.  Please, type single space. (Use normal 12 pt. type). Do not reduce to fit the available space.

7.  One (1) original and seven (7) copies of the application are required.

8.  Submit the application by May 17, 2007 no later than 5:00 p.m. to:

Juvenile Probation Department

375 Woodside Avenue

San Francisco, CA 94127

Community Programs Division Room 209

9.  Technical assistance workshops will be conducted in the cafeteria at the Juvenile Probation Department on:

May 17, 2007 from 1:30 p.m. to 3:30 p.m.

Please direct questions to Lonnie S. Holmes, at 415-753-7852.

No questions will be answered after May 25, 2007.

	Statement of Intent - Due May 17, 2007          

Category applied for ____________________________________



	1.

2.

3.

4.

5.


	Name of Applicant/Organization:

________________________________________________________

Telephone: ________________________________________________________

Fax:_____________________________________________________

Mailing Address__________________________________________________

Employer Identification Number:_________________________________________________

If incorporated:____ for profit ____  non-profit

        Put a check next to the appropriate space.

Name/Signature of person authorized to sign contract:

____________________________________________________________

             Contact person/Telephone ______________________  

              ___________________________________________

NOTE:     Submission of Statement of Intent is required

                  but does not bind you to submitting a proposal.

                  STATEMENT OF INTENT MUST BE SENT OR

                  DELIVERED TO ROOM 209 AT THE JPD 375  

                  WOODSIDE AVE. SF. CA. 94127 or submitted at the

                  bidder’s conference.


APPLICATION FORMS
	General Information  - Application Summary

	1.

2.

3.

4.

5.


	Name of Applicant / Organization:

Telephone:  

Mailing Address:

Employer Identification Number:

(or Social Security Number)

If Incorporated:    (  For profit

                             (  Non-profit

Name / Address of Subcontractor:

(if applicable)

Contact Person / Telephone:

	6.
	Program Category:
	( Intake and Shelter Care for Status Offenders

( Community Detention Supervision Services 

    (Home Detention)  

( Short Term Shelter Care Services for Delinquent

( Re-Entry Mentoring Services

( Peer Counseling

· Ombudsman

· Spiritual Services Coordination

· Intensive Community Support Services (IHBS)

· Intensive Community Support Services for Young Women

· Parenting Skills Training


7.
Please provide four letters of support. (One from a City & County of San Francisco Department)

8. Please provide a copy of your agency’s most recent audit report. (One copy only)

9.
   Submit a copy of your agency’s organizational chart.

	General Information - Organizational History

	1.
	Describe the mission and basic purpose of your organization.  Include a brief description of its history and current goals and objectives.




	General Information - Organizational History  (Continued)

	2.
	List and briefly describe the current program and services provided by your organization.  Indicate the number of FTEs assigned to each program.




	General Information  - Organizational History   (Continued)

	3.

4.

5.

6.

7.


	When was your agency founded?

Do you have a sponsoring or parent organization?

Name:

Address:

If yes, include an organization chart.

Are there any legal judgments, claims or lawsuits pending against your organization?    Yes_____     No______.

If yes please explain.

Identify any licensed or certifications issued to your organization and the renewal date.

  License or Certification         License or Certification No.        Expiration Date
Has your organization ever had a license or certificate denied, revoked or suspended?   Yes_____       No_____

If yes, please explain.

	General Information  -Organizational History   (Continued)

	8.

9.

10
	Has your organization previously provided contract services to the Juvenile Probation Department?     Yes____       No _____

If yes, identify the year(s) and the service(s) provided.

Is any member of your organization an employee of the Juvenile Probation Department?   Yes_____     No _____

If yes, please list their name and assignment.

Does the applicant provide criminal records checks for employees working with children and youth?  Yes___   No____




	Program Information

	1.

2.

3.
	Location where solicited services will be provided?

Address:

Contact person who will be responsible for contracted services:

Name and title:

Address:

Telephone:

Summarize the experience, training, or particular expertise you have in providing services to youthful offenders.  Include a basic description of clients served in the past.  (Do not exceed this page)



	Case Study Scenario For Community Based Prog’s

	· 
	In the space provided, please write a narrative describing your plan for providing the solicited services for the following case study: 

(Do not exceed (3) pages)
Demarco is a 16 year old male that has multiple convictions for arm robbery; additionally he has 3 convictions for drug use and sells.  He has spent most of his life in the foster care system.  Presently, he lives with his aunt and uncle in the middle of some gang territory.  He was recently released on probation and has not complied with his court orders of probation. To compound the problem, he is not attending school on a regular basis.  Please answer all the following questions in detail.

1. If this young man is referred to your agency, what program modalities would your agency utilize to assist this youth? 

2. Who else would you involved in the case, if anyone?

3. What type of wraparound services would you utilize?

4. What would you do to make sure the youth do not recidivate?

For Gender Specific Program

Tiffany is a 15 year old female who was just released from Juvenile Hall on a sustained grand theft case.  Both of her parents are deceased.  Presently she resides with her maternal grandmother. She has been affiliated with local gang activity.  She is not enrolled in school and is currently on probation.  Tiffany has been caught several times under the influence of drugs and alcohol; she does have several prior contacts with the juvenile justice system and can become a threat to the community if she doesn’t get help. Please answer all the following questions in detail.

1. If this young lady is referred to your agency, what program modalities would your agency utilize to assist this youth?

2. Who else would you involved in the case, if anyone?

3. What type of wraparound services would you utilize?

4. What would you do to make sure the youth do not recidivate?




	For Detention Based Programs:

(Spiritual Life Services Coordination, Peer Counseling, Ombudsman)

Please submit your program Design for Working with Youth in Juvenile Detention, and answer the following questions:. 3 Page limit.



	.
	1. Summarize the experience, training, or particular expertise you have in providing services to youthful offenders.  Include a basic description of clients served in the past.

2. If a youth in detention admitted doing a crime they have not been charged with, what would you do with the information?

3. Outline your evaluation methodology, and how you collect data on the youth you serve?  




	Case Study Response – Page 1

	
	


	Case Study Response - Page 2

	
	


	Case Study Response – Page 3

	
	


Program Information - (Continued)
	
	Briefly describe the procedures your organization uses to provide client services for the following:  (Peer Counseling Program applicants may omit this question)

Individual Needs Assessment:
Establishing Measurable Goals:
Individual Treatment/Service Plan:



	Program Information  - (Continued)

	
	 (Continued from previous page)

Case Management Procedures:  (Include your practices for follow-up and closure)

Individual Progress Reports:
Treatment/Service Plan Evaluation:



	Program Evaluation  

	Briefly describe how you intend to evaluate the effectiveness of the services you plan to provide.  Outline your evaluation methodology, how and when you collect data, and how evaluation results will be used to implement changes or improvements.

Describe your agency’s ability to design and evaluate program outcomes.




	1.      Budget  -  Personnel


	Budget Category
	Program Budget
	Organization Budget

	Personnel
	
	

	Benefits
	
	

	Travel
	
	

	Consultant Services
	
	

	Rent
	
	

	Equipment
	
	

	Materials/Supplies
	
	

	Other
	
	

	TOTAL BUDGET
	
	


	Proposed Program Personnel
	FTE
	Hourly Rate
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL PERSONNEL
	
	
	


	2.     Budget  Sources of Funding


	List all government contracts for the past three years:


	Year
	Source of Funds
	Amount
	Type of Service

	
	
	
	


	List all other sources of agency funding for the current year:


	Year
	Source of Funds
	Amount
	Type of Service

	
	
	
	


	Proposal Application Checklist
The following forms and documents must be submitted as part of your application packet:

· Proposal cover sheet and Board of Directors approval

(    Statement of Intent – due May 17, 2007

(    General Information  -  Application Summary

(    General Information  -  Organizational History

(    Program Information

(    Evaluation Information

(    Budget  -  Personnel

(    Budget  -  Sources of Funding

(    Organizational Chart

(    Evidence of Federal and State Non-profit tax exemption

       Federal Revenue Code, Section 501 (c) (3)

       California State Franchise Tax Code, Section 2370 (d).

(    Human Rights Commission Form 12B

( Human Rights Commission Form 3 – Compliance Affidavit

( Business Tax Registration

( Recent Copy of Financial Audit Report  (one copy only)

( Four letters of support (one from a City & County of San                           Francisco Department)


Services to be Provided by Contractor
Scope of Work
STATUS OFFENDER AND SHELTER CARE PROGRAM

The San Francisco Juvenile Probation Department requires a community-based agency to operate a status offender program as authorized under Section 654 of the California Welfare and Institutions Code (WIC).

The Contractor provides a sheltered-care facility, intake services, medical assessment, counseling and comprehensive case management services to youth described in Section 601 WIC and to petitioned and adjudicated youth awaiting placement.

Referral for these services may be made by the minor, his or her family, schools, any private or public social agency, or any law enforcement agency.

The primary goal of the services to be provided is the timely resolution of conflict between child and parent and the reunification and preservation of the family.

Duties and Responsibilities
The Contractor is responsible for the day-to-day operation of the status offender program.

The Contractor must provide suitable shelter under hygienic conditions, nutritious and ample meals and 24 hour supervision and guidance in a de-institutionalized, homelike environment.  The facility must be licensed by the State of California.

The shelter care program must include physical and mental health screening, crisis counseling and an appropriate treatment response to the social, psychological, educational, cultural, medical, and recreational needs of the youth under care.

The contractor must accept any status offender referred to its program and must shelter adjudicated 601 WIC wards awaiting placement.

Neglected or abused children (as described in Section 300 WIC) should be referred to Children’s Emergency Services.  Law violators should be transported by police to the Juvenile Probation Department.

The contractor cannot terminate services, including shelter, for youth who have behavior problems.

The Juvenile Probation Department requires maximum utilization of available community resources by the Contractor.  If the use of a suitable treatment program is not feasible, the Contractor shall provide appropriate counseling services, including family counseling.

The Contractor must be prepared to meet any medical or psychiatric emergency.

Specific duties include, but are not limited to, the following:

· Twenty-four (24) hour intake services.

· A documented, good faith effort to notify parents or legal guardian immediately upon a youth’s arrival at the intake site.  When telephone contact is not possible, a mailgram shall be used to notify parents of the youth’s whereabouts with instructions to contact the program staff.

· Initial screening of the referred status offender (Offense and background information).

· The Contractor shall enter into a Memorandum of Understanding with the Department of Public Health to provide for medical screening of all housed youth and all other youth assessed who are in need of medical screening.

· An Assessment, written plan and/or disposition of each case must be provided.  For cases which are not resolved at intake, the Contractor is expected to maintain a case record for each youth and develop a case plan which outlines specific objectives and strategies to meet those objectives.  Each contact with the minor and significant others shall be documented in the file showing date of contact, by whom and with whom, and a brief statement about the nature of the contact.

· Referral of youth to community agencies should be documented in the youth’s case file.

· Local youth should be returned home unless it is not in the best interest of the minor.

· Transportation home for out-of-county minors. Families of returning youth pay for the cost of transportation whenever possible.  When unable to pay, the JPD will provide vouchers to the Contractor for the cost of transportation.  California residents are to be returned home within 24 hours of their arrival in the shelter.  Minors who reside in other states must be returned within 72 hours.  

· Confirmation of the minors’ arrival at the intended destination must be documented.  Verification of arrival may be made by telephone and should be conducted within 12 hours of the scheduled arrival.

·    Referral for support services in the youth community of non-local residents should be made when possible or appropriate.

·   Youth who do not fit the status offender criteria should be referred to other agencies for the appropriate support services within the jurisdiction they come from.

·    When necessary, crisis resolution counseling must be initiated immediately, either on site or through diversion to a community based agency equipped to handle crisis situations.

·    Shelter care should be avoided unless it is absolutely necessary to the welfare of the minor.  Document what alternatives have been explored and reason for shelter.

·    Shelter youth must be under the direct supervision of staff at all times.

·    While in shelter, structured programs must be provided to all youth which promote constructive activities in recreation, education, counseling, social skills and cultural enrichment.

·    Family counseling shall be provided when appropriate.  Services should be available to meet the special needs of the child and family, such as cultural differences, substance abuse, family dysfunction, etc.

·    Maintenance of a shelter capacity up to twelve (12) beds, sufficient to accommodate an average daily population of eight (8) youth, with additional accommodations to exceed capacity when necessary.

·    Data collection and maintenance of an organized system of record keeping.  Records should reflect all decisions congruent to the youth and their program participation.

·    When formal Court proceedings become necessary, the Contractor shall file an affidavit for petition with the Juvenile Probation Department.

1.
Organization and Management
The Contractor shall be solely responsible for the operation and management of the status offender program.  Program policies and procedures must be in compliance with federal, state and county requirements and shall be approved by the Juvenile Probation Department.

The Contractor shall maintain a policy & procedure manual which should include the organizational structure, goals and objectives, identification of critical tasks, job descriptions and required qualifications for each paid and volunteer staff.

Appropriate training should be provided for employees and volunteers on a continuing basis and all staff should be evaluated periodically.

A case review shall be conducted weekly by qualified staff to evaluate effectiveness of services provided.

The Juvenile Probation Department will monitor for contract compliance and Contractor’s fiscal performance. A formal program assessment and site visit will be conducted annually.  The contract monitor shall have complete access to facilities, staff and records. Contractors will also work with the Juvenile Probation Departments 

Evaluators who will be looking at various outcome based measures and programmatic effectiveness.

The Contractor shall submit monthly statistical reports to the Juvenile Probation Department. At a minimum, such reports should include:

· Number of referrals received

· Age, gender, race and ethnicity

· Number of cases terminated and disposition

· Reason for termination

· Number of youth AWOL from shelter

· Number of currently petitioned youth in shelter

· Number of previously petitioned youth in shelter

· Length of time in shelter

· Number of local and non-local youth

· Number of affidavits requesting petition

· Number of youth referred to other agencies

· Roster of personnel

· Training Conducted 

· Fiscal statement 

· Incident reports

· ‘Special Problems’

The Contractor shall provide monthly reports and shall meet formally with the JPD each quarter to assess contract performance.  A cumulative summary of these reports should be provided annually.  The JPD shall have the right to approve all documents prepared to meet contract provisions and the right to mandate documents and reports it deems necessary and appropriate to ensure completeness and accuracy.  Program and reporting requirements may be changed by mutual agreement and shall be in writing.

The JPD will provide direct services only to those youth for whom an affidavit has been submitted which demonstrates that all community resources have been exhausted by the Contractor and formal court intervention is necessary.  The assigned probation officer will investigate the case, file a petition if required and write a social report for disposition.  The JPD will then manage the case until the Court’s jurisdiction is terminated.

2.
Personnel
Personnel policies shall comply with current laws and shall be submitted to and approved by the City.  Job descriptions, required qualifications and performance evaluations must be in writing.

Contractor shall provide qualified personnel and comply with licensing requirements of staff to client ratios applicable to a twenty-four hour, seven days a week, facility.  Staff must be properly supervised.  In the absence of the administrator, a designated person shall be place in charge.

The Contractor shall provide services to a diversified population, which are language and culturally appropriate.

Standards of employee conduct shall include but not limited to the following:

Contractors’ staff shall not display favoritism or preferential treatment to one client over another.

No employee may deal with any client except in a relationship that will support approved goals.  Staff members must never, directly or indirectly, receive any consideration or benefit or personal gift, favor or service from, or on behalf of any client, his family or close associates.

No employee shall enter into a business relationship with any client or his family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family or close associates.

Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a known violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.

The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.

3.
Qualifications of Personnel
Work under this contract shall be performed only by qualified personnel under the supervision of and in the employment of the Contractor.

A group supervisor or residential counselor minimally has a BA in a behavioral or social science and one (1) year experience in residential or group supervision.

A caseworker minimally has an MA in human services or a BA plus two (2) years experience in an adolescent residential setting or two (2) years experience as a case worker with a case load of adolescents.

An assistant group supervisor or assistant residential counselor who is responsible for relief shifts, transportation and varied other functions minimally has a BA or may substitute sixty (60) units of college credits with two (2) years experience in an adolescent residential setting.

In management, a program director minimally has master’s degree.  Three years of experience managing an adolescent or child care residential center can be substituted.

The contractor shall submit to the City’s representative two (2) complete ‘fingerprint charts’ and one (1) background investigation report, prior to employment, for any individual who will perform contract work.  Background checks and employment history should extend over a period of at least ten years.

The City may review background checks and shall have control over granting or denying clearances of the employee performing contract work.

The Contractor shall provide entry level training in policy and procedure including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel policies, juvenile supervision and report writing (Employees sign statement that orientation was received).  In addition, full-time employees should participate in forty 40 hours of training or educational activities annually.  Part-time staff and volunteers should receive training commensurate with their assignment and responsibilities.

Training should include but not limited to:

· Human relations and communications skills

· Crisis intervention

· Cultural awareness

· Child development

· Special needs of juveniles

· Problem solving and guidance

· Facility’s philosophy for handling troubled youth

· Rights and responsibilities of juveniles

· Grievance and disciplinary procedures

· Physical restraint procedures

· Supervision of Juveniles

· Report writing

· Legal issues including liability

· Elements of the juvenile justice system

· Community resources

· Fire/earthquake emergency procedures

· First Aid and CPR

· Community agencies specializing in youth services

Administrative and management staff will participate in a minimum of twenty-four hours of annual training.  Contractor shall provide documentation of orientation and annual training for all staff quarterly.

4.
Records
The Contractor shall maintain all logs and records required to operate and document the program.  Records shall be collected in an organized format designed to store and retrieve data readily, produce reports and enable program review.  All active logs and records shall be maintained at the facility.  Inactive records shall be stored for a period of five years.  The JPD has the right to inspect all records on demand during the term of the contract or thereafter.  The Contractor shall retain all records and logs during the contract period.  Upon termination or expiration of this contract, the records shall be delivered to the Juvenile Probation Department in good condition.

The Contractor shall also establish and maintain procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties under this contract.

Contractor shall provide written polices to its employees regarding record management and confidentiality.

The Contractor should maintain an on-going evaluation of its operation and program effectiveness.  Contractor will also be required to work with the Juvenile Probation Department evaluators.

5.
Reports
Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely submission of all reports is a necessary and material term and condition of this Agreement.  Reports not received in a timely manner may not be paid.

The reports, including any copies, shall be submitted on recycled paper and printed on double-sided pages to the maximum extent possible.

6.
Department Liaison
In performing the services provided for in this Appendix, Contractor's liaison with the Juvenile Probation Department will be the Director of Community Programs or designee.

Scope of Work

COMMUNITY DETENTION SUPERVISION SERVICES

(HOME DETENTION)

The Juvenile Probation Department requires a community based Home Detention Program for youth awaiting court adjudication.  Pursuant to Sections 628 & 628.1 of the Welfare and Institutions Code (WIC), a petitioned minor who does not require 24-hour secure detention may be released to his parent, guardian or responsible relative on home detention.  As a condition of release, the minor must sign a written promise to appear and to obey the Court’s conditions of release while on Home Detention.

The goals of the program are to monitor compliance with the conditions of release, hold youth accountable for their actions, and prevent subsequent incarceration

Referral of youth will be made by the Juvenile Probation Department.  The Contractor will be responsible to monitor up to twenty delinquent youth, usually repeat offenders, for up to fifteen court days and ensure compliance with Court ordered conditions of release.  These conditions typically include a curfew, school attendance, avoidance of further delinquent behavior and attendance at all future court hearings.

Should a minor violate the conditions of home detention, he/she may be taken into custody and placed in secure detention, subject to court review at a detention hearing.

A minor on home detention is entitled to the same legal protection as a minor in secure detention.

Duties and Responsibilities

The Contractor shall be responsible for the day-to-day operation of the Home Detention Program.

The Contractor shall accept up to twenty active home detention cases.  Contractor will monitors compliance with the conditions of home detention, document and report clients’ response to the terms of probation to the case carrying probation officer.

The period of home detention shall be up to fifteen (15) court days.  If home detention is court ordered, home detention may remain in effect until the case is adjudicated and disposition is made.

The Contractor shall develop an individual service plan, submit weekly written progress reports for each client and work cooperatively with the probation officer assigned to the case.  The reports should include a narrative detailing progress reports from school, date and time of curfew checks and face-to-face contacts.  

The Contractor may terminate any minor supervised who fails to comply with the conditions of home detention.  These conditions will need to be documented and presented to the court.

Duties shall include the following:

	Intake Screening
	Contractor obtains the Court release documents, conducts an initial interview, records relevant information and explains the conditions of home detention to clients and parents.



	Parental Conference 
	At lease one face to face contact each week.



	Curfew
	Daily checks; may be conducted by telephone by calling the youth at home.

	Home Visit
	One each week.

	Face to Face Contact 
	Two weekly face to face contacts with youth; at lease one of these contacts should be in the field  ( school, home)

	Department Contact 
	Contractor makes at least weekly contact with the probation officer assigned to the case.

	Community Agency
	If client is referred for specialized services (tutoring, recreation), contractor monitors clients’ progress at least once per week.



	School Visit
	Contractor monitors attendance and educational progress at least once per week.  If client is not enrolled in school, Contractor initiates the students’ evaluation and school placement.



	School Report
	Progress reports shall be submitted to the assigned probation officer once each week.


All Contractor activities on behalf of a client must be documented and an individual case file must be maintained.  Information in any of the records, or information obtained elsewhere, is confidential.

The Contractor shall submit monthly statistical reports to the Juvenile Probation Department.  At a minimum, such reports should include:

· Number of referrals received

· Age, gender, race and ethnicity

· Number of cases active

· Number of youth who successfully completed the program

· Number of youth who failed to complete the program

· Reason for termination

The Contractor monitor shall have complete access to contractor’s facilities, staff and records.

1.
Organizational Management 
The Contractor shall be solely responsible for the operation and management of the project.

The Contractor shall maintain a policy and procedure manual which should include the agencies organizational structure the goals and objectives, identify critical tasks, job descriptions and required qualifications for each paid and volunteer staff.

Policies and procedures must be in compliance with all federal, state and county requirements and shall be approved by the Juvenile Probation Department.

Employees and volunteers must be of good character.  Employment history and an appropriate background investigation are required for any individual performing contract work.  Contract workers will undergo a police background check by JPD.

Training should be provided for employees and volunteers on an on-going basis and all staff should be evaluated periodically.

The Contractor shall maintain detailed records and submit programmatic and statistical reports quarterly.  

The Juvenile Probation Department shall have the right to approve all documents prepared to meet contract provisions and to mandate documents and reports it deems necessary to ensure completeness and accuracy.

The Juvenile Probation Department will monitor for contract compliance and shall have complete access to Contractor’s facilities, staff and records.  Contractor will also work with JPD evaluators.

2.
Qualifications of Personnel
Personnel polices shall comply with current laws and shall be submitted to the City upon request.

Job descriptions, required qualifications and performance evaluations must be in writing.  The Contractor shall provide qualified personnel and staff must be properly supervised.

The Contractor shall provide entry level training in policy and procedure, including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel policies, juvenile supervision and report writing.  Part-time staff and volunteers should receive training commensurate with their assignment and responsibilities.

Standards of employee conduct shall include, but not be limited to, the following:

Contractors’ staff shall not display favoritism or preferential treatment to one client over another.

No employee may deal with any client except in a relationship that will support approved goals.  Staff members must never, directly or indirectly, receive any consideration or benefit or personal gift, favor or service from, or on behalf of any client, his family or close associates.

No employee shall enter into a business relationship with any client or his family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family or close associates.

Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a known violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.

The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.

3.
Records

The Contractor shall maintain all logs and records required to operate programs and document project activities.   Records shall be collected in an organized format and allow for ready retrieval of data and program review.

The Contractor shall retain all records and logs during the contract period.  The Juvenile Probation Department has the right to inspect all records on demand during the term of the contract or thereafter.

The Contractor shall establish and maintain procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties pursuant to this contract.

The Contractor shall provide written policies to its employees regarding record management and confidentiality.

The Contractor provides for an on-going evaluation of its activities and program effectiveness.

4.
Reports
Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely submission of all reports is a necessary and material term and condition of this Agreement.

The reports, including any copies, shall be submitted on recycled paper and printed on double-sided pages to the maximum extent possible.

5.
Department Liaison
In performing the services provided for in this Appendix, Contractor's liaison with the Juvenile Probation Department will be the Director of Community Programs or designee.
Scope of Work

RE-ENTRY MENTORING SERVICES

The Contractor will provide intensive transitional services that will include an elevated level of supervision, wraparound services and family support to youth being released from Log Cabin Ranch School or youth awaiting placement.  It is anticipated that participation of each youth will be for an average of 6 months. The Contractor is required to deliver the following service during the community placement phase for youth being released from Log Cabin Ranch School or awaiting placement:

Duties and Responsibilities
Re-Entry Planning
Re-Entry planning will begin eight (6) weeks prior to a wards anticipated release from Log Cabin Ranch School in order to avoid delays linking young men and their families with needed community services.  In collaboration, with the Juvenile Probation Department, the Contractor shall participate in the development of a needs assessment and re-entry service plan to facilitate each ward’s reintegration into the community.  

Needs assessments and service plans shall be developed by an assessment team comprised of Juvenile Probation and Log Cabin Ranch staff, the Contractor, minor and the San Francisco Unified School District. Other agencies as necessary will be included.

The needs assessment is fundamental to the goals of the Re-Entry Program.  At a minimum, every needs assessment and service plan must address the following:

Review of the dynamics of the case (nature of offense)

History while at Log Cabin Ranch School

Interview with client and family

Review of conditions for return to the community 

Individual and family history - family dynamics

Need for individual and/or family counseling

Level of Educational skills, remedial needs

Medical, psychiatric and health education needs

Vocational skills, employment readiness

Peer association, gang involvement

Behavior dangerous to self or others

Use of drugs or alcohol 

Work experience/Job Placement 

The Contractor shall be responsible to develop a written plan, which must be approved by the assessment team.   
Case Development
The Contractor is solely responsible for the coordination and supervision of service delivery.  Case worker must be able to select appropriate treatment programs and service providers, and maintain a progress oriented case record for each client.   Assigned staff must have the capacity to work collaboratively with other youth service agencies and with members of the client’s community.  The contractor shall involve client and family in service planning and delivery and provide a detailed orientation about the programs and rules. 

The Contractor shall have daily contact with each client. Parental involvement shall be an integral part of this process and family counseling shall be conducted whenever necessary.  Regular scheduled reviews of the client’s progress shall be conducted periodically and modification of treatment plan shall be made when indicated. 

Contractor will conduct weekly staff meetings to consider appropriate changes to the treatment plan requirements.

Intensive Supervision

Log Cabin youth will be under daily supervision of the program’s case monitors.  The level of supervision will be gradually reduced based on the minor’s progress and compliance.   The Contractor is required to maintain daily contact with program participates and is expected to monitor and document client’s treatment plan compliance.  

Supervision will be provided daily during regular and extended programs hours.  Case monitors will also be expected to respond to emergency and crisis situations on a twenty-four hour basis.   Case monitors will maintain frequent face to face contacts with each participant.  At a minimum, a ward will be visited by his case monitor once weekly at scheduled activities outside the home. 

As participants demonstrate successful reintegration into their community (i.e. adjustment to home environment, neighborhood, school, employment, program requirements, etc.) the frequency of supervision will be decreased.  If a juvenile demonstrates difficulty in satisfactorily meeting a program requirement, the level of supervision will be increased.  Should the youth continue to have problems compiling with program requirements the youth may be terminated from the program and returned to Log Cabin Ranch.  On-going and frequent communication between the Contractor and the probation officer is critical in making the use of increased supervision for non-compliance effective.

Violations require immediate follow-up.  All violations must be documented including infractions occurring at school or work, curfew, and/or any other program violations. 

The Contractor may terminate any minor supervised who fails to comply with the conditions of the Re-Entry Program with the approval of the Department.

Organization and Management
The Contractor shall be solely responsible for the operation and management of the project.

The Contractor shall maintain a policy and procedure manual, which should include the agency’s organizational structure and goals and objectives and identify critical task, job descriptions and required qualifications for each paid and volunteer staff.

Policies and procedures must be in compliance with all federal, state and county requirements and shall be approved by the Juvenile Probation Department.

Training should be provided for employees and volunteers on an on-going basis and all staff should be evaluated periodically.

The Contractor shall maintain detailed records and submit programmatic and statistical reports quarterly.  The Juvenile Probation Department shall have the right to approve all documents prepared to meet contract provisions and to mandate documents and reports it deems necessary to ensure completeness and accuracy.

The Juvenile Probation Department will monitor for contract compliance and shall have complete access to Contractor’s facilities, staff and records.

Personnel
Personnel policies shall comply with current laws and shall be submitted to and approved by the City.

Job descriptions, required qualifications and performance evaluations must be in writing.  The Contractor shall provide personnel who have demonstrated their job qualifications.  All staff must be properly supervised.

The Contractor shall provide entry level training in policy and procedure, including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel policies, juvenile supervision and report writing.  Part-time staff and volunteers should receive training commensurate with their assignment and responsibilities.

Standards of employee conduct shall include, but not limited to the following:

1. Contractor’s staff shall not display favoritism or preferential treatment to one client over another.

2. No employee may deal with any client except in a relationship that will support approved goals. Staff members must never, directly or indirectly, receive any remuneration, consideration or benefit or personal gift, favor or service from, or on behalf of any client, his family or close associates.

3. No employee shall enter into a business relationship with any client or his family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family or close associates.

4. Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a known violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.

5. The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.

Records
Contractor activities on behalf of a client must be documented and an individual case file must be maintained.  The Contractor agrees to submit individual progress reports twice a month to the Juvenile Probation Department’s program coordinator.  Such reports should include:

Number and nature of client contact

Compliance with Orders of Probation 

Home situation

Educational development

Employment status

Referrals to community resources

The Contractor shall maintain all logs and records required to operate programs and document project activities.  Records shall be collected in an organized format and allow for ready retrieval of data and program review.  The format of data collection and documentation shall conform to a mutually agreed to protocol.

The Contractor shall retain all records and logs during the contract period.  The Juvenile Probation Department has the right to inspect all records on demand during the term of the contract or thereafter.

The Contractor shall establish and maintain procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties pursuant to this contract.

The Contractor shall provide written policies to its employees regarding record management and confidentiality.

The Contractor shall provide for on-going evaluation of its activities and programs effectiveness as specified by the Juvenile Probation Department.

Reports
Statistical reports shall be provided quarterly to the Juvenile Probation Department.  At a minimum, statistical reports should include:

Number of referrals received

Age, gender, race and ethnicity

Number of cases active

Number of youth who successfully completed the program

Number of youth who failed to compete the program 

Reason for termination


Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely  submission of all reports is a necessary and material term and  condition of this Agreement.


The reports, including any copies, shall be submitted on recycled paper  and printed on double-sided pages to the maximum extent possible.

III.
Department Liaison

In performing the services provided for in this Appendix, Contractor's liaison with the Juvenile Probation Department will be the Director of Community Programs, or designee.
Scope of Work

PEER COUNSELING PROGRAM

The Juvenile Probation Department requires Peer Counseling services for youth detained at Juvenile Hall.  The goal of the program is to provide counseling and guidance, help reduce recidivism, and encourage meaningful personal change through adult supervised personal interactions with peer role models.  The intent is to lead youth to make constructive choices a credible alternative.

Juvenile Hall staff will refer detained youth for these services.  The department will monitor for contract compliance and Contractor’s performance and conduct an annual program review.  Contractor will also be required to work with JPD evaluators.

Duties and Responsibilities
Under Contractor’s supervision, peer counseling will be provided twice weekly for youth detained at Juvenile Hall.  The Contractor shall provide no more than five (5) permanently selected and trained peer counselors who are drug free and who communicate appropriate values and personal integrity.

Sessions are expected to last from two to three hours and should include twenty to thirty youth.  Peer counseling will be provided twice weekly at JH in B-4, once per week in the Girls’ unit and once per month in unit B-5.  Participation in peer counseling sessions by detainees at Juvenile Hall will be encouraged but is voluntary.

The names of all of the youth participants, peer counselors, and staff shall be recorded. The document is to be dated and countersigned by Juvenile Hall staff and shall be submitted monthly to the department’s contract coordinator.

The Contractor agrees to work cooperatively with department staff and Contractor’s employees agree to submit to contraband search and must comply with Juvenile Hall safety rules.

The identity of youth detained at Juvenile Hall as well as information obtained from or about youth at Juvenile Hall is confidential and cannot be divulged to anyone.

1.
Organization and Management
The Contractor shall be solely responsible for the operation and management of the programs.

The contractor shall maintain a policy and procedure manual which should include the agency’s organizational structure, the goals and objectives, identify critical tasks, job descriptions, and required qualifications for each paid and volunteer staff.

Policies and procedures must be in compliance with federal, state and county requirements and shall be approved by the Juvenile Probation Department.

Employees and volunteers must be of good character.  Employment history and an appropriate background investigation are required for any individual performing contract work.

Training should be provided for employees and volunteers on an on-going basis and all staff should be evaluated periodically.

The Contractor shall maintain detailed records and submit monthly reports documenting all program activities.

The Juvenile Probation Department shall have the right to approve all documents prepared to meet contract provisions and to mandate documents and reports it deems necessary to ensure completeness and accuracy.

The Juvenile Probation Department will monitor for contract compliance and shall have complete access to Contractor’s facilities, staff and records.

2.
Personnel
Personnel polices shall comply with current laws and shall be submitted to the City upon request.

Job descriptions, required qualifications and performance evaluations must be in writing.  The Contractor shall provide qualified personnel and staff must be properly supervised.

The Contractor shall provide entry level training in policy and procedure, including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel policies, juvenile supervision and report writing.  Part-time staff and volunteers should receive training commensurate with their assignment and responsibilities.

Standards of employee conduct shall include, but not be limited to, the following:

Contractors’ staff shall not display favoritism or preferential treatment to one client over another.

No employee may deal with any client except in a relationship that will support approved goals.  Staff members must never, directly or indirectly, receive any consideration or benefit or personal gift, favor or service from, or on behalf of any client, his family or close associates.

No employee shall enter into a business relationship with any client or his family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family or close associates.

Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a known violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.

The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.

3.
Records

The Contractor shall maintain all logs and records required to operate the program and document all project activities. Records shall be maintained in an organized format within a locked file cabinet.

The Contractor shall retain all records and logs during the contract period.  The Juvenile Probation Department has the right to inspect all records on demand during the term of the contract or thereafter.

The Contractor shall establish and maintain procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties pursuant to this contract.

The Contractor shall provide written policies to its employee regarding record management and confidentiality.

The contractor provides for an on-going evaluation of its activities and program effectiveness.

4.
Reports
Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely submission of all reports is a necessary and material term and condition of this Agreement.

The reports, including any copies, shall be submitted on recycled paper  and printed on double-sided pages to the maximum extent possible.

5.
Department Liaison

In performing the services provided for in this Appendix, Contractor's liaison with the Juvenile Probation Department will be the Director of Community Programs or designee.

Scope of Work

INTENSIVE COMMUNITY BASED SUPPORT SERVICES PROGRAMS 

(IHBS)
The Juvenile Probation Department intends to contract for neighborhood based, multi-service interventions and treatment programs for high risk, repeat offenders who have been returned to their homes and communities under orders of probation.  Each program requires an active partnership with community agencies and centers on community involvement and the coordinated delivery of community services.

The basic objective of each program will be to disrupt the repetitive cycle of juvenile delinquency, reduce recidivism, hold youth accountable for their behavior and provide juvenile offenders with the best possible care and guidance, consistent with a young person’s best interest and the safety and protection of the public.

It is expected that a comprehensive case work approach based on a thorough assessment of client needs, the development of an individual treatment plan, and the coordinated delivery of appropriate community services, will assist these youth to refrain from further delinquent involvement and to successfully complete Court ordered probation.

One program selected will be gender specific.  The young women will work in concert with the specialized girls services unit of the Juvenile Probation Department.

Referral of youth for these services will be made by the Juvenile Probation Department.  The department will monitor for contract compliance and Contractor’s fiscal performance and conduct an annual program review and site visits.

Duties and Responsibilities
The contractor shall provide intensive home based supervision services for up to thirteen (13) wards during each of two six month periods.

Contractor activities on behalf of a client must be documented and an individual case file must be maintained.  The Contractor agrees to submit individual progress reports once a month to the Juvenile Probation Department’s program coordinator.  Such reports are due on the seventh day of each month and should include:

· Number and nature of client contact

· Compliance with Orders of Probation 

· Home situation

· Educational development

· Employment status

· Referrals to community resources

Statistical reports shall be provided quarterly to the Juvenile Probation Department.  At a minimum, statistical reports should include:

· Number of referrals received

· Age, gender, race and ethnicity

· Number of cases active

· Number of youth who successfully completed the program

· Number of youth who failed to compete the program 

· Reason for termination

The Contractor agrees to work cooperatively with the department’s program coordinator and the probation officer assigned to the case.

Case Management/Coordination:  The Contractor shall initiate a comprehensive assessment of client needs, develop an individual service plan and coordinate and supervise service delivery.  The case manager must be able to select appropriate treatment programs and service providers and maintain a progress oriented case record for each client.  Assigned staff must have the capacity to work collaboratively with other youth service agencies and with members of the client’s community.  Parental involvement shall be encouraged.

Comprehensive Needs Assessment and Service Plan:  The needs assessment is fundamental to the goals of the intensive home based supervision program.  At a minimum, the assessment must include the following:

· Interview with client, family and probation officer

· Review of the dynamics of the case (nature of offense)

· Review of conditions of probation

· Individual and family history - family dynamics

· Need for individual and/or family counseling

· Educational skills, remedial needs

· Medical, psychiatric and health education referrals

· Vocational skills, job training

· Behavior dangerous to self or others 

· Current use of alcohol or drugs

Once client needs have been determined, the case manager shall develop a written plan to address those needs and coordinate and supervise service delivery.  The Contractor shall involve client and family in service planning and provide a detailed orientation about program requirements and rules.

The Contractor agrees to have daily contact with each client, including three (3) face to face contacts each week.  Contract staff are also required to attend bi-monthly referral meeting conducted by JPD staff.

1.
Organization and Management 
The Contractor shall be solely responsible for the operation and management of the project.

The Contractor shall maintain a policy and procedure manual which should include the agency’s organizational structure and goals and objectives and identify critical tasks, job descriptions and required qualifications for each paid and volunteer staff.

Policies and procedures must be in compliance with all federal, state and county requirements and shall be approved by the Juvenile Probation Department.

Employees and volunteers must be of good character.  Employment history and an appropriate background investigation is required for any individual performing contract work.

Training should be provided for employees and volunteers on an on-going basis and all staff should be evaluated periodically.

The Contractor shall maintain detailed records and submit programmatic and statistical reports quarterly. 

The Juvenile Probation Department shall have the right to approve all documents prepared to meet contract provisions and to mandate documents and reports it deems necessary to ensure completeness and accuracy.

The Juvenile Probation Department will monitor for contract compliance and shall have complete access to Contractor’s facilities, staff and records.  Contractor will also work with the departments’ evaluators.

2.
Personnel
Personnel polices shall comply with current laws and shall be submitted to the City upon request.

Job descriptions, required qualifications and performance evaluations must be in writing.  The Contractor shall provide qualified personnel and staff must be properly supervised.

The Contractor shall provide entry level training in policy and procedure, including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel policies, juvenile supervision and report writing.  Part-time staff and volunteers should receive training commensurate with their assignment and responsibilities.

Standards of employee conduct shall include, but not be limited to, the following:

Contractors’ staff shall not display favoritism or preferential treatment to one client over another.

No employee may deal with any client except in a relationship that will support approved goals.  Staff members must never, directly or indirectly, receive any consideration or benefit or personal gift, favor or service from, or on behalf of any client, his family or close associates.

No employee shall enter into a business relationship with any client or his family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family or close associates.

Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a known violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.

The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.

3.
Records
The Contractor shall maintain all logs and records required to operate the program and document project activities.   Records shall be maintained in an organized format within a locked file cabinet.

The Contractor shall retain all records and logs during the contract period.  The Juvenile Probation Department has the right to inspect all records on demand during the term of the contract or thereafter.

The Contractor shall establish and maintain procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties pursuant to this contract.

The Contractor shall provide written policies to its employees regarding record management and confidentiality.

The Contractor will provide on-going evaluation of its activities and program to assess the effectiveness. Contractor will work with the Juvenile Probation Departments evaluators.

4.
Reports

Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely submission of all reports is a necessary and material term and condition of this Agreement.

The reports, including any copies, shall be submitted on recycled paper and printed on double-sided pages to the maximum extent possible.

5.
Department Liaison

In performing the services provided for in this Appendix, Contractor's liaison with the Juvenile Probation Department will be the Director of Community Programs or designee.

Scope of Work
TEMPORARY SHELTER CARE FOR DELINQUENT YOUTH
Youth awaiting long-term placement often remain in custody at Juvenile Hall until an appropriate treatment plan is developed and a suitable placement facility is found.  The majority of these youth do not require a locked setting and can benefit from an interim group home setting where individual needs can more readily be identified and appropriate behavior encouraged.

In order to promote the success of these youth while in out-of-home placement, the Juvenile Probation Department desires to contract for short-term shelter care as an alternative to detention at Juvenile Hall and to prepare these youngsters for long-term placement by providing residential services in a treatment oriented, group home setting.

Duties and Responsibilities
The Contractor shall provide interim housing for ten to seventeen year old youth who are alleged or adjudicated 602 WIC youth who would otherwise be detained in Juvenile Hall and who are likely to be committed to OOHP (out-of-home placement), likely to be returned home or sent to relatives, or youth committed to OOHP and awaiting long term placement.  The contractor will be expected to provide a licensed facility of 8 to 10 beds and staff intensive services to these youth including, but not limited to :

	(
	staff secure housing from one to six weeks on average;

	(
	transportation of youth to YGC for court hearings and other meetings;

	(
	school and recreation;

	(
	medical and psychiatric treatment when necessary;

	(
	counseling/preparation for long term group home care;

	(
	counseling with families when indicated;

	(
	remediation of behavioral problems exhibited by resident youth;

	(
	visiting for families as indicated;

	(
	consultation with probation officers regarding long-term plans;


Other Duties and Responsibilities
The Contractor shall maintain detailed records and submit recommendations and quarterly statistical reports on progress, admissions and releases.

Contractor activities on behalf of each resident must be documented and an individual case file must be maintained.

Each Monday, the Contractor shall submit a report on youth admitted and released during the previous week including youth remaining in the program.

The Contractor shall employ an internal behavioral response program to address adjustment problems. Only when a minor’s behavior presents a clear and present danger to self, staff or other residents may he/she be returned to Juvenile Hall in those instances, an incident report must accompany the minor, to be followed by a formal detailed report within two days

When a minor goes AWOL, the shelter will provide a copy of the incident report to the case carrying probation officer and community program staff within five hours.

Within one week of the release of a minor for placement or return home, shelter staff must provide a written summary of the minor’s progress to the case carrying probation officer.

The Contractor agrees to work cooperatively with the Department’s program coordinator and the probation officer assigned to the case.

1.
Organization and Management
The Contractor shall be solely responsible for the operation and management of the program.

Work under this contract shall be performed only by qualified personnel under the supervision of and in the employment of the Contractor.

The Contractor shall maintain a policy and procedure manual which should include an organizational structure, the goals and objectives, job descriptions, identification of critical tasks, emergency procedures, and qualifications for each paid and volunteer staff.

Policies and procedures must be in compliance with all federal, state and county requirements and shall be approved by the Juvenile Probation Department.

The Contractor shall establish procedures and controls to assure that no information contained in any of its records, or records obtained elsewhere, shall be used or disclosed by the Contractor, or his agents, except as is essential in the performance of duties under this contract.

The Contractor must provide written policies regarding record management and confidentiality and shall document by signed receipt that each employee and volunteer has been instructed and is aware of the confidential nature of information obtained and of client records.

The Juvenile Probation Department has the right to approve all documents prepared to meet contract provisions and to mandate documents and reports it deems necessary to ensure completeness and accuracy.

A program review shall be conducted by Contractor and department staff to evaluate the effectiveness of the services provided.

The Juvenile Probation Department will monitor contract compliance and shall have complete access to Contractors’ facilities, staff and records.

2.
Personnel
Personnel polices must comply with current laws.  Job descriptions, required qualifications and performance evaluations must be in writing.  Contractor must provide qualified personnel and staff must be properly supervised.

Contractor must comply with requirements for fingerprinting and certification of employees who provide direct services to minors.

Contractor shall provide entry level training in policy and procedure, including orientation on mission, goals and objectives, program rules and regulations, job responsibilities, personnel polices, juvenile supervision, and report writing.  Part time staff and volunteers should receive training commensurate with their assignment and responsibilities.  All staff must be trained in emergency procedures and certified in First Aid and CPR.

Standards of employee conduct shall include, but not limited to, the following:

	
	Contractor’s staff shall not display favoritism or preferential treatment to one client over another.



	
	No employee may deal with any client except in a relationship that will support approved goals.  Staff members must never, directly or indirectly, receive any remuneration, consideration or benefit, or personal gift, favor or service from, or on behalf of any client, or his family or close associates.



	
	No employee shall enter into a business relationship with any client or his/her family.  No employee shall have any contact outside his professional relationship (other than incidental contact) with any client, his family, or close associates.



	
	Any violation or attempted violation of the restrictions referred to in this section, or of law, will be closely scrutinized and shall be reported to City officials.  Failure on the part of the Contractor to report a violation or to take appropriate disciplinary action against the offending employee shall subject the Contractor to appropriate actions which may include the termination of the contract.



	
	The Contractor shall document by signed receipt that each employee was provided with a copy of the standards of employee conduct.


Contractor’s employees must be of good character, free of felony convictions for the past three years, not currently on probation or parole, and must never have been convicted of any sexual assault, child abuse, or crime involving extreme violence.  Employment history and an appropriate background investigation is required for any individual performing contract work.  

3.
Records
The Contractor shall maintain all logs and records required to operate the program.  Records shall be collected in an organized format suitable for ready retrieval of data and for program review.

Unless stipulated otherwise, the Contractor shall retain all records and logs produced during the contract period.  The Juvenile Probation Department has the right to inspect all records on demand during the term of the contract or thereafter.

The Contractor shall establish and maintain procedures and controls to assure that no information contained in any of its records shall be used or disclosed by the Contractor or his agents, except as is essential in the performance of duties pursuant to this contract.

The Contractor shall provide written policies to its employees regarding record management and confidentiality.

The Contractor shall provide for an ongoing evaluation of its activities and program effectiveness.

4.
Reports

Contractor shall submit written reports as requested by the Juvenile Probation Department.  Format for the content of such reports shall be determined by the Juvenile Probation Department.  The timely submission of all reports is a necessary and material term and condition of any agreement.

5.
Department Liaison

In performing the services provided for in this Appendix, Contractor’s Liaison with the Juvenile Probation Department will be the Director’s of Probation Services, Community Programs, or designee.

(DETENTION BASED)

   OMBUDSMAN SERVICES FOR JUVENILE HALL AND LOG CABIN RANCH

       Scope of Work

The Ombudsman is responsible for the resolution of grievances related to any conditions of confinement that a detainee may experience during custody. In accordance with Title 15, Section 1361, those conditions “ include, but not limited to health care services, classification decision, programs participation, telephone, mail or visiting procedures, food clothing or bedding.”
(DETENTION BASED)

SPIRITUAL LIFE SERVICES COORDINATION 

Scope of Services

The contractor will organize and coordinate the scheduling and delivery of all community sponsored, spiritually grounded faith based services provided to residents of the Juvenile Justice Center by volunteer representatives and groups according to the spiritual needs presented by the residents. The contractor will work closely with the Juvenile Hall and Log Cabin Ranch Administration to ensure that the necessary space, time and staff allocation can sufficiently establish the proper venue to advance the opportunities for regular weekly worship, personal reflection, meditation, access to publications, religious and or spiritual instruction and related social activities for all detained youth in a manner that assists in developing positive behavioral adjustment.

Duties and Responsibilities

1. Ensure that every youth in detention has access to the spiritual counsel consistent with his/her faith tradition of choice.

2. Develop a comprehensive understanding of all existing spiritual life enrichment services currently being delivered along with the current contact and scheduling information.

3. Conduct a regular spiritual needs assessment to determine if existing services require augmentation or support.

4. Establish and maintain working relationships with every spiritual life services provider and group to ensure quality and timely presentations and appearances.

5. Facilitate follow-up pastoral care in the community with appropriate faith based services as requested by the resident.

6. Maintain close working relationship with the Directors of Log Cabin Ranch and the Juvenile Justice Center through regular meetings to ensure that all spiritual needs of the residents are being met.
Projected Weekly Scope of Hours

Six (6) Hours weekly with preponderance of time spent at the Juvenile Justice Center.







     Scope of Work 

PARENTING SKILLS PROGRAM

The Juvenile Probation Department understands the need to involve parents in the rehabilitation of their children.  Client needs have changed over the years.  We are no longer just working with parents/guardians of youth (ages 5-17 years) involved in the Juvenile Justice System. We are working with parents/guardians of younger children and teens/young adult parents.  The Department also understands that relationships need to be established with the Department of Human Services/Child Protective Services, Pre-Trial Diversion Project, Inc., Family Court and volunteers.  On occasions when a client cannot be accommodated, information about other organizations or programs should be provided.
Through the development of a Parenting Skills Program, we would like to see the following: 

· A program that will strengthen the family, by providing parents with alternative parenting skills through education and support. 

· Assist Parents how to recognize, assess and address the behavior of their children. 

· An environment that provides comfort and support while meeting other parents/guardians with similar experiences.

· Focus on improving the parenting skills that will enable parents to work toward improving their family environment.

Provide a detailed curriculum that should include the following:

1. Child & Adolescent Development


Relationships

2. Communication




         Gang Involvement

3. Discipline




                  School Issues

4. Stress & Anger




         Problem Solving

5. Drugs & Alcohol




         Nutrition

In addition to the class curriculum should include some handouts.  Participants should be encouraged to engage in class discussions, role-playing exercises, taking of personal assessments and the viewing of videos.  Guest speakers should be invited in periodically to the program to provide information on specific topics and issues relating to parenting.  Classes will be offered for free, refreshments should also be provided.

OUTREACH:

Vendor must establish a relationship with the Juvenile Probation Department and other agencies to receive referrals.  Records and referrals must be kept in a locked file.

I.  Terms and Conditions for Receipt of Proposals

A.
Errors and Omissions in RFP
Proposers are responsible for reviewing all portions of this RFP.  Proposers are to promptly notify the Department, in writing, if the proposer discovers any ambiguity, discrepancy, omission, or other error in the RFP.  Any such notification should be directed to the Department promptly after discovery, but in no event later than five working days prior to the date for receipt of proposals.  Modifications and clarifications will be made by addenda as provided below.

B.
Inquiries Regarding RFP
Inquiries regarding the RFP and all oral notifications of intent to request written modification or clarification of the RFP, must be directed to:

Lonnie Holmes, SF Juvenile Probation Department 375 Woodside Ave. #209 SF Ca. 94127 

C.
Objections to RFP Terms

Should a proposer object on any ground to any provision or legal requirement set forth in this RFP, the proposer must, not more than ten calendar days after the RFP is issued, provide written notice to the Department setting forth with specificity the grounds for the objection.  The failure of a proposer to object in the manner set forth in this paragraph shall constitute a complete and irrevocable waiver of any such objection.

D.
Addenda to RFP
The Department may modify the RFP, prior to the proposal due date, by issuing written addenda.  Addenda will be sent via regular, first class U.S. mail to the last known business address of each firm listed with the Department as having received a copy of the RFP for proposal purposes.  The Department will make reasonable efforts to notify proposers in a timely manner of modifications to the RFP.  Notwithstanding this provision, the proposer shall be responsible for ensuring that its proposal reflects any and all addenda issued by the Department prior to the proposal due date regardless of when the proposal is submitted.  Therefore, the City recommends that the proposer call the Department before submitting its proposal to determine if the proposer has received all addenda.

E.
Term of Proposal
Submission of a proposal signifies that the proposed services and prices are valid for 120 calendar days from the proposal due date and that the quoted prices are genuine and not the result of collusion or any other anti-competitive activity.

F.
Revision of Proposal
A proposer may revise a proposal on the proposer’s own initiative at any time before the deadline for submission of proposals.  The proposer must submit the revised proposal in the same manner as the original.  A revised proposal must be received on or before the proposal due date.

In no case will a statement of intent to submit a revised proposal, or commencement of a revision process, extend the proposal due date for any proposer.

At any time during the proposal evaluation process, the Department may require a proposer to provide oral or written clarification of its proposal.  The Department reserves the right to make an award without further clarifications of proposals received.

G.
Errors and Omissions in Proposal
Failure by the Department to object to an error, omission, or deviation in the proposal will in no way modify the RFP or excuse the vendor from full compliance with the specifications of the RFP or any contract awarded pursuant to the RFP.

H.
Financial Responsibility
The City accepts no financial responsibility for any costs incurred by a firm in responding to this RFP.  Submissions of the RFP will become the property of the City and may be used by the City in any way deemed appropriate.

I.
Proposer’s Obligations under the Campaign Reform Ordinance
Proposers must comply with Section 1.126 of the S.F. Campaign and Governmental Conduct Code, which states:

No person who contracts with the City and County of San Francisco for the rendition of personal services, for the furnishing of any material, supplies or equipment to the City, or for selling any land or building to the City, whenever such transaction would require approval by a City elective officer, or the board on which that City elective officer serves, shall make any contribution to such an officer, or candidates for such an office, or committee controlled by such officer or candidate at any time between commencement of negotiations and the later of either (1) the termination of negotiations for such contract, or (2) three months have elapsed from the date the contract is approved by the City elective officer or the board on which that City elective officer serves.

If a proposer is negotiating for a contract that must be approved by an elected local officer or the board on which that officer serves, during the negotiation period the proposer is prohibited from making contributions to:

· the officer’s re-election campaign

· a candidate for that officer’s office

· a committee controlled by the officer or candidate.

The negotiation period begins with the first point of contact, either by telephone, in person, or in writing, when a contractor approaches any city officer or employee about a particular contract, or a city officer or employee initiates communication with a potential contractor about a contract.  The negotiation period ends when a contract is awarded or not awarded to the contractor.  Examples of initial contacts include:  (i) a vendor contacts a city officer or employee to promote himself or herself as a candidate for a contract; and (ii) a city officer or employee contacts a contractor to propose that the contractor apply for a contract.  Inquiries for information about a particular contract, requests for documents relating to a Request for Proposal, and requests to be placed on a mailing list do not constitute negotiations.

Violation of Section 1.126 may result in the following criminal, civil, or administrative penalties:


a)  Criminal.  Any person who knowingly or willfully violates section 1.126 is subject to a fine of up to $5,000 and a jail term of not more than six months, or both.


b)  Civil.  Any person who intentionally or negligently violates section 1.126 may be held liable in a civil action brought by the civil prosecutor for an amount up to $5,000.


c)  Administrative.  Any person who intentionally or negligently violates section 1.126 may be held liable in an administrative proceeding before the Ethics Commission held pursuant to the Charter for an amount up to $5,000 for each violation.

For further information, proposers should contact the San Francisco Ethics Commission at 

(415) 581-2300.

J.
Sunshine Ordinance
In accordance with S.F. Administrative Code Section 67.24(e), contractors’ bids, responses to RFPs and all other records of communications between the City and persons or firms seeking contracts shall be open to inspection immediately after a contract has been awarded.  Nothing in this provision requires the disclosure of a private person’s or organization’s net worth or other proprietary financial data submitted for qualification for a contract or other benefits until and unless that person or organization is awarded the contract or benefit.  Information provided which is covered by this paragraph will be made available to the public upon request.

K.
Public Access to Meetings and Records

If a proposer is a non-profit entity that receives a cumulative total per year of at least $250,000 in City funds or City-administered funds and is a non-profit organization as defined in Chapter 12L of the S.F. Administrative Code, the proposer must comply with Chapter 12L.  The proposer must include in its proposal (1) a statement describing its efforts to comply with the Chapter 12L provisions regarding public access to proposer’s meetings and records, and (2) a summary of all complaints concerning the proposer’s compliance with Chapter 12L that were filed with the City in the last two years and deemed by the City to be substantiated.  The summary shall also describe the disposition of each complaint.  If no such complaints were filed, the proposer shall include a statement to that effect.  Failure to comply with the reporting requirements of Chapter 12L or material misrepresentation in proposer’s Chapter 12L submissions shall be grounds for rejection of the proposal and/or termination of any subsequent Agreement reached on the basis of the proposal.  

L.
Reservations of Rights by the City
The issuance of this RFP does not constitute an agreement by the City that any contract will actually be entered into by the City.  The City expressly reserves the right at any time to:

1.

Waive or correct any defect or informality in any response, proposal, or proposal procedure;

2.
Reject any or all proposals;

3. Reissue a Request for Proposals;

4. Prior to submission deadline for proposals, modify all or any portion of the selection procedures, including deadlines for accepting responses, the specifications or requirements for any materials, equipment or services to be provided under this RFP, or the requirements for contents or format of the proposals; 

5.
Procure any materials, equipment or services specified in this RFP by any other means; or

6.
Determine that no project will be pursued.

M.
No Waiver

No waiver by the City of any provision of this RFP shall be implied from any failure by the City to recognize or take action on account of any failure by a proposer to observe any provision of this RFP.
VII.  Contract Requirements

A.
Standard Contract Provisions
The successful proposer will be required to enter into a contract substantially in the form of the Agreement for Professional Services, attached hereto as Appendix C.  Failure to timely execute the contract, or to furnish any and all certificates, bonds or other materials required in the contract, shall be deemed an abandonment of a contract offer.  The City, in its sole discretion, may select another firm and may proceed against the original selectee for damages.

Proposers are urged to pay special attention to the requirements of the Minimum Compensation Ordinance (§ B in the Agreement), the Health Care Accountability Ordinance (§ C in the Agreement), and the First Source Hiring Program (§ D in the Agreement), and applicable conflict of interest laws (§ D in the Agreement), as set forth in paragraphs B, C, D and E below.

B.
Minimum Compensation Ordinance (MCO)

The successful proposer will be required to agree to comply fully with and be bound by the provisions of the Minimum Compensation Ordinance (MCO), as set forth in S.F. Administrative Code Chapter 12P.  Generally, this Ordinance requires contractors to provide employees covered by the Ordinance who do work funded under the contract with hourly gross compensation and paid and unpaid time off that meet certain minimum requirements.  For the contractual requirements of the MCO go to the Office Of Contract Administration web site.

Note that the gross hourly compensation for covered employees for For-Profit entities is $10.77 beginning January 1, 2005.

The MCO rate for non-profit corporations and government entities shall remain at $9.00.

Additional information regarding the MCO is available on the web at www.sfgov.org/olse.

C.
Health Care Accountability Ordinance (HCAO)

The successful proposer will be required to agree to comply fully with and be bound by the provisions of the Health Care Accountability Ordinance (HCAO), as set forth in S.F. Administrative Code Chapter 12Q.  Contractors should consult the San Francisco Administrative Code to determine their compliance obligations under this chapter.  Additional information regarding the HCAO is available on the web at www.sfgov.org/olse.

D.
First Source Hiring Program (FSHP)

If the contract is for more than $50,000, the successful proposer will be required to agree to comply fully with and be bound by the provisions of the First Source Hiring Program ordinance, as set forth in S.F. Administrative Code Chapter 83.  Generally, this ordinance requires contractors to notify the First Source Hiring Program of available entry level jobs and provide the Workforce Development System with the first opportunity to refer qualified individuals for employment.

Contractors should consult the San Francisco Administrative Code to determine their compliance obligations under this chapter.  Additional information regarding the FSHP is available on the web at www.sfgov.org/moed/fshp.htm.

E.  Conflicts of Interest
The successful proposer will be required to agree to comply fully with and be bound by the applicable provisions of state and local related to conflicts of interest including Section 15.103 of the City's Charter, Article III, Chapter 2 of City's Campaign and Governmental Conduct Code, and Section 87100 et seq. and Section 1090 et seq. of the Government Code of the State of California.  The successful proposer will be required to acknowledge that it is familiar with these laws; certify that it does not know of any facts that constitute a violation of said provisions; and agree to immediately notify the City if it becomes aware of any such fact during the term of the Agreement.

Individuals who will perform work for the City on behalf of the successful proposer might be deemed consultants under state and local conflict of interest laws.  If so, such individuals will be required to submit a Statement of Economic Interests, California Fair Political Practices Commission Form 700, to the City within ten (10) calendar days of the City notifying the successful proposer that the City has selected the proposer.
VIII.  Protest Procedures

A.
Protest of Non-Responsiveness Determination
Within five (5) working days of the City's issuance of a notice of non-responsiveness, any firm that has submitted a proposal and believes that the City has incorrectly determined that its proposal is non-responsive may submit a written notice of protest.  Such notice of protest must be received by the City on or before the fifth (5th) working day following the City's issuance of the notice of non-responsiveness.  The notice of protest must include a written statement specifying in detail each and every one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the proposer, and must cite the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In addition, the protestor must specify facts and evidence sufficient for the City to determine the validity of the protest.

B.
Protest of Contract Award

Within five (5) working days of the City's issuance of a notice of intent to award the contract, any firm that has submitted a responsive proposal and believes that the City has incorrectly selected another proposer for award may submit a written notice of protest.  Such notice of protest must be received by the City on or before the fifth (5th) working day after the City's issuance of the notice of intent to award.

The notice of protest must include a written statement specifying in detail each and every one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the proposer, and must cite the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In addition, the protestor must specify facts and evidence sufficient for the City to determine the validity of the protest.

C.
Delivery of Protests


All protests must be received by the due date.  If a protest is mailed, the protestor bears the risk of non-delivery within the deadlines specified herein.  Protests should be transmitted by a means that will objectively establish the date the City received the protest.  Protests or notice of protests made orally (e.g., by telephone) will not be considered.  Protests must be delivered to:






Lonnie S. Holmes, MPA






SF Juvenile Probation Department






375 Woodside Ave.  #209






San Francisco, Calif. 94127

Appendix B

Standard Forms

The requirements described in this Appendix are separate from those described in Appendix A.

Before the City can award any contract to a contractor, that contractor must file four standard City forms (items 1-3 on the chart).  Because many contractors have already completed these forms, and because some informational forms are rarely revised, the City has not included them in the RFP package.  Instead, this Appendix describes the forms, where to find them on the Internet (see bottom of page 2), and where to file them.  If a contractor cannot get the documents off the Internet, the contractor should call (415) 554-6248 or e-mail Purchasing (purchasing@sfgov.org) and Purchasing will fax, mail or e-mail them to the contractor.

If a contractor has already filled out items 1-3 (See note under item 3.) on the chart, the contractor should not do so again unless the contractor’s answers have changed.  To find out whether these forms have been submitted, the contractor should call Vendor File Support at (415) 554-6702.  

If a contractor would like to apply to be certified as a local business enterprise, it must submit item 5.  To find out about item 5 and certification, the contractor should call Human Rights Commission at (415) 252-2500.

See web links to forms on the next page.

	Item
	Form Name and Internet Location
	Form

Number
	Description
	Return the Form to;

For more information

	
	
	
	
	

	1.
	Request for Taxpayer Identification Number and Certification

http://www.sfgov.org/oca/purchasing/forms.htm
http://www.irs.gov/pub/irs-fill/fw9.pdf


	W-9
	The City’s City needs the contractor’s taxpayer ID number on this form.  If a contractor has already done business with the City, this form is not necessary because the City already has the number.
	Office of Contract Admin.

Purchasing Division

City Hall, Room 430

San Francisco, 

CA  94102-4685

(415) 554-6743

	
	
	
	
	

	2.
	Business Tax Declaration

http://www.sfgov.org/oca/purchasing/forms.htm

	P-25
	All contractors must sign this form to determine if they must register with the Tax Collector, even if not located in San Francisco.  All businesses that qualify as “conducting business in San Francisco” must register with the Tax Collector.
	Office of Contract Admin.

Purchasing Division

City Hall, Room 430

San Francisco, 

CA  94102-4685

(415) 554-6718

	
	
	
	
	

	3.
	S.F. Administrative Code Chapters 12B & 12C Declaration:  Nondiscrimination in Contracts and Benefits

 http://www.sfgov.org/oca/purchasing/forms.htm - In Vendor Profile Application


	HRC-12B-101
	Contractors tell the City if their personnel policies meet the City’s requirements for nondiscrimination against protected classes of people, and in the provision of benefits between employees with spouses and employees with domestic partners.  Form submission is not complete if it does not include the additional documentation asked for on the form.  Other forms may be required, depending on the contractor’s answers on this form.  (Note: Contract-to-Contract Compliance status vendor must fill out this form each time contracting with the City.)
	Human Rights Comm.

25 Van Ness, Suite 800

San Francisco, 

CA  94102-6059

(415) 252-2500

	
	
	
	
	

	4.
	HRC LBE Certification Application

http://www.sfgov.org/oca/purchasing/forms.htm - In Vendor Profile Application


	
	Local businesses complete this form to be certified by HRC as LBEs.  Certified LBEs receive a bid discount pursuant to Chapter 14B when bidding on City contracts.  To receive the bid discount, you must be certified by HRC by the proposal due date.
	Human Rights Comm.

25 Van Ness, Suite 800

San Francisco, 

CA  94102-6059

(415) 252-2500



	
	
	
	
	

	5.
	Insurance Requirements

http://www.sfgov.org/oca/purchasing/add-forms.htm

	P-607
	Contain general information about insurance requirements applicable to some City proposals.  It shows the types of insurance and coverage amounts the City may require of the successful proposer, but check the RFP for specific requirements.
	It may be required from the successful proposer—see requirements in the RFP.

	
	
	
	
	

	6.
	Payment (Labor and Material) Bond

http://www.sfgov.org/oca/purchasing/add-forms.htm

	
	If the RFP requires a Payment (Labor and Material) Bond from the awarded contractor, discuss this form with your insurance carrier.
	It may be required from the successful proposer—see requirements in the RFP.

	
	
	
	
	

	7.


	Performance Bond

http://www.sfgov.org/oca/purchasing/add-forms.htm

	
	If the RFP requires a Performance Bond from the awarded contractor, discuss this form with your insurance carrier.
	It may be required from the successful proposer—see requirements in the RFP.


Where the forms are on the Internet

Office of Contract Administration


Homepage:
http://www.sfgov.org/oca/
Purchasing forms:
http://www.sfgov.org/oca/purchasing/forms.htm
Human Rights Commission 


Search for HRC forms under HRC Homepage:  www.sfhrc.org  
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