2017 PROGRAM SPECIFICATION

Professional Services Group, Inc.
PROGRAM #:   
604
STANDARD PROGRAM:  Employer of record Workshop Instruction



TARGETPOP: 
WIOA/Children First
ACCOUNT #:     
1541808
 2017   UNITS   Actuals

CLIENTS
N/A


ALLOCATION

TBD
UNIT DEFINITION:





Actual Expenses
FUNDING SOURCE(S):




WIOA, Children First, NEG
GEOGRAPHICAL AREA TO BE SERVED:

Racine County

DAYS/HRS OF SERVICE AVAILABILITY:

8:00 a.m. – 8:00 p.m.
DEFINITION OF CLIENT ELIGIBILITY:


Funding source participants


MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage


-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records


-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.

PROGRAM DESCRIPTION:

WDC Workshop Instruction
Vendor will provide contracted staff and pay rolling services for the following positions:

The Provider will employ 2.0 F.T.E. staff for Educational Services.  The team members will report to the team leader of the Educational Team.  The Provider will employ sufficient staff who are proficient in the Spanish language when need.
The Provider will be responsible for the development, coordination, marketing and delivery of a full range of workshop instruction at Racine County Workforce Solutions.  Provider will be responsible for providing adequate WS-based instructors to conduct a 120 hours of instruction per month covering topics relevant to core job seeking skills, job retention and career development.  These workshops will be scheduled to cover morning, afternoon and evening hours at WS and should be varied enough to provide information to a full range and skill level of job seekers.
In addition, sessions will be conducted in Burlington as needed.  Provider will conduct or arrange for program orientations and coordination/arranging/ scheduling of community resource presentations for job seekers at the center, including in-house staff presentations.

Direct customer input from satisfaction surveys will be completed on a monthly basis and reported to the Manger.  Monthly reports must be submitted no later than 15 days after the end of each month.

Provider will be responsible for preparing and distributing monthly calendars or other promotional materials to all appropriate organizations and staff.  Materials must be printed and distributed in a timely manner.  Marketing of the workshops will include distribution to local media outlets.  Weekly information shall be distributed to the Journal Times for publication.
The instructional staff, which will be located at Workforce Solutions, will participate in the functional team design and comply with all of the policies and procedures in place at the Racine County Dennis Kornwolf Service Center and WS.  WS will provide the staff with appropriate office space, telephone, printing, postage, office supplies, computer hardware and software and computer support.

Provider will:

 Maintain workshop information on WS  website.
 Maintain attendance for workshops.

 Provide a certificate of completion for each workshop participant (at the end of each workshop).  This certificate should be unique and difficult to reproduce on a copy machine.

 Survey customer satisfaction after each workshop.

 Provide monthly reports to the functional team leader.  Monthly reports are due 15 days after the end of each month.

The Provider will assist in identifying and implementing strategies to facilitate the utilization of WS by inner city residents.  The Provider will identify subject matter experts from the community who are willing to present workshops at WS within the three workshop categories (Career Development, Job Search and Personal Growth).  No less than 6 workshop subjects shall be presented by guest subject matter experts during the year.

EVALUATION OUTCOMES:

1.  Minimum of 120 hours of instruction by workshop staff per month. Workshops are to be conducted at WS, business and the community and delivered at times that meet the customer’s needs.
2.  Monthly calendars and materials are available and distributed at least 15 days prior to the 1st of each quarter.
3.  The website is updated in a timely fashion.

4.  Customer satisfaction surveys are compiled and reported on a monthly basis with 95% customer satisfaction.
5.  Monthly reports are submitted within 10 days after the end of each month.

6.  The Provider, as the employing entity, will support the compliance of RCDKSC and WS policies and procedures by their staff.

7.  100% of the time, the positions funded through this contract will be filled with effective staff.

An Evaluation Outcome Report must be submitted to the WS  Manager and HSD Coordinator of Contract Services by 2/1/18.

Issued by Racine County Human Services Department.

August 2016
Date


