GENERAL INSTRUCTIONS TO AGENCIES APPLYING FOR 2017 FUNDING

FROM RACINE COUNTY HUMAN SERVICES

1. DEADLINE:
Bid and Program Specification proposals are due no later than 12:00 p.m. (noon) on Friday, October 2, 2016.
Proposals may be mailed or delivered to:

Human Services Department

1717 Taylor Avenue

Racine, Wisconsin 53403

Attention:  Contract Services


If mailed, proposals should be sent registered mail.  Proposals delivered to HSD should be left at the 1 South Reception Desk, Human Services Department entrance of the Racine County Dennis Kornwolf Service Center. A dated receipt will be given upon request for all proposals delivered to the Department.

Applicants are encouraged to submit proposals on-line to:  HSDProposals@goRacine.org.  You will be mailed a receipt.
Applicants are reminded to carefully examine the proposal and specifications.  If the applicant does not fully understand the RFP or is in doubt as to the County’s ideas or intentions concerning any portion of the Proposal, the applicant shall submit any/all questions in writing to Mary Perman, Contract Monitor, by Friday, September 16, 2016 either by fax or e-mail for interpretation or correction of any of the printed material.


Fax:  
(262)638-7000



E-mail:
HSDProposals@goRacine.org
Answers to all questions will be sent to known respondents by September 23, 2016 in the form of an addendum.  Any addenda will be posted on Racine County Human Services Department’s website www.racinecounty.com/government/human-services/ under Contracts and Budget.
Any changes made to the RFP after posting will be issued via addenda to all known respondents and if necessary, an extension will be made to the proposal opening date.  The original RFP and any addenda will be posted to the Racine County Human Services Department website http://racinecounty.com/government/human-services/contracts-and-budget) under Contract Proposal.  Applicants are responsible for checking this website for any future addenda prior to the deadline.  All addenda must be signed and returned with your submitted proposal as specified in the addenda. Applicants who do not return the addenda may have their proposals rejected.  If you are unable to access the internet, contact Racine County Human Services Department Contract Services at (262)638-6650 for a hard copy.


2. Applicants who are mailing or hand delivering non-competitive proposals must submit one (1) copy of the applicable Bid/Program Specification with the original application and one copy (total 2 application packets).   Agencies that are submitting competitive bid applications, must submit (4) copies of the application and one original (total 5 application packets).  Applications must be typed on the application form. Additional pages should be typed on white paper not to exceed 8-1/2" x 11".  Binders or folders are not permitted.

3. Based on what is advantageous to the County, the Racine County Human Services Department reserves the right to accept or reject any or all proposals received; to cancel in part or its entirety the RFP; to rebid any or all parts of the RFP if proposals received are not acceptable.

4. All agencies submitting competitive bids will be notified of HSD's intent to contract by November 1, 2016.  Unsuccessful agencies will also be notified at this time.

3. Proposals not meeting the deadline indicated above will not be considered.  Unless requested by HSD, no additional information will be accepted from an applicant agency after the deadline for submittal.

4. If you are applying under more than one bid or program specification you must complete a separate Section C Proposal Narrative.  Incomplete applications will not be considered for funding.

5. Racine County is not responsible for any costs incurred in replying to any RFP.

6. Racine County Human Services operates under specific administration policies that define policies and procedures for contract services.  They are the following:

a. All agencies awarded contracts will maintain a double-entry bookkeeping system on a modified-accrual basis.  (See Allowable Cost Policy & Provider Agency Audit Guide.)

b. In accordance with s.s.46.036  the purchase of professional services, there is no need for a formal audit.  However, in the event that any costs appear to be inconsistent with industry norms, the purchaser reserves the right to request documentation of billed expenses and conduct an Audit Review.

c. Upon completion of the audit review by Purchaser, if Provider received funds in excess of actual allowable costs or actual unit costs, or if Purchaser has identified disallowed costs, Provider shall refund excess monies to Purchaser. If Provider fails to return funds paid in excess, Purchaser shall recover the money from subsequent payments made to Provider or Purchaser can use any other remedy provided by law.

d. All agencies awarded contracts must comply with reporting requirements of the Human Services Department; the Contract Administration Manual; State Allowable Cost Policies.

e. All agencies awarded contracts must comply with budget criteria in that Management & General expenses do not exceed 10%.
f. All agencies awarded contracts must comply with the uniform schedule of fees as defined in s.46.03 (18) Wis. Stats. and Administrative Code HSS 1.01-1.06.  All agencies awarded contracts for the Comprehensive Older Americans Act Amendments shall comply with the requested donation requirements.

g. All agencies awarded contracts shall keep in force a liability insurance policy issued by a company authorized to do business in the State of Wisconsin and licensed by the Wisconsin Insurance Department.  Upon execution of a contract, agency will provide Racine County with written verification of the existence of such insurance.  Racine County, and its officers and employees shall be listed as additional named insured.
h. All agencies awarded contracts shall comply with applicable civil rights/affirmative action policies in hiring and promotion of employees and the delivery of services.  Upon execution of a contract, the agency will provide Racine County with a current copy of the applicable policy, as well as the Civil Rights Letter of Assurance.

i. The vendor shall complete criminal background checks on required staff prior to starting work for the County.  The Vendor shall confirm in writing to the County’s requesting Division Manager that they have successfully conducted the background checks prior to the commencement of work and that the Vendor will not use any staff for which background checks have revealed factors that make them unsuitable for the activity to be undertaken for the County.  This includes replacement staff.  These background checks, when required, will be performed at the Vendor’s expense.  All records received as a result of the background checks are to be retained by the Vendor for the duration of the staff’s assignment at the County.
The County reserves the right to request the results of the background checks and/or to do additional background checks on their own.

The County reserves the right to require immediate removal of any Vendor employee from County service it deems unfit for service for ANY reason not contrary to law.  This right is non-negotiable and the Vendor agrees to this condition by accepting this Contract. 

j. All contracted employees must successfully complete drug screening, driver’s license checks and reference checks.  Driver’s license checks will be performed once a year for applicable staff.  
k. Racine County may request applications, resumes and interviews.  The County reserves the right to reject any contract staff if, at the County’s discretion, the person’s skill level does not meet the job qualifications.

l. All contracted staff shall be required to follow Racine County Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.

m. Vendor agrees to use reasonable efforts to ensure the continuity of staff assigned to perform services under this contract.  In the case of vendor employee absence due to planned vacation, training or other reasons, Vendor will make every effort to provide support if requested by County.

n. All staff shall be employed by the Vendor.  The Vendor shall be responsible for the payment of all wages, all 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 furnished under this agreement.  The Vendor shall also comply with all other laws related to employees, such as wage and hour laws, safety and health requirements, and any and all other employer requirements.

o. The County will not be considered a joint employer of the Vendor’s employees under this contract.  Furthermore, the County will not be liable, either jointly or severally, for violations of the Fair Labor Standards Act (FLSA).  Specifically, the Vendor shall:

1. Determine the FLSA Status (exempt or non-exempt) status of their employees.

2. Keep track of the total hours its employees actually work, for all employees, in each work week.

3. Compute and pay its employee’s worker’s wages, including overtime benefits.

4. Maintain FLSA required records for its workers.

5. Serve as the employer for the purposes of family medical leave and all other applicable employment laws.

p. Travel with personal vehicles may be required for some positions.  Vendor shall reimburse contracted staff for mileage in personal vehicles at the prevailing federal reimbursement rate that is in affect during the time of travel.  The staff is responsible for any and all parking costs.
q. Vendor shall be responsible for all performance evaluations and discipline.

r. Vendor shall maintain all employment records.

s. Vendor shall be responsible for withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions.
t. In order to ensure continuity, all agencies awarded contracts must be willing to abide by the salary and PTO time structure established by Racine County Human Services.

specific program proposal Instructions

This proposal packet and the accompanying program budget worksheet is intended to be used for agencies applying for funding for employer of record for contracted staffing and payrolling services. 

For agencies applying for CBRF or AFH, please use the proposal packet labeled HSD Residential RFP application.  If you are applying for nonresidential programs, please use the Nonresidential application and instructions.  If you are applying to provide transportation to and from a day service or other type of work program, you must also complete the Specialized Transportation Packet.
Agencies may submit one proposal covering more than one program.  A completed proposal will include:

A. Proposal Signature Sheet—submit one sheet for your proposal

B. Agency Documentation—submit one for your proposal

C. Proposal Narrative—a separate one must be submitted for each program in your proposal

D. Staff Costs - Excel spreadsheet 
Please note that not all of the parts within a section have to be completed if you are responding only to a program, and not a competitive bid specification. 

Section D Program Budget is a separate Excel Spreadsheet.  It is available on the HSD web site.  If, for any reason, you cannot access it, or you do not have Excel, please contact Mary Perman at 638-6693 for a printed copy.  Instructions for completing the Program Budget worksheet are included as part of this document.


Section A.
Proposal Signature Sheet


The Proposal Signature Sheet is attached to the RFP form and will serve as the cover page of the proposal.


Section B.
Agency Documentation


1.
Agency Description (Complete this section only if you are responding to a competitive bid or have not had a contract with Racine County during the previous contract year.)


Provide a concise statement of the agency mission and goals as well as a brief history of the organization.  Include information on agency formation and describe the highlights of agency's achievements.  Describe if you are organized as a non-profit or for-profit agency. Describe your commitment to cultural diversity.



2.
Organization Chart



Provide a copy of the organization chart of the agency.



3.
County Employee Disclosure



Each applicant shall submit a list of all Racine County employees or former employees to whom the agency paid a wage, a salary or independent consultant fee during the preceding one and one half years.



4.
Agency and Subsidiary Affiliations



If the agency is a subsidiary or an affiliate of another business entity, provide the name of the parent company and list of affiliated enterprises.



5.
Licenses and Accreditation



Copies of all current licenses and accreditations held or required for staff and/or the organization.


Section C.
Proposal Narrative Requirements:


Agency’s proposal narrative will include the items below:

1. Previous Experience as Employer of Record Provider:
Discuss the agency’s experience as an Employer of Record Provider.  Include employee retention rates and non-health care benefits for employees.
1. Recruitment and Hiring:
a. Explain recruitment and interview process, including advertising sources
b. What is your typical timeline from the time the position is vacated to time the position is filled.
2. Human Resource Services and Support:
a. Explain agency’s new employee orientation

b. Explain any ongoing trainings provided to staff

c. Explain performance review process

d. Explain discipline procedures

e. Explain termination procedures
3. Compliance with Contract Terms and Conditions

a. State your firm’s compliance with the Contract Terms and Conditions as listed in the Program/Bid Specification.

b. Any desired exceptions to the terms and conditions of the RFP must be addressed to the specific paragraph where a conflict exists.  If exceptions are taken, cite the paragraph involved, the exception taken, and state alternative language acceptable to the applicant.

c. Vendor shall provide Racine County Human Services Department with a financial statement, including statements of operations, balance sheets, and statements of cash flows for the last two fiscal years upon request.


Section D.

Contract Costs:
The budget proposed by the Provider for the selected programs shall include all costs associated with the operation of this component.  The information sought in this section is designed to provide detailed information on the proposed program budget(s).
1. Health Insurance Costs

a. Vendor shall provide a detailed description of employer-related health insurance costs for all plans available, including both single and family coverage.

b. Vendor shall include a detailed description of employee health insurance costs, to include premiums, co-pays and deductibles and any other costs for both single and family coverage for all plans available. 
2. Staff Costs
Budget Sheet entitled “Employer of Record Budget Worksheet-Competitive Bid” located on the Racine County Human Services Department (/www.hsd.racineco.com) under “Contracting” must be completed and submitted with application.
There is one worksheet within the document for each of the programs that are out for competitive bid.  Complete the worksheet for the program(s) you are bidding on by completing the payroll taxes and fringe costs for each of the job positions listed under the Program.  Each position will have a line for single, family coverage and no health insurance.  
i

