TO:

Superintendents of Schools

FROM: 
George A. Coleman, Associate Commissioner



Division of Educational Programs and Services

DATE: 

September 30, 2003

SUBJECT: 
REQUEST FOR PROPOSALS (RFP) # 146 Community Service Programs

The State Department of Education, Bureau of Early Childhood, Family and Student Services is pleased to announce the enclosed RFP for Community Service Programs, which will provide funding for collaboratively developed programs (i.e., by the school district and collaborating agencies) in five eligible school districts through June 30, 2005.  Your school district has been identified as an eligible grant applicant for the enclosed Request for Proposals (RFP).  (See attachment A for a list of school districts eligible to apply, and criteria for identification.)

The purpose of the Community Service Program is to enable school districts and community-based organizations to develop, implement and coordinate community services programs for students expelled or suspended from school.  The goal is to provide expelled or suspended students with the opportunity to engage in meaningful activities while out of school, to help them avoid negative behavior, and to teach them the value of service to others and to their communities.

Applications are due by 4:30 PM, Friday, October 31, 2003.  Applicants are advised to read and follow all directions carefully and submit completed, properly signed proposals for each project application.  Proposals (the original signed proposal plus three copies), IRRESPECTIVE OF POSTMARK DATE, must be received by 4:30 PM on Friday, October 31, 2003.  Facsimile (“faxed”) copies of applications will not be accepted. EXTENSIONS WILL NOT BE GIVEN. 

Proposals may be mailed or delivered to:

Paul F. Flinter, Chief

Bureau of Early Childhood, Family and Student Services

Connecticut State Department of Education

25 Industrial Park Road

Middletown, Connecticut 06457

Contracts will be awarded through a competitive process for five school-based projects.  I am requesting that you share this information with the appropriate administrative and professional staff, and potential collaborating partner agencies in your community. 

Bob Lichtenstein, Division education consultant, is the contact person for information or assistance concerning this Request for Proposal.  He can be reached at bob.lichtenstein@po.state.ct.us or (860) 807-2042.

We are pleased to make this grant program available and look forward to receiving your proposals. 

GAC: bl

Enclosures

CONNECTICUT STATE DEPARTMENT OF EDUCATION

DIVISION OF EDUCATIONAL PROGRAMS AND SERVICES

BUREAU OF EARLY CHILDHOOD, FAMILY AND STUDENT SERVICES 

Request for Proposals

Safe and Drug-Free Schools and Communities Act

Community Service Program

Pursuant to Subpart 2 of Title IV

Elementary and Secondary Education Act of 1965 

as amended by the No Child Left Behind Act of 2001

Public Law 107-110

Purpose:  To enable Local Education Agencies and collaborating partners (community-based organizations and/or non-profit youth serving organizations) to implement and coordinate programs under which students expelled or suspended from school perform community service.

SUBMISSION DEADLINE:  Friday, October 31, 2003

Proposals must be received, NOT POSTMARKED, by 4:30 p.m. 

on Friday, October 31, 2003.  
The State Department of Education reserves the right to make necessary policy changes after proposals are submitted and to negotiate awards with potential recipients.
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Connecticut State Department of Education

Mark A. Stapleton

Acting Commissioner of Education
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IT IS THE POLICY OF THE CONNECTICUT STATE BOARD OF EDUCATION THAT NO PERSON SHALL BE EXCLUDED FROM PARTICIPATION IN, DENIED THE BENEFITS OF, OR OTHERWISE DISCRIMINATED AGAINST UNDER ANY PROGRAM INCLUDING EMPLOYMENT, BECAUSE OF RACE, COLOR, RELIGIOUS CREED, SEX, AGE, NATIONAL ORIGIN, ANCESTRY, MARITAL STATUS, SEXUAL ORIENTATION, MENTAL RETARDATION, AND PAST/PRESENT HISTORY OF MENTAL DISORDER, LEARNING DISABILITY AND PHYSICAL DISABILITY.

CONTENTS












      Page #
SECTION I.  SPECIFICATIONS

A. What is the Community Service Program?




    1

B. Who is eligible to apply for Community Service Program contracts?
    1

C. What are the contract amounts to be awarded, and their duration?

    1

D. What are the expectations for the Community Service Program?

    2

E. What are the application contents?






    2


1. Overall content


2. Application narratives


3. Budget and budget narrative


4. Support letters


5. Attestations


6. Statements, certifications, and assurances


F. What is the statewide support services option?




    5

G. What is the review process?







    6

H. Who has management control of the program?




    7

I. What is the deadline for submission of application materials?


    7

J. What affirmative action requirements must be satisfied?


    7

K. What are the obligations of a contract recipient?




    7

L. What does the Freedom of Information Act allow?



    8

M. Who should be contacted for consultative assistance?



    8

SECTION II.  APPLICATION MATERIALS

A. Contract Cover Page
    







    9

B. Abstract Page Format






    

  10   

APPENDICES







     
      Page #
Appendix A – List of Eligible School Districts/Communities


  11

Appendix B – Budget Form (ED 114) and Budget Codes



  12

Appendix C – Evaluation Criteria:  Reviewers’ Rating Form


  17

Appendix D – Affirmative Action Packet





  21

Appendix E – Certification Regarding Debarment, Suspension,


  39



Ineligibility and Voluntary Exclusion

Appendix F – Statement of Assurances





  41

Appendix G – Annie E. Casey Foundation Statement



  46

I.  SPECIFICATIONS

A. What is the Community Service Program?

The purpose of the Community Service Program is to enable Local Educational Agencies (LEAs) or community-based organizations (CBOs) to implement and coordinate programs under which students suspended or expelled from school perform community service during the period of suspension or expulsion consistent with state law.  The goal of this program is to provide suspended and expelled students with the opportunity of engaging in meaningful activities during their absence from regular school; to help them avoid negative behavior; and to teach them the value of service to others and their communities.

B. Who is Eligible to Apply for Community Service Program Contracts?

The State Department of Education may enter into contracts with collaborative partnerships between the LEAs identified on the attached list of eligible school districts (see Appendix A) and community-based organizations (CBOs) located within those eligible communities—including Youth Service Bureaus (YSBs) and faith-based organizations—or public or private non-profit youth serving organizations.  Eligible school districts were identified based on the criterion of over five percent of the student population receiving multiple suspensions/ expulsions in school year 1999-2000.  The suspension and/or expulsion of students must be in accordance with Connecticut General Statute Sections 10-233a to 10-233k, inclusive. 

Applicants are invited to submit a proposal to (1) operate programs that provide community service opportunities to suspended or expelled students, or (2) provide capacity-building services, such as training or technical assistance, as specified in this RFP.  Entities currently operating community service programs may submit proposals to significantly expand or enhance existing programs in ways that are consistent with the specifications in this RFP.

C. What are the Contract Amounts to be Awarded, and their Duration? 

There will be two funding periods under this contract, with a total of approximately $981,000 available for this competitive application.  Five (5) separate contracts will be awarded on a competitive basis.  For each funding period, a maximum amount of $100,000 will be awarded.  The first budget period will run from approximately December 1, 2003 through June 30, 2004, with all funds to be expended by June 30, 2004.  The second contract period runs through June 30, 2005.  Funds for the second budget period may be expended prior to June 30, 2004, and must be expended by June 30, 2005.  The State Department of Education may enter into contracts with eligible vendors, that is, LEAs, community based organizations (including YSBs and faith-based organizations), or public or private non-profit entities.  

D. What are the Expectations for the Community Service Program?

Section 4126 of the Safe and Drug-Free Schools and Communities Act (SDFSCA) authorizes States to carry out programs under which students suspended or expelled from school perform community service during their period of suspension or expulsion consistent with state law.  Community service programs are characterized by mandatory or voluntary activities that are not based on curriculum and can be arranged through school, community agencies, or private entities.  The services can encompass a variety of activities, including, but not limited to volunteering at a local homeless shelter, community clean-up, tutoring younger children, or working with the elderly.  These activities may or may not be related to a student’s future career choice.  Under this program, community service experiences are not curriculum-based, do not contain specific learning objectives, and do not allow its participants to earn course credit toward graduation.  Examples of allowable program activities include, but are not limited to:

· Promoting awareness of effective community service programs that can serve suspended and expelled youth;

· Disseminating information about community service programs to local school districts and communities;

· Hiring program staff to supervise and support students at community service sites;

· Coordinating “alternative education” services with community service programs;

· Establishing comprehensive and collaborative community service programs that include strategies for transitioning suspended and expelled students back into the education mainstream; 

· Developing partnerships that integrate community service into existing community based programs; and

· Collaborating with service-learning initiatives to establish community service opportunities for suspended and expelled students.

The activities described above should not be viewed as the only, or even the best, strategies for LEAs and community-based organizations to employ under the Community Service Program, but are provided to help practitioners consider the range of options available and to stimulate thinking about activities in the context of State and local needs and resources in this area.

E. What are the Application Contents?

1.
Overall Content:

The contract application must include the following completed sections in order for the State Department of Education to consider the application:

Signed Application Cover Page (see p. 9)

Application Abstract (no more than one page; see p. 10)

Table of Contents (one page)

Application Narratives including:

· Statement of Need

· Project Design

· Program Evaluation

· Program Management and Collaboration

Budget ED114 and Budget Narrative

Support Letters

Attestations

Affirmative Action Packet (Appendix D)

Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion (Appendix E)

Statement of Assurances (Appendix F)

Annie E. Casey Foundation Statement, if applicable (Appendix G)

2.  Application Narratives:


Applicant LEAs and community-based organizations must follow the format 


described below.  Use only white 8 ½ x 11-inch paper, 12-point font, double-spaced, stapled or clipped, no binders or folders.

A. Statement of Need (no more than 3 pages)

Briefly describe the applicant’s district and community, and factors that place students at risk of suspension and expulsion.  Provide data to illustrate the nature and scope of the problem (e.g., the percentage of students suspended and expelled, the achievement level of students suspended and expelled, dropout rate).  Describe programs and services currently in place and how they would be linked with, or augmented by, the proposed project.

B. Project Design (no more than 5 pages).  

Provide a description of the project design, including goals, measurable outcomes, program components, and a timeline of major activities.  Indicate how the proposed project is appropriate to, and will successfully address, the needs of suspended or expelled youth.  Describe how the program will improve the learning environment for students.      

Designing and implementing community service programs is a challenging task.  For the purpose of this application, effective community service programs must, at a minimum:

· Be based on sound research and include an evaluation component;

· Be integrated with school-wide efforts to promote a positive school climate;

· Feature a tracking system to ensure that students complete community service requirements and return to the education mainstream in a timely manner;

· Involve schools, community organizations, parents, and students in the design and implementation of the programs;

· Engage youth in meaningful and positive activities;

· Provide troubled students with consistent support, opportunities, and skills for successful futures;

· Transition students back into the education mainstream, clearly communicating and delineating high expectations to the student and his/her family while providing appropriate high levels of support.

To develop and implement programs that are aligned with these principles, multiple community partners (e.g., business, youth-serving organizations, law enforcement, mental health organizations, and religious organizations) must be actively engaged.

C. Program Evaluation (no more than 3 pages)

Provide a description of a feasible and meaningful evaluation plan that will

shape the development of the project from the beginning of the contractual period.  The plan should specify the performance indicators or benchmarks used to monitor the impact of the project on student suspension and expulsion and on other program objectives.  The proposed evaluation design should indicate: (1) what evaluation design and methods will be used; (2) what types of data will be collected; (3) when each type of data will be collected; (4) what instruments will be developed, if necessary, and when; (5) how the data will be analyzed; and (6) what information will be used by the project to monitor progress toward objectives (see Project Design, pp. 3-4).  The State Department of Education reserves the right, upon review of the applicant’s evaluation design, to require grantees to incorporate additional types of evaluation measures.

Provide a statement that annual performance reports summarizing progress towards program objectives will be submitted to the State Department of Education by September 30, 2004 and September 30, 2005.

D. Program Management and Collaboration (no more than 2 pages) 

Describe the proposed project’s administrative structure, including the fiscal agent, project director/principal investigator and staff, advisory committees and outside consultants, if any.  Give the name, title, and a brief statement of the pertinent experience and unique qualifications of the key personnel.  Identify any previous experiences of the agency and personnel in providing similar services.  

List all collaborating partner agencies or institutions that are providing services.  Indicate what collaborative mechanisms or administrative structure will be in place to ensure collaboration among key partners.  Describe how the LEA and community-based organization will sustain the program beyond the contractual year ending June 30, 2005.

3.  Budgets and Budget Narratives (no more than 3 pages) 

The budget forms are provided in the packet and not included in the 3-page count.  Describe the services, activities, materials, etc. for which funds are being requested, specifying the budget code for each (see Appendix B).  Indicate the qualifications and relevant experience of the persons who will provide the services.  Separate budgets must be submitted for the period ending June 30, 2004 and the period ending June 30, 2005.  All funds for the first budget period must be expended by June 30, 2004.  Funds for the second budget period may be expended prior to June 30, 2004 and must be expended by June 30, 2005. 

4.  Support Letters 

Letters of support are required from the following partners:

· Superintendent of Schools (only if the LEA is not the applicant);

· Principals from each building that will be served by the program; and

· Community service providers (preferably, two or more) involved in the project.

5.  Attestations

Provide a statement of attestation that the applicant is willing to access training, technical assistance, and other resources established for the explicit purpose of providing support to contract recipients.

Provide a statement of attestation that the rendering of contract services shall not create any conflict of interest for the applicant.

6. Statements, Certifications, and Assurances

Each submitted proposal must include a completed Affirmative Action Packet, or the signed Certification that an Affirmative Action Packet is currently on file with the Connecticut State Department of Education Affirmative Action Office (Appendix D), the Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion (Appendix E), and the Statement of Assurances (Appendix F).  One of the four (4) copies of the proposal being submitted must bear the original signature of the Superintendent or of an authorized official of the applicant on these forms.  If applicable, the proposal must include the Annie E. Casey Foundation Statement (Appendix G).  

F. What is the Statewide Support Services Option?

Of the five contracts awarded, one (1) contract may be awarded to a highly qualified applicant that, in addition to meeting the direct service requirements of the program (i.e., collaborating in the development and/or operation of a community service program for an eligible LEA), will provide training and technical assistance for all contract recipients.  The applicant may also propose to provide consultation and assistance with evaluation of implemented programs.  Applicants for this particular contract must have prior experience and expertise with the development of community service programs.  Application requirements for this contract are the same as those specified in the Application Contents section (pp. 2-5), with the following two exceptions:

· The application abstract must clearly reflect the intent to provide statewide support services;

· The following two application narratives must be provided in place of narratives II.A through II.D:

E.  Experience and Expertise (no more than 3 pages).

Describe the applicant’s experience and expertise in program development, training and/or technical assistance in the area of community service.  Specify program objectives and outcomes from previous activities, if applicable.  Provide up to three references that can be contacted about the quality of services provided by your agency or organization.   

F.
Proposed Training and Technical Assistance (no more than 3 pages)

Provide a description of the content, format, and extent of support services to be offered, and how the impact of these services will be evaluated.

G. What is the Review Process?

Each LEA or CBO must submit a Community Service Program application in order to compete for Federal funds to support programs under which students expelled or suspended from school perform community service.  The contract application must be received by the State Department of Education, 25 Industrial Park Road, Middletown on or before Friday, October 31, 2003 at 4:30 p.m.  Only one application from each eligible community will be accepted.
Subsequent to October 31, 2003, the State Department of Education will convene a panel of community service and student behavior specialists from state agencies, Youth Service Bureaus, LEAs, and/or other agencies to review all completed applications received by the due date.  Each applicant will be rated according to the evaluation criteria specified in the reviewers’ rating form found in Appendix C.  Note that a separate set of evaluation criteria are provided for scoring applications for the statewide support services option. The State of Connecticut reserves the right not to fund any applicant for statewide support services.  

Every effort will be made to make award decisions, negotiate modifications if necessary, and provide final award notification by December 1, 2003.  The State of Connecticut reserves the right to make awards for less than the amounts requested, or to choose not to fund any applications from this solicitation.

H. Who has Management Control of the Program?

The contract recipient has complete management responsibility for this contract.  While State Department of Education personnel may be consulted for their expertise, they will not be directly responsible for the selection of sub-contractors or vendors, nor will they be directly involved in the expenditure and payment of funds.  The State Department of Education is, however, responsible for program monitoring to ensure compliance with applicable requirements and to ensure that performance goals are being achieved.

I. What is the Deadline for Submission of Application Materials?
Proposals must be received, NOT POSTMARKED, by 4:30 p.m. on Friday, October 31, 2003.  No extension will be granted.  Please submit one original and 3 copies to the following mailing and delivery address:



Bureau of Early Childhood, Family and Student Services



Connecticut State Department of Education



25 Industrial Park Rd.



Middletown, CT 06457

ATTENTION:  Bob Lichtenstein

Facsimile copies of the application will not be accepted.  Only applications with original signatures will be accepted as timely filed.

J. What Affirmative Action Requirements must be Satisfied?

In accordance with the regulations established by the Commission on Human Rights and Opportunities, each applicant is required to have a completed Affirmative Action packet on file with the State Department of Education or must complete the Affirmative Action packet and submit it with this document.

K. What are the Obligations of a Contract Recipient?

All contract recipients are hereby notified that the contract to be awarded is subject to contract compliance requirement as set forth in Connecticut General Statutes Sections 4a-60 and 4a-60a and Sections 4a-68j et seq. of the Regulations of Connecticut Agencies.

Furthermore, the contract recipient must submit periodic reports of its employment and subcontracting practices in such form, in such manner, and in such time as may be prescribed by the Commission on Human Rights and Opportunities.

In accordance with federal Title IX requirements, equitable participation by non-public school students located within the boundaries of the eligible district is applicable to the Community Service Program.

L. What does the Freedom of Information Act Allow?

The information contained in a proposal submitted in response to this application for funding is subject to the provisions of Chapter 3 of the Connecticut General Statutes.  (Public Records and Meetings and Freedom of Information Act (FOIA) Sections 1-200 through 1-241).  The FOIA declares that except as provided by federal law or state statute, records maintained or kept on file by any public agency (as defined in the statute) are public records and every person has the right to inspect such records and receive a copy of such records.

M. Who should be Contacted for Consultative Assistance?
Bob Lichtenstein, Education Consultant, will be available to answer questions concerning the grant application.  He can be reached at bob.lichtenstein@po.state.ct.us or (860) 807-2042. 

II. APPLICATION MATERIALS

This section contains forms to be used in the preparation of the proposal.
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REV. 9/03

Subpart 2 of Title IV, ESEA, No Child Left Behind Act of 2001, Public Law 107-110

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Bureau of Early Childhood, Family and Student Services

COMMUNITY SERVICE PROGRAM


CONTRACT COVER PAGE

Applicant Organization:  




  Town Code:  



Contact Name:                   



Address:  


Town, State & Zip Code:  


Telephone:  


Email Address:  

The undersigned authorized chief administrative official submits this proposal on behalf of the applicant agency, attests to the appropriateness and accuracy of the information contained herein, and certifies that this proposal will comply with all relevant requirements of the state and federal laws and regulations.

In addition, funds obtained through this source will be used solely to support the purpose, goals and objectives as stated herein.

Superintendent’s/

Executive Director’s Signature:  



Name (typed):




Date:




ABSTRACT PAGE FORMAT

(Starting on a separate sheet, provide a one-page, single-spaced abstract of the project.  Insert the abstract immediately following the cover page.)

RFP NAME:

____________________________________________________________

PROJECT DIRECTOR:  _________________________________________________________

APPLICANT ORGANIZATION:  _________________________________________________

TOTAL PROJECT FUNDS REQUESTED:  _________________________________________

Beginning Date: ________________

Ending Date: 6/30/2004
OBJECTIVES: (State briefly the objectives of the project in measurable terms.)

PROJECT DESIGN: (Give a brief description of the overall design or plan of the project.)

APPENDIX A

List of Eligible School Districts/Communities

The State Department of Education has identified the following school districts as eligible to apply for the Community Service Program, based on the criterion of over five percent of all students receiving multiple suspensions/expulsions in school year 1999-2000.
	Ansonia

	Bloomfield

	Bridgeport

	Bristol

	Danbury

	Derby

	East Hartford

	East Haven

	East Windsor

	Hamden

	Hartford

	Killingly

	Manchester

	Meriden

	Middletown

	Montville

	New Britain

	New Haven

	New London

	North Stonington

	Norwich

	Plainfield

	Plymouth

	Putnam

	Regional School District #1

	Regional School District #8

	Regional School District #11

	Seymour

	Sprague

	Sterling

	Torrington

	Vernon

	Vocational Technical School System

	Waterbury

	Watertown

	West Haven

	Windham

	Windsor

	Windsor Locks


APPENDIX B

ED114  FISCAL YEAR 2004                                                BUDGET FORM

	GRANTEE NAME:

                                   TOWN CODE:     



	GRANT TITLE:  SAFE AND DRUG-FREE SCHOOLS AND COMMUNITIES ACT
                         

PROJECT TITLE:  COMMUNITY SERVICE PROGRAM

ACCOUNTING CLASSIFICATION:  FUND: 12060   SPID: 20881 (931)   ACTIVITY: 300000001

DEPARTMENT: SDE64165   CHARTFIELD1: 170003                   



	GRANT PERIOD:  12/01/03 - 6/30/2004         
AUTHORIZED AMOUNT:$



	AUTHORIZED AMOUNT by SOURCE:    

CURRENT DUE: $



	CODES


	DESCRIPTIONS
	       BUDGET AMOUNT



	111B
	TEACHERS
	

	112A
	EDUCATION AIDES
	

	112B
	CLERICAL
	

	119
	OTHERS
	

	200
	PERSONAL SERVICES-EMPLOYEE BENEFITS
	

	321
	TUTORS
	

	322
	IN SERVICE
	

	323
	PUPIL SERVICES
	

	324
	FIELD TRIPS
	

	325
	PARENT ACTIVITIES
	

	330
	OTHER PROFESSIONAL TECHNICAL SERVICES
	

	510
	PUPIL TRANSPORTATION
	

	530
	COMMUNICATIONS
	

	560
	TUITION
	

	580
	TRAVEL
	

	590
	OTHER PURCHASED SERVICES
	

	611
	INSTRUCTIONAL SUPPLIES
	

	612
	ADMINISTRATIVE SUPPLIES
	

	641
	TEXTBOOKS
	

	642
	LIBRARY BOOKS
	

	690
	OTHER SUPPLIES
	

	700
	PROPERTY
	

	890
	OTHER OBJECTS
	

	940
	INDIRECT COSTS (approved districts only)
	

	
	TOTAL
	


           ORIGINAL REQUEST DATE                                                 


                            STATE DEPARTMENT OF EDUCATION      DATE OF

           REVISED REQUEST DATE    PROGRAM MANAGER AUTHORIZATION      APPROVAL

ED114  FISCAL YEAR 2005                                                BUDGET FORM

	GRANTEE NAME:

                                   TOWN CODE:     



	GRANT TITLE:  SAFE AND DRUG-FREE SCHOOLS AND COMMUNITIES ACT
                         

PROJECT TITLE:  COMMUNITY SERVICE PROGRAM

ACCOUNTING CLASSIFICATION:  FUND: 12060   SPID: 20881 (931)   ACTIVITY: 400000001

DEPARTMENT: SDE64165   CHARTFIELD1: 170003                   



	GRANT PERIOD:  12/01/03 - 6/30/2005         
AUTHORIZED AMOUNT:$



	AUTHORIZED AMOUNT by SOURCE:    

CURRENT DUE: $



	CODES


	DESCRIPTIONS
	       BUDGET AMOUNT



	111B
	TEACHERS
	

	112A
	EDUCATION AIDES
	

	112B
	CLERICAL
	

	119
	OTHERS
	

	200
	PERSONAL SERVICES-EMPLOYEE BENEFITS
	

	321
	TUTORS
	

	322
	IN SERVICE
	

	323
	PUPIL SERVICES
	

	324
	FIELD TRIPS
	

	325
	PARENT ACTIVITIES
	

	330
	OTHER PROFESSIONAL TECHNICAL SERVICES
	

	510
	PUPIL TRANSPORTATION
	

	530
	COMMUNICATIONS
	

	560
	TUITION
	

	580
	TRAVEL
	

	590
	OTHER PURCHASED SERVICES
	

	611
	INSTRUCTIONAL SUPPLIES
	

	612
	ADMINISTRATIVE SUPPLIES
	

	641
	TEXTBOOKS
	

	642
	LIBRARY BOOKS
	

	690
	OTHER SUPPLIES
	

	700
	PROPERTY
	

	890
	OTHER OBJECTS
	

	940
	INDIRECT COSTS (approved districts only)
	

	
	TOTAL
	


           ORIGINAL REQUEST DATE                                                 


                            STATE DEPARTMENT OF EDUCATION      DATE OF

           REVISED REQUEST DATE    PROGRAM MANAGER AUTHORIZATION      APPROVAL

Budget Object Codes

I.
General Description


The Connecticut State Department of Education is using object code definitions from the United States Department of Education publication "Financial Accounting for Local and State School Systems."  Per federal definition, an object is used to describe the service or commodity obtained as the result of a specific expenditure.  There are nine major object categories which are defined below.  These major categories use a single digit followed by two zeroes; more specific object classifications replace one or both of the zeroes with other figures. (e.g. The major category "Supplies" is code 600.  At the second level of detail, the code is 610 for "General Supplies", 620 for "Energy Supplies", 630 for "Food Supplies" and 640 for "Books and Periodicals".  At the lowest level of detail, codes 641 and 642 further breakdown "Books and Periodicals" into "Textbooks" and "Library Books", respectively.)


An analysis of object code usage throughout the department has allowed us to develop the attached master budget with 27 object codes of varying levels of detail.  A standard description of each is also provided.  For a specific grant, it may be necessary to modify what can be included in a given object based on your particular grant legislation.  Please review the instructions for specific grant budget development carefully before requesting an ED114 form from the Division of Grants Management.

II.
Major Object Code Definitions


100
Personal Services - Salaries.  Amounts paid to both permanent and temporary grantee employees, including personnel substituting for those in permanent positions. This includes gross salary for personal services rendered while on the payroll of the grantees.


200
Personal Services - Employee Benefits.  Amounts paid by the grantee on behalf of employees; these amounts are not included in the gross salary, but are in addition to that amount.  Such payments are fringe benefit payments and, while not paid directly to employees, nevertheless are part of the cost of personal services.


300
Purchased Professional and Technical Services.  Services which by their nature can be performed only by persons or firms with specialized skills and knowledge.  While a product may or may not result from the transaction, the primary reason for the purchase is the service provided.  Included are the services of architects, engineers, auditors, dentists, medical doctors, lawyers, consultants, teachers, accountants, etc.


400
Purchased Property Services.  Services purchased to operate, repair, maintain, and rent property owned or used by the grantee.  These services are performed by persons other than grantee employees.  While a product may or may not result from the transaction, the primary reason for the purchase is the service provided.


500
Other Purchased Services.  Amounts paid for services rendered by organizations or personnel not on the payroll of the grantee (separate from Professional and Technical Services or Property Services).  While a product may or may not result from the transaction, the primary reason for the purchase is the service provided.

600
Supplies.  Amounts paid for items that are consumed, worn out, or deteriorated through use; or items that lose their identity through fabrication or incorporation into different or more complex units or substances.


700
Property.  Expenditures for acquiring fixed assets, including land or existing buildings, improvements of grounds, initial equipment, additional equipment, and replacement of equipment.

800
Other Objects.  Amounts paid for goods and services not otherwise classified above.


900
Other Uses of Funds.  This series of codes is used to classify transactions which are not properly recorded as expenditures to the grantee but require budgetary or accounting control.  These include redemption of principal and interest on long-term debt, housing authority obligations, and fund transfers.

III.
Master Budget Form Object Code Descriptions/Includable Items


111A

Administrator/Supervisor Salaries




Amounts paid to administrative employees of the grantee not involved in providing direct services to pupils/clients.  Include all gross salary payments for these individuals while they are on the grantee payroll including overtime salaries or salaries paid to employees of a temporary nature.


111B

Teachers




Salaries for employees providing direct instruction/counseling to pupils/clients.  This category is used for both counselors and teachers.  Include all salaries for these individuals while they are on the grantee payroll including overtime salaries or salaries of temporary employees.  Substitute teachers or teachers hired on a temporary basis to perform work in positions of either a temporary or permanent nature are also reported here.  Tutors or individuals whose services are acquired through a contract are not included in the category.  A general rule of thumb is that a person for whom the grantee is paying employee benefits and who is on the grantee payroll is included; a person who is paid a fee with no grantee obligation for benefits is not.


112A

Education Aides




Salaries for grantee employees who assist staff in providing classroom instruction.  Include all gross salaries for these individuals while they are on the grantee payroll including overtime salaries or salaries of temporary employees.


112B

Clerical




Salaries for grantee employees performing clerical/secretarial services.  Include all gross




salaries for these individuals while they are on the grantee payroll including overtime salaries




or salaries of temporary employees.


119


Other





Salaries for any other grantee employee not fitting into objects 111A, 111B, 112A or 112B.





Include the gross salaries for these individuals including overtime salaries or temporary employees.





Included can be janitorial personnel costs, grant activity coordinators' salaries, and food service





personnel.


200


Personal Services - Employee Benefits





Amounts paid by the grantee on behalf of the employees whose salaries are reported in objects





111A, 111B, 112A, 112B or 119.  These amounts are not included in the gross salary, but are in





addition to that amount.  Such payments are fringe benefit payments and, while not paid directly to





employees, nevertheless are part of the cost of personal services.  Included are the employer's cost





of group insurance, social security contribution, retirement contribution, tuition reimbursement,





unemployment compensation and workmen's compensation insurance.


321


Tutors (Instructional Non-Payroll Services)





Payments for services performed by qualified persons directly engaged in providing learning experiences for students.  Include the services of teachers and teachers' aides who are not on the payroll of the grantee.

322


Inservice (Instructional Program Improvement Services)





Payments for services performed by persons qualified to assist teachers and supervisors to 
enhance the quality of the teaching process.  This category includes curriculum consultants, 
inservice training specialists, etc., who are not on the grantee payroll.


323


Pupil Services (Non Payroll Services)





Expense for certified or licensed individuals who are not on the grantee payroll and who assist in solving pupils' mental and physical problems.  This category includes medical doctors, therapists, audiologists, neurologists, psychologists, psychiatrists, contracted guidance counselors, etc.


324


Field Trips





Costs incurred for conducting educational activities off site.  Includes admission costs to educational centers, fees for tour guides, etc.


325


Parental Activities





Expenditures related to services for parenting including workshop presenters, counseling services, baby-sitting services, and overall seminar/workshop costs.


330


Other Professional/Technical Services





Payments for professional or technical services that are not directly related to instructional activities.  Included are payments for data processing, management consultants, legal services, etc.  Do not include the cost of an independent auditor in this category.


331


Audit





Direct cost for the audit of the grant program by an independent auditor.  This category is separated from object code 330 as many grants do not include this cost as an eligible grant expenditure.


400


Purchased Property Services





Expenditures for services to operate, repair, maintain and rent property owned and/or used by the grantee.  These are payments for services performed by persons other than grantee employees.  Most frequently allowed expenditures include:  Rentals - costs for renting or leasing land, buildings, equipment or vehicles; Repair and Maintenance services - expenditures for repairs and maintenance services not provided directly by grantee personnel, including contracts and agreements covering the upkeep of buildings and equipment; and Construction Services (Remodeling and Renovation)-payments to contractors for major permanent structural alterations and for the initial or additional installation of heating and ventilating systems, electrical systems, plumbing systems or other service systems in existing buildings.  Utility services such as cleaning service, disposal service, snow plowing, lawn care, etc. could also be reported in this category.  It is up to the program manager to inform applicants what is an allowable purchased property service under a grant program.  The review of the budget justification should reveal the existence of any unallowable item.


510


Pupil Transportation





Expenditures for transporting pupils to and from school and other activities.  Included are such items as bus rentals for field trips and payments to drivers for transporting handicapped children.


530


Communication





Payments for services provided by persons or businesses to assist in transmitting and receiving messages or information.  This category includes telephone and telegraph services as well as postage machine rental and postage.


560

Tuition




Expenditures to reimburse other educational agencies for instructional services to pupils.


580

Travel





Expenditures for transportation, meals, hotel and other expenses associated with staff travel.  Per diem payments to staff in lieu of reimbursement for subsistence (room and board) are also included.


590


Other Purchased Services





All other payments for services rendered by organizations or personnel not on the GRANTEE payroll not detailed in 510, 530, 560, 580, or 590.  These include:  Insurance Costs (other than employee benefits) - payments for all types of insurance coverage including property, liability and fidelity, Printing and Binding - publication costs, and Advertisement - any expenditures for announcements in professional publications, newspapers or broadcasts over radio or television including personnel recruitment, legal ads, and the purchase and sale of property.


611

Instructional Supplies




Expenditures for consumable items purchased for instructional use.


612


Administrative Supplies





Expenditures for consumable items directly related to program administrative (non-instructional) activities.


641


Textbooks





Expenditures for textbooks, workbooks, textbook binding and repair.


642


Library Books (and Periodicals)





Expenditures for library books, reference books, periodicals and newspapers that are purchased for use by the school library.


690


Other Supplies 





Allowable Expenditures for any other supply which is not instructional or administrative in nature.  This category would include maintenance supplies, heating supplies, and transportation supplies.


700


Property




Expenditures for acquiring fixed assets, including land or existing buildings, improvements of grounds, initial equipment, additional equipment, and replacement of equipment.  For most grants only equipment such as computers, duplicating machines, furniture, and fixtures is allowable and the line item description on the budget will read Property/Equipment only.  Other items which could be included in this category if allowable under grant legislation are expenditures for the acquisition but not the rental of buildings and land. Although cost of materials which resulted in a new or vastly improved structure would also be included here, the expenditures for the contracted construction of buildings, for permanent structural alterations, and for the initial or additional installation of heating and ventilating systems, fire protection systems, and other service systems in existing buildings are recorded under object 400 - Purchased Property Services.




In accordance with the Connecticut State Comptroller’s definition of equipment, included in this 





category are all items of equipment (machinery, tools, furniture, vehicles, apparatus, etc.) with a 





value of over $1,000.00 and the useful life of more than one year.


890

Other Objects (Miscellaneous Expenditures)




Expenditures for goods or services not properly classified in one of the above objects included in the category could be expenditures for dues and fees, judgments against a grantee that are not covered by liability insurance, and interest payments on bonds and notes.


940


Indirect Costs 





Costs incurred by the grantee which are not directly related to the program but are a result





thereof.  Beginning Fiscal Year 1998, grantees must submit indirect cost proposals to the





Connecticut State Department of Education to apply for a restricted and unrestricted rate.  Only





grantees that have received rate approvals are eligible to claim indirect costs.




Please note however, that grantees who receive the majority of their grant funds other than through




the Connecticut State Department of Education, may use the rate approved by another federal agency.

[SDE Use Only]

APPENDIX C

EVALUATION CRITERIA – REVIEWERS’ RATING FORM

COMMUNITY SERVICE PROGRAM
RFP Category No.:

Application No.:____________________

  Use the chart below to guide the scoring of each item. 








        Maximum possible points

	SCORING CRITERIA
	5
	10

	EXCELLENT:  well-conceived and thoroughly developed
	5
	10

	GOOD:  clear and complete; some room for improvement
	4
	8

	FAIR:  requires additional information; lacks clarity or focus
	3
	5

	WEAK:  insufficient information; marginal quality
	2
	3

	UNACCEPTABLE:  information not provided or wholly inadequate 
	0
	0


A.  STATEMENT OF NEED – 20 points

Description of the applicant’s district/community, and factors

that place students at risk of suspension and expulsion. 


________



Max 5

Data to illustrate the nature and scope of the problem (percentage of

students suspended/expelled & their achievement levels; dropout rates, etc.) 


________



Max 10

Description of programs and services currently in place and how they

will be linked with, or augmented by, the proposed project. 


________



Max 5

B.  PROJECT DESIGN – 40 points

Description of program—including goals, measurable objectives, 

and program components—of sufficient size, scope and quality to 

carry out the purposes of the RFP.


________



Max 10

Description of the projected strategies and activities to accomplish each

objective.


________



Max 5

Explanation of how the proposed project is appropriate to, and will 

successfully address, the needs of suspended/expelled students. 


________



Max 5

Description of how the project will be integrated with school-wide

efforts to promote a positive school climate.


________



Max 5

Indication that students will be involved in meaningful and positive 

activities, with consistent support and opportunities for skill development.


________



Max 5

Specification of activities and supports to help students transition back

to the general education mainstream. 


________



Max 5

Plan for actively engaging multiple community partners (e.g, business, 

youth organizations, mental health providers, religious organizations)


________



Max 5

C.  PROJECT EVALUATION – 20 points

Description of a feasible and meaningful evaluation plan that will shape 

the development of the project throughout the contractual period, including

indicators or benchmarks of progress towards program objectives.


________



Max 10

Description of evaluation design (what data will be collected, how and

when, and how data will be analyzed).  


________



Max 5

Description of how findings will be disseminated, and how they will be

used to inform stakeholders and monitor progress.


________



Max 5

D.  PROGRAM MANAGEMENT AND COLLABORATION – 20 points

Description of administrative structure and personnel qualifications that

are conducive to conducting project activities and achieving objectives.


________



Max 5

Description of administrative structure and/or collaborative mechanisms 

that ensure collaboration among key partners.


________



Max 5

Realistic and cost-effective budget, with clear specification (in budget

narrative) of how funds will be used.


________



Max 5

Support letters from multiple partners reflecting interest in and 

specific knowledge of proposal, and commitment to collaboration.


________



Max 5
TOTAL POSSIBLE POINTS: 100
TOTAL POINTS – THIS PROPOSAL:  _________

EVALUATOR:  ____________________________


Date:  ____________

Note any specific strengths and/or weaknesses of this proposal that should be included in the final evaluation of this proposal.

STRENGTHS:

WEAKNESSES:
SCORE THIS PAGE ONLY IF THE APPLICANT IS PROPOSING TO BE THE PROVIDER OF STATEWIDE SUPPORT SERVICES.

E.  EXPERIENCE AND EXPERTISE – 20 points

Describe the applicant’s experience and expertise in developing 

community service programs and/or providing training and technical 

assistance in this specialty area.


________



Max 10

Specify program objectives and outcomes from previous activities

related to community service programs.

________



Max 5

Provide up to three references of service recipients who may be                     

contacted about the quality of support services provided.   


________



Max 5

F.  PROPOSED TRAINING AND TECHNICAL ASSISTANCE – 30 points

Provide a description of the services to be provided, including an

overview of training content.

________



Max 10

Describe the format and extent of support services to be offered. 


________



Max 10

Describe how the impact of these support services will be evaluated.

________



Max 10

TOTAL POSSIBLE POINTS: 50
TOTAL POINTS – THIS PROPOSAL:  _________

EVALUATOR:  ____________________________


Date:  ____________

STRENGTHS:

WEAKNESSES:

APPENDIX D

CERTIFICATION THAT A CURRENT AFFIRMATIVE ACTION PACKET 

IS ON FILE

Agencies with an Affirmative Action Plan on file need to certify such by signing the statement below.  This is in lieu of completing again the packet on the following pages.

I, the undersigned authorized official, hereby certify that the applying organization/agency has a current affirmative action packet on file with the Connecticut State Department of Education.  The affirmative action packet is, by reference, part of this application.

Signature of Authorized Official: __________________________ Date: _____________

Name and Title:___________________________________________________________

Appendix D

CONNECTICUT STATE DEPARTMENT OF EDUCATION
AFFIRMATIVE ACTION PACKET
The State Department of Education (SDE) is committed to Equal Opportunity and Affirmative Action and will not knowingly do business with any grantees, bidders, contractors, subcontractors or suppliers of materials who engage in acts of unlawful discrimination.  In accordance with Administrative Regulations Sections 46a-68-31 through 46a-68-74 "Affirmative Action By State Government" and 4a-60 through 4a-60a and 46a-68c through 46a-68k "Contract Compliance" as administered by the Commission on Human Rights and Opportunities (CHRO), the SDE encourages grantees, bidders, contractors, subcontractors, and suppliers of materials to develop and implement Affirmative Action Plans.

Contractors with 50 or more employees and contract awards that total $4,000 or more for leases, rental and personal service agreements are required to have or develop a written Affirmative Action Plan addressing any identified under utilization of minorities and women.  Further, contractors with fewer than 50 employees regardless of contract amount or contractors with 50 or more employees with a total contract amount of less than $4,000 for leases, rental and personal service agreements are required, at a minimum, to develop a written Affirmative Action Policy Statement.

In accordance with CHRO Regulations concerning contract compliance procedures for state agencies, this packet was prepared to assist all bidders for contractual services to comply with legally mandated application procedures.  All contractors and grantees must read and complete the appended forms where appropriate, and submit their Affirmative Action Policy Statement and Plan where appropriate.

The following are appended hereto:
1. Commission on Human Rights and Opportunities Contract Compliance Regulations and Notification to Bidders:  Makes prospective contractors and grantees aware of the State Department of Education's obligation to ensure that prospective contractors and grantees qualify pursuant to contract compliance requirements.  (Contractor/Grantee must complete).
2. Workforce Analysis:  A comprehensive inventory of all employees by race, sex, job title, and occupational category (Contractor/Grantee must complete).
3. Definitions for Workforce Analysis:  Race/Ethnic identification and description of job categories to assist in the completion of workforce analysis.
4. Standard Statement of Assurances:  (Grantee must complete to apply for grants).
5. Contractor's Minority Business Enterprises Utilization Form:  (Contractor/Grantee must complete when an MBE or WBE is engaged in a subcontract).
6. Affidavit/Certificate of Corporation:  (Contractor/Grantee must complete only when an MBE or WBE that is not registered with the Department of Economic Development is engaged as a subcontractor and the Contractor/Grantee wish to receive credit for such pursuant to regulations).
7. Sample Affirmative Action Policy Statement:  Contractor/Grantee may use this as an example or may use it as their statement by placing it on their letterhead.

Please submit the completed forms along with your proposal or bid to the person or office identified in the request for proposal.

Affirmative Action Office

State Department of Education

(860) 713-6530

(Rev 6/99)

E. NOTIFICATION TO BIDDERS

The contract to be awarded is subject to contract compliance requirements mandated by Section 4a-60 and 4a-60a of the Connecticut General Statutes; and, when the awarding agency is the State, Section 46a71(d) and 46a-81i(d) of the Connecticut General Statutes.  There are Contract Compliance Regulations codified at Section 46a-68j-21 through 43 of the Regulations of Connecticut State Agencies which establish a procedure for the awarding of all contracts covered by Sections 46a-71(d) of the Connecticut General Statutes.

According to Section 46a-68j-30(9) of the Contract Compliance Regulations, every agency awarding a contract subject to the contract compliance requirements has an obligation to "aggressively solicit the participation of legitimate minority business enterprises as bidders, contractors, subcontractors and suppliers of materials."  "Minority business enterprise" is defined in Section 4a-60 of the Connecticut General Statutes as a business wherein fifty-one percent or more of the capital stock, or assets belong to a person or persons: "(1) Who are active in the daily affairs of the enterprise;  (2) who have the power to direct the management and policies of the enterprise;  (3) who are members of a minority, as such term is defined in sub-section (a) of Section 32-9n."  "Minority" groups are defined in section 32-9n of the Connecticut General Statutes as "(1) Black Americans... (2) Hispanic Americans... (3) persons with origins in the Iberian Peninsula... (4) Women... (5) Asian Pacific Americans and Pacific Islanders... (6) American Indians... (7) individuals with a disability considered a minority business enterprise pursuant to Connecticut General Statutes, Section 32-9e.”  The above definitions apply to the contract compliance requirements by virtue of Section 46a-68j-21(11) of the Contract Compliance Regulations.

The awarding agency will consider the following factors when reviewing the bidder's qualifications under the contract compliance requirements:

a) the bidder's success in implementing an affirmative action plan; 

b) the bidder's success in developing an apprenticeship program complying with Section 46a-68-1 to 46a-68- 17 of the Administrative Regulations of Connecticut State Agencies, inclusive; 

c) the bidder's promise to develop and implement a successful affirmative action plan; 

d) the bidder's submission of EEO-1 data indicating that the composition of its work force is at or near parity when compared to the racial and sexual composition of the work force in the relevant labor market area; and 

e) the bidder's promise to set aside a portion of the contract for legitimate minority business enterprises. See Section 46a-68j-30(10)(E) of the Contract Compliance Regulations.

f) the bidder’s certifies firm is not listed on debarment lists promulgated pursuant to CGS, Section 31-53a and 34 CFR Part 85., Appendix A of federal statutes.

INSTRUCTION: Bidder must sign acknowledgment below, and return the signed acknowledgment to the State Department of Education along with the bid proposal. 

The undersigned acknowledges receiving and reading a copy of the Commission on Human Rights and Opportunities Contract Compliance Regulations and the "Notification to Bidders" form.








 ___________________________________

Signature






Date

On behalf of:







      

Project No: 




Organization Name

Rev. 6/99


CONNECTICUT COMMISSION ON HUMAN RIGHTS & OPPORTUNITIES

CONTRACT COMPLIANCE REGULATIONS AND NOTIFICATION TO BIDDERS

Sections 46a-68j-23 (1)-(10) and 46a-68j-24 (a)

F. CONTRACT COMPLIANCE

Sec. 46a-68j-23. Obligations of Contractors:

Every contractor awarded a contract subject to contract compliance requirement shall:

1) Comply fully with all federal and state anti-discrimination laws, and shall not discriminate or permit a discriminatory practice to be committed;

2) Cooperate fully with the commission;

3) Submit periodic reports of its employment and subcontracting practices in such a form, in such a manner and at such a time as may be prescribed by the Commission;

4) Provide reasonable technical assistance and training to minority business enterprises to promote the participation of such concerns in state contracts and subcontracts;

5) Make a good faith effort, based upon the availability of minority business enterprises in the labor market area, to award a reasonable proportion of all subcontractors to such enterprises;

6) Maintain full and accurate support data for a period of two (2) years from the date the record is made or the date the contract compliance form is submitted, whichever is later, provided that this provision shall not excuse compliance with any other applicable record retention, state regulation or policy providing for a period of retention in excess of two (2) years;

7) Not discharge, discipline or otherwise discriminate against any person who has filed a complaint, testified or assisted in any proceeding with the commission;

8) Make available for inspection and copying any support data requested by the commission, and make available for interview any agent, servant or employee having knowledge of any matter concerning the investigation of a discriminatory practice complaint or any matter related to a contract compliance review;

9) Include a provision in all subcontracts with minority enterprises requiring that the minority business enterprise provide the Commission with such information on its structure and operations as the Commission finds necessary to make an informed determination as to whether the standards of Section 4a-60 of the Connecticut General Statutes as amended by Sec. 2 of Public Act 89-253 have been met; and

10) Undertake such other reasonable activities or efforts as the Commission may prescribe to ensure the participation of minority business enterprises as state contractors and subcontractors.

ec 46a-68j-24.  Utilization of Minority Business Enterprises:

a) Contractors shall make good faith efforts to employ minority business enterprises as subcontractors and suppliers of materials on all projects subject to contract compliance requirements.

CONNECTICUT COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES

WORKFORCE ANALYSIS

Contractor Name: 





Total number of CT employees:

Address: 






Full-time 
 Part time 

Complete the following Analysis for employees of Connecticut work sites who are:

	JOB

CATEGORIES
	OVERALL

TOTALS

(SUM OF ALL COLS.

MALE & FEMALE)
	WHITE

(NOT OF 

HISPANIC

ORIGIN)
	BLACK

(NOT OF 

HISPANIC 

ORIGIN)
	HISPANIC
	ASIAN OR

PACIFIC

ISLANDER
	AMERICAN

INDIAN OR

ALASKAN

NATIVE
	PEOPLE 

WITH DIS-

ABILITIES

	
	
	MALE
	FEMALE
	MALE
	FEMALE
	MALE
	FEMALE
	MALE
	FEMALE
	MALE
	FEMALE
	MALE
	FEMALE

	OFFICIALS & MANAGERS
	
	
	
	
	
	
	
	
	
	
	
	
	

	PROFESSIONALS


	
	
	
	
	
	
	
	
	
	
	
	
	

	TECHNICIANS


	
	
	
	
	
	
	
	
	
	
	
	
	

	PARA-PROFESSIONAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	SALES WORKER


	
	
	
	
	
	
	
	
	
	
	
	
	

	OFFICE & CLERICAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	CRAFT WORKERS

(Skilled)
	
	
	
	
	
	
	
	
	
	
	
	
	

	OPERATIVES

(Semi-skilled)
	
	
	
	
	
	
	
	
	
	
	
	
	

	LABORERS

(unskilled)
	
	
	
	
	
	
	
	
	
	
	
	
	

	SERVICE WORKERS


	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS 

ABOVE


	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS 

ONE YEAR

AGO
	
	
	
	
	
	
	
	
	
	
	
	
	


FORMAL, ON - THE JOB TRAINEES (Enter figures for the same categories as are shown above).
	Apprentices


	
	
	
	
	
	
	
	
	
	
	
	
	

	Trainees


	
	
	
	
	
	
	
	
	
	
	
	
	


EMPLOYMENT FIGURES WERE OBTAINED FROM:

VISUAL CHECK:

EMPLOYMENT RECORDS:

OTHER:


1. Have you successfully implemented an Affirmative Action Plan?  Yes: 
  Date of implementation 


Not Applicable: 


Explain:

(a)  Please submit a summary of your Affirmative Action Plan.

2. Have you successfully developed an apprenticeship program complying with Sec. 46a-68-17 of the Connecticut Department of Labor Regulations, inclusive?
Yes: 

No: 
  Not Applicable: 
       Explanation:

3. According to EEO-1 data, is the composition of your workforce at or near parity when compared with the race and gender composition of the workforce in the relevant labor market area?
Yes: 
 No: 
Explanation:

4. If you plan to subcontract, will you set aside a portion of the contract for legitimate minority business enterprises?

Yes: 

No: 

Explanation:

Contractor’s Authorized Signature




Date

[WFA 6/99]

DEFINITIONS FOR WORKFORCE ANALYSIS 

RACE/ETHNIC IDENTIFICATION:
You may acquire the race/ethnic information necessary for this report either by visual surveys of the Workforce, or from records as to the identity of employees after the starting date of employment.

Please note that conducting a visual survey and keeping records of the race/ethnic identity of employees is legal in all jurisdictions and under all Federal and State Laws.

Race/ethnic designations as used by the Equal Employment Opportunity Commission do not denote scientific definitions of anthropological origins.  For the purpose of this report, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging.  However, no person should be counted in more than one race/ethnic group.

DESCRIPTION OF JOB CATEGORIES:
Officials and managers:  Occupations requiring administrative managerial personnel who set broad policies, exercise overall responsibility for execution of these policies, and direct individual departments or special phases of a firm's operations.  Includes:  officials, executives, middle management, plan managers, department managers, and superintendents, salaried supervisors who are members of management, purchasing agents and buyers, railroad conductors and yard masters, ship captains, mates and other officers, farm operators and managers, and kindred workers.

Professionals:  Occupations requiring either college graduation or experience of such kind and amount as to provide a comparable background.  Includes:  accountants and auditors, airplane pilots, and navigators, architects, artists, chemists, designers, dietitians, editors, engineers, lawyers, librarians, mathematicians, natural scientists, registered professional nurses, personnel and labor relations specialists, physical scientists, physicians, social scientists, teachers, and kindred workers.

Technicians:  Occupations requiring a combination of basic scientific knowledge and manual skill which can be obtained through two (2) years of post-high school education, such as is offered in many technical institutes and junior colleges, or through equivalent on-the-job training.  Includes:  computer programmers, drafters, engineering aides, junior engineers, mathematical aides, licensed practical or vocational nurses, photographers, radio operators, scientific assistants, surveyors, technical illustrators, technicians (medical, dental, electronic, physical science), and kindred workers. 

Sales:  Occupations engaging wholly or primarily in direct selling.  Includes kindred workers. 

Office and clerical:  All clerical type work regardless of level of difficulty.  Includes kindred workers.
Craft Workers:  (skilled) - Manual workers of relatively high skill level having a thorough comprehensive knowledge of the processes involved in their work. Exercise considerable independent judgment and usually receive an extensive period of training.  Includes kindred workers.

Operatives:  (semiskilled) - Workers who operate machine or processing equipment or perform other factory-type duties of intermediate skill level which can be mastered in a few weeks and require only limited training.  Includes kindred workers.

Laborers:  (unskilled) - Workers in manual occupations which generally require no special training, perform elementary duties that may be learned in a few days and require the application of little or no independent judgment.  Includes kindred workers.

On-the job trainees:

Production:  Persons engaged in formal training as a craft worker - when not trained under apprentice programs - operative, laborer and service occupations.

White collar:  Persons engaged in formal training for clerical, managerial, professional, technical, sales office and clerical occupations. 

CONTRACTOR'S MINORITY BUSINESS ENTERPRISES

UTILIZATION FORM
	NAME AND ADDRESS OF AWARDING AGENCY:

	NAME AND ADDRESS OF CONTRACTOR:




PROJECT NO:






DATE AWARDED:





DATE BID OPENED:




NOTICE TO CONTRACTORS:  Under Section 46a-68J-23(5) of the Contract Compliance Regulations, contractors are required to make GOOD FAITH EFFORTS to employ Minority Business Enterprises (MBEs) as subcontractors and suppliers of materials on all projects subject 

to contract compliance requirements.  The contract which is referenced above is subject to contract compliance requirements.  

INSTRUCTIONS:  List the name and addresses of all MBEs you have selected as subcontractors and suppliers of materials for this project. If the MBEs selected as subcontractors and suppliers of materials meet the criteria for MBEs set out in Section 4a-60 of Connecticut General Statutes, contractors MUST complete the attached affidavit. If such businesses are not currently registered with the Department of Economic Development and if the contractor wishes the Commission on Human Rights and Opportunities (CHRO) to consider favorably the selection of an unregistered MBE in the evaluation of the contractor's good faith efforts, contractors MUST complete the attached affidavit. In either case, the affidavit must be filled out in triplicate, with the original sent to the CHRO, Contract Compliance Unit, 21 Grand Street, Hartford, Connecticut 06106; one copy sent to the Awarding Agency; and one copy retained by contractor.  If the contractor does not wish the CHRO to consider selection of an unregistered MBE in its evaluation of the contractor's good faith efforts, no affidavit need be made. 

(Attach additional pages if necessary, using same headings.)

	NAME AND ADDRESS OF ALL MBE SUBCONTRACTOR(S) OR SUPPLIER(S) OF MATERIALS:


	Check here if MBE(s) qualify under Section 4a-60 of the Conn. Gen. Statues.

	Check here if MBE is unregistered but wants consideration for good faith efforts.




This form developed pursuant to Section 46a-68j-23(5) of Regulations of Connecticut state Agencies concerning Contract Compliance.

AFFIDAVIT

I, 




 acting on behalf of 

  
               of (Name of person signing certification) 




(Contractor)

which I am the 







 Certify and affirm:




(Title)

Check if provision applicable: 
 That the following minority business subcontractors and /or suppliers of

materials that _________________________has hired for Contract No. ___
(Contractor)



with __________________________ meet the criteria for Minority Business 

(Awarding Agency)

Enterprises set out in Section 4a-60 of the Connecticut General Statutes: _______________________________________________________________________ 

           (Lists names of Minority Business Enterprises that qualified under current statutory requirements)

_______________________________________________________________________

_______________________________________________________________________

Check if provision applicable: ________  That the ___________________________ has 

(Contractor)

hired the following minority business subcontractors or suppliers of materials for Contract No. ___________ with_____________________________ that are not






(Awarding Agency)
registered with the Department of Economic Development, but which should be considered by the Connecticut Commission on Human Rights and Opportunities when evaluating ___________________________________ the good faith efforts:

(Contractor)
_______________________________________________________________________

(List names or unregistered MBEs)

_______________________________________________________________________

_______________________________________________________________________

I further certify and affirm that I have read and understand the contract compliance requirements codified at Section 4a-60 and Section 46a-7 1 (d) of the Connecticut General statutes.

I further certify and affirm that I have read and understand the contract compliance Regulations codified at Section 46a-68j-2 I through 43 of the Regulations of Connecticut State Agencies.

I understand that false statements made herein are punishable by law.

(Name of Corporation or Firm)
(Signature and Title of Official Making

 the Affidavit)

Subscribed and sworn to before me, this 

 day of 

___    2000.


Notary Public/Commissioner of the Superior Court

My Commission Expires:  ______________________________________________

CERTIFICATE OF CORPORATION

I, 






 certify that I am the Secretary of the Corporation named in the foregoing instrument; that I have been duly authorized to affix the seal of the Corporation to such papers as require the seal; that 





, who signed said instrument on behalf of the Corporation was then 





 of said Corporation; that said instrument was duly signed for and in behalf of said Corporation by authority of its governing body and is within the scope of its Corporation powers.

(Signature of person Certifying)

(Corporate Seal)

(SAMPLE: You may use this as an example or you may use it as your statement by placing it on your letterhead).

AFFIRMATIVE ACTION

POLICY STATEMENT

It has always been the policy and will continue to be the strong commitment of 




 and all contractors and subcontractors who do business with 




 to provide equal opportunities in employment to all qualified persons solely on the basis of job-related skills, ability and merit.






 will continue to take affirmative action to ensure that no persons are discriminated against with regard to their race, color, sex, sexual orientation, national origin, ancestry, religion, age, physical disability, mental retardation, marital status, present or past history of mental disorder, learning disability or criminal record.  Such action includes, but is not limited to, employment, upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other forms of compensation and selection for training including apprenticeship. 





will continue to make good faith efforts to comply with all federal and state laws and policies which speak to Equal Employment Opportunity and Affirmative Action.

Equal Employment Opportunity is essential, but is not enough to guarantee the full and fair employment of minorities, women or other protected classes.  Therefore, Affirmative Action is necessary.  Affirmative Action is results - oriented programs used to address and overcome the present effects of past discrimination.

Sexual Harassment, another form of sex discrimination, will not be tolerated in the work place. Therefore, engaging in acts of sexual harassment or any other forms of unlawful discrimination will constitute grounds for disciplinary action.

This Policy Statement is based on both the spirit and the letter of state and federal anti discrimination laws, regulations and executive orders.  Accordingly, care is taken to ensure that no person shall be excluded from participation in, be denied the benefits of, or otherwise be unlawfully discriminated against.  Further, 






 will not knowingly use the services of, patronize or otherwise deal with any business, contractor, subcontractor or agency that engages in acts of unlawful discrimination.

This Affirmative Action Policy Statement reaffirms my personal commitment to the principles of Equal Employment Opportunity and Affirmative Action.

SIGNATURE






DATED

APPENDIX E

B-11:  Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion – Lower Tier Covered Transactions

This certification is required by the Department of Education regulations implementing Executive Order 12549, Debarment and Suspension, 34 CFR Part 85, for all lower tier transactions meeting the threshold and tier requirements stated at Section 85.110.

Instructions for Certification

	1. By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.

2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into.  If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

3. The prospective lower tier participant shall provide immediate written notice to the person to which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.

4. The terms "covered transaction,' 'debarred,' 'suspended,' 'ineligible,' 'lower tier covered transaction,' 'participant,' 'person,' 'primary takeover~ transaction,' 'principal,' 'proposal,' and 'voluntarily excluded,' as used in this clause, have the meanings set out in the Definitions and Coverage sections of roles implementing Executive Order 12549.  You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.

5. The prospective lower tier participant agrees by submitting this proposal that, should the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.


	
	6. The prospective lower tier participant further agrees by submitting this proposal that it will include the clause titled "Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion-Lower Tier Covered Transactions,' without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that the certification is erroneous.  A participant may decide the method and frequency by which it determines the eligibility of its principals.  Each participant may, but is not required to, check the Non-procurement List.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause. The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.




Certification

(1) 
The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals arc presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.

(2) 
Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

	
	
	

	Name of Applicant
	
	PR/AWARD Number and/or Project Name

	
	
	

	Printed Name and Title of Authorized Representative
	
	

	
	
	

	Signature
	
	Date


ED 80-0014 9/90 (replaces GCS-009 (REV 12/88) which is obsolete)

Appendix F

Statement Of Assurances
Connecticut State Department Of Education
Standard Statement Of Assurances
Grant Programs
PROJECT TITLE:
____________________________________________________________

____________________________________________________________
THE APPLICANT:
__________________________________  HEREBY ASSURES THAT:

(Insert Agency/School Name)

A. The applicant has the necessary legal authority to apply for and receive the proposed grant;
B. The filing of this application has been authorized by the applicant’s governing body, and the undersigned official has been duly authorized to file this application for and on behalf of said applicant, and otherwise to act as the authorized representative of the applicant in connection with this application;
C. The activities and services for which assistance is sought under this grant will be administered by or under the supervision and control of the applicant;
D. The project will be operated in compliance with all applicable state and federal laws and in compliance with regulations and other policies and administrative directives of the Connecticut State Board of Education and the State Department of Education;
E. Grant funds shall not be used to supplant funds normally budgeted by the agency;
F. Fiscal control and accounting procedures will be used to ensure proper disbursement of all funds awarded;
G. The applicant will submit a final project report (within 60 days of the project completion) and such other reports, as specified, to the State Department of Education, including information relating to the project records and access thereto as the State Department of Education may find necessary;
H. The Connecticut State Department of Education reserves the exclusive right to use and grant the right to use and/or publish any part or parts of any summary, abstract, reports, publications, records and materials resulting from this project and this grant;
I. If the project achieves the specified objectives, every reasonable effort will be made to continue the project and/or implement the results after the termination of state/federal funding;
J. The applicant will protect and save harmless the State Board of Education from financial loss and expense, including legal fees and costs, if any, arising out of any breach of the duties, in whole or part, described in the application for the grant;
K. At the conclusion of each grant period, the applicant will provide for an independent audit report acceptable to the grantor in accordance with Sections 7-394a and 7-396a of the Connecticut General Statutes, and the applicant shall return to the State Department of Education any moneys not expended in accordance with the approved program/operation budget as determined by the audit;
L. The grant award is subject to approval of the State Department of Education and availability of state or federal funds.
M. The applicant agrees and warrants that Sections 4 –190 to 4 –197, inclusive, of the Connecticut General Statutes concerning the Personal Data Act and Sections 10-4-8 to 10-4-10, inclusive, of the Regulations of Connecticut State Agencies promulgated there under are hereby incorporated by reference.
N. Required Language:

1) For purposes of this section, “Commission” means the Commission on Human Rights and Opportunities.

For the purposes of this section, “minority business enterprise” means any small contractor or supplier of materials fifty-one percent or more of the capital stock, if any, or assets of which is owned by a person or persons:  (a) who are active in the daily affairs of the enterprise,  (b) who have the power to direct the management and policies of the enterprise and  (c) who are members of a minority, as such term is defined in subsection (a) of Conn. Gen. Statue Section 32-9n; and “good faith” means that degree of diligence which a reasonable person would exercise in the performance of legal duties and obligations.  “Good faith efforts” shall include, but not be limited to, those reasonable initial efforts necessary to comply with statutory or regulatory requirements and additional or substituted efforts when it is determined that such initial efforts will not be sufficient to comply with such requirements.

For purposes of this section, “sexual orientation” means having a preference for heterosexuality, homosexuality or bisexuality, having a history of such preference or being identified with such preference, but excludes any behavior which constitutes a violation of part VI of chapter 952 of the general statutes.

2) The contractor agrees and warrants that in the performance of the contract such contractor will not discriminate or permit discrimination against any person or group of persons on the grounds of race, color, religious creed, age, marital status, national origin, ancestry, sex, mental retardation or physical disability, including, but not limited to, blindness, unless it is shown by such contractor that such disability prevents performance of the work involved, in any manner prohibited by the laws of the United States or of the state of Connecticut.  If the contract is for a public works project, the contractor agrees and warrants that he will make good faith efforts to employ minority business enterprises as subcontractors and suppliers of materials on such project.  The contractor further agrees to take affirmative action to insure that applicants with job related qualifications are employed and that employees are treated when employed without regard to their race, color, religious creed, age, marital status, national origin, ancestry, sex, mental retardation, or physical disability, including, but not limited to, blindness, unless it is shown by such contractor that such disability prevents performance of the work involved;  (b) the contractor agrees, in all solicitations or advertisements for employees placed by or on behalf of the contractor, to state that it is an “Affirmative Action-Equal Opportunity Employer” in accordance with regulations adopted by the commission;  (c) the contractor agrees to provide each labor union or representative of workers with which such contractor has a collective bargaining agreement or other contract or understanding and each vendor with which such contractor has a contract or understanding, a notice to be provided by the Commission, advising the labor union or worker’s representative of the contractor’s commitments under this section and to post copies of the notice in conspicuous places available to employees and applicants for employment;  (d) the contractor agrees to comply with each provision of this section and Conn. Gen. Stat. Sections 4a-62, 32-9e, 46a-56 and 46a-68b to 46a-68k, inclusive, and with each regulation or relevant order issued by said Commission pursuant to said sections;  (e) the contractor agrees to provide the Commission on Human Rights and Opportunities with such information requested by the Commission, and permit access to pertinent books, records and accounts, concerning the employment practices and procedures of the contractor as relate to the provisions of this section and section 46a-56.

3) Determination of the contractor’s good faith efforts shall include but shall not be limited to the following factors:  The contractor’s employment and subcontracting policies, patterns and practices; affirmative advertising, recruitment and training; technical assistance activities and such other reasonable activities or efforts as the Commission may prescribe that are designed to ensure the participation of minority business enterprises in public works projects.

4) The contractor shall develop and maintain adequate documentation, in a manner prescribed by the commission, of its good faith efforts.

5) The contractor shall include the provisions of subsection (2) of this section in every subcontract or purchase order entered into in order to fulfill any obligation of a contract with the state and such provisions shall be binding on a subcontractor, vendor or manufacturer unless exempted by regulations or orders of the commission.  The contractor shall take such action with respect to any such subcontract or purchase order as the commission may direct as a means of enforcing such provisions including sanctions for noncompliance in accordance with this section and Conn. Gen. Statue Sections 4a-62, 32-9e, 46a-56 and 46a-68b to 46a-68k, inclusive; provided if such contractor becomes involved in, or is threatened with, litigation with a subcontractor or vendor as a result of such direction by the Commission, the contractor may request the State of Connecticut to enter into any such litigation or negotiation prior thereto to protect the interests of the state and the state may so enter.

6) The contractor agrees to comply with the regulations referred to in this section as they exist on the date of this contract and as they may be adopted or amended from time to time during the term of this contract and any amendments thereto.

7) The contractor agrees and warrants that in the performance of the contract such contractor will not discriminate or permit discrimination against any person or group of persons on the grounds of sexual orientation, in any matter prohibited by the laws of the United States or of the State of Connecticut, and that employees are treated when employed without regard to their sexual orientation;  (b) the contractor agrees to provide each labor union or representative of workers with which such contractor has a collective bargaining agreement or other contract or understanding and each vendor with which such contractor has a contract or understanding, a notice to be provided by the Commission on Human Rights and Opportunities advising the labor union or workers’ representative of the contractor’s commitments under this section, and to post copies of the notice in conspicuous places available to employees and applicants for employment;  (c) the contractor agrees to comply with each provision of this section and with each regulation or relevant order issued by said commission pursuant to section 46a-56 of the general statutes;  (d) the contractor agrees to provide the commission on human rights and opportunities with such information requested by the commission, and permit access to pertinent books, records and accounts, concerning the employment practices and procedures of the contractor which relate to the provisions of this section and section 46a-56 of the general statutes.

8) The contractor shall include the provisions of subsection (7) of this section in every subcontract or purchase order entered into in order to fulfill any obligation of a contract with the state and such provisions shall be binding on a subcontractor, vendor or manufacturer unless exempted by regulations or orders of the Commission.  The contractor shall take such action with respect to any such subcontract or purchase order as the Commission may direct as a means of enforcing such provisions including sanctions for noncompliance in accordance with section 46a-56 of the general statutes; provided, if such contractor becomes involved in, or is threatened with, litigation with a subcontractor or vendor as a result of such direction by the Commission, the contractor may request the State of Connecticut to enter into any such litigation or negotiation prior thereto to protect the interests of the state and the state may so enter.

I, the undersigned authorized official, hereby certify that these assurances shall be fully implemented.

Signature










Name (typed)










Title (typed)










Date











Rev. 6/99

APPENDIX G

ANNIE E. CASEY FOUNDATION STATEMENT

Applicants that are part of a collaborative effort funded in whole or in part by the Annie E. Casey Foundation must submit documentation that:

(1) the collaborative oversight entity has been provided the opportunity to review and comment on the grant application or proposal prior to submission to the department;


(2) the proposal or application submitted provides information detailing the activities which assure priority access to services to children, youth and families referred by the collaborative oversight entity; and


(3) the application shall designate someone to act as liaison for the referral process.







PAGE  
10

