DIVISION OF VOCATIONAL REHABILITATION SERVICES

TRANSITION ALLIANCE PROGRAM

COMPETITIVE REQUEST FOR PROPOSAL

I.  INTRODUCTION

A.  ISSUING AGENCY:  Division of Vocational Rehabilitation Services (DVRS)





  510 East 12th Street, Des Moines, Iowa  50319


The Transition Alliance Program (TAP) Request For Proposal (RFP) was first made available in the fall of 1997.  TAP was established as a result of recommendations from the Iowa Transition Project and is designed to address identified gaps in service to youth with disabilities.  Development, implementation and evaluation of the TAP involves a close collaboration between the Division of Vocational Rehabilitation Services (DVRS), the Bureau of Children, Families and Community Services (BCFCS), local schools, Area Education Agencies and the business community.  Together these partners develop the structure of the program, monitor its implementation in participating schools, and evaluate each program’s procedures and outcomes, consistent with requirements of the Rehabilitation Act of 1973, as amended.


  Transition Advisory Boards or Committee’s (TABs or TACs), made up of education, adult services, parents and business representatives are a key component in the development of each Transition Alliance Program.  These TAB/TACs support transition planning and service options for Iowa youth.  This state and local system provides a structure for operation of the Transition Alliance Program.  TAB/TACs may function in an advisory capacity to local projects.  This facilitates collaboration and builds on existing transition activities.  The TAP RFP is being issued as a Competitive Grant for new TAPs as of April 1, 2002.

B.
BACKGROUND


Both local and national studies show that youth with disabilities have more trouble transitioning from school to work than do other youth.  While young people with disabilities have great potential to be employed, they frequently need support services to achieve this goal.  Unless the youth and their families know how to access such services, the transition from school to work is often not successful.  The Transition Alliance Program will assist youth with disabilities to achieve employment success.

C.  
PURPOSE


The purpose of the Transition Alliance Program is to develop and implement a new pattern of service to youth with disabilities.  The goal is to increase successful employment and related outcomes through collaborative efforts.  At the local level, schools, AEAs, DVRS offices, youth and adult services, students, families and employers, plan and implement transition services for youth with disabilities who are leaving school and beginning their adult life within the community.

D.  
TARGET POPULATION

The target population for the Transition Alliance Program is youth with disabilities who are eligible and actively receiving Vocational Rehabilitation services, and need short-term support services to become competitively employed.  Individuals, with intervention and service provision, will be competitively employed and able to live in the community without long-term support.  Youth in this program must be available for work.  A Transition Alliance Program does not serve youth who require extensive services; youth who require supported employment; youth who have ongoing problems with the legal system and therefore are unavailable for competitive employment; youth who need ongoing services or extensive training; or students who plan to obtain more than an A.A. Degree.  These individuals may be served in the regular Vocational Rehabilitation Program as they transition from high school.

1.  Active Transition Alliance Program Participants are youth who are eligible and actively receiving DVRS services and may be:

· youth who are in high school and need additional support to achieve post-high school competitive employment and community outcomes; or

· individuals who have dropped out of school and are underemployed or unemployed and in need of services; or

· youth and young adults generally under 22 years of age who are in need of services; and

· youth who currently receive (or have received support services if out of school youth) through an IEP or 504 plan.

2.  Follow Along Participants:

· youth who have been placed into competitive employment through the TAP program, the job stabilized a minimum of 90 days, and the DVRS Counselor closed their file as rehabilitated (generally under age 22).  Follow Along continues for one year beyond the end of active Transition Alliance Program services.

3.  Follow Up Participants:

· youth who have been successfully placed into competitive employment through the Transition Alliance Program, have received Follow Along services for at least one year, and no longer require additional services (generally ages 22 to 25).

E.
OVERVIEW OF PROGRAM

Features of this program which address unmet needs include:

*Year round (12 month) services

*Services provided in community based settings away from the school

*Provision of short-term supports to achieve competitive employment

*Follow Along for a minimum of one year after employment (DVRS status 26-0)

*Follow Up per individual need up through age 25

*Community based independent living skills training

*Community based workplace social skills training

Delivery of Services

The manner for establishing and enhancing transition service delivery is based on the needs of each community.  It is important for youth to receive services outside of the school setting and within the adult community to which they are transitioning.  An excellent site for the placement of a local Transition Alliance Program could be at a Chamber of Commerce or local business.  In rural, sparsely populated or large geographic areas a more itinerant approach that meets the communities needs can be applied.  For example, a community might support TAP Specialist position(s) that travels throughout the community, coordinating and providing the necessary TAP services in the community.  The function of the TAP Coordinator or Specialist is to assist youth in implementing plans for transition into work and community life, and to provide direct services and follow along for youth as they enter the adult community.  Services are coordinated, and agency linkages are made to ensure that all services are provided in a complimentary way to support the youth in achieving his/her goals.  Preference will be given to applicants who locate and operate their TAP within the adult community.


TAP services are provided through a service coordination model that results in youth obtaining competitive employment and successful DVRS closure (Status 26-0).  TAP is not designed to replace existing education/transition services to youth, which are mandated under the Individuals with Disabilities Education Act (IDEA).  Responsibilities of school/AEA personnel, covered under IDEA, may not be reassigned to the TAP personnel working on this project.  However a TAP may prove to be the best vehicle by which transition services are infused within the curriculum/programming resulting in enhanced school/AEA/DVRS/community partnerships and collaboration.


Since many services can be coordinated with activities and processes that are in existence through the current system, the TAP personnel would assist in that coordination and follow along as well as providing direct services as needed.  For example, participating youth receive assistance with transition planning to assure a successful transition from school into adult life by their staffing teams.  Services coordinated and/or provided by TAP personnel may include career development, job development and placement services, job-related instruction, on-the-job training, self-determination training, independent living skills training, as well as other services that support the attainment of competitive employment.

TAP Personnel:


There are key individuals who will become the TAP Team, and are responsible for the delivery of this new pattern of services in each local area:

· DVRS Counselor
· TAP Coordinator, TAP Specialist and other TAP staff
· Education Administrator(s)
· Special education teacher and Individualized Education Plan (IEP) Team
· Participating youth
· Parent/guardian
· Key personnel involved in the transition process (school support and outside agencies)
· Other individuals as designated by each TAP participant
Responsibilities of TAP and DVRS include at a minimum:

Responsibilities of the local DVRS Counselor

      In addition to serving other students and adults, the DVRS Counselor works cooperatively with TAP staff to help participants achieve quality employment outcomes.  The Counselor provides guidance and leadership to the Transition Alliance Programs.  The Counselor is also responsible for the following:

· Establishing DVRS eligibility of youth interested in TAP in a timely manner

· Developing Individualized Plans for Employment (IPE) with participants and, ideally, TAP staff; the IPE should be coordinated with the IEP

· Providing additional support services that are needed to effectively implement the IPE

· Counseling of participants to develop career awareness, self-advocacy and other needed skills

· Consultation for job placement

· Assessing stabilization of the job and appropriateness of DVRS case closure

· Assessing, at DVRS closure, the need for post-employment services

· Monitoring successful outcomes in coordination with DVRS Transition Resource Manager and making recommendations on program improvements

· Providing technical assistance to the TAP

· Assessing the participants’ needs

· Communicating with TAP team participant needs, IPE and status changes, etc.

· Monitoring the budget

· Documentation for program reviews

· Collaborating with TAP personnel on participant issues

· Serving as a liaison between local TAP and DVRS state office

· Promoting TAP within and outside of DVRS

Responsibilities of the TAP
The local TAP staff is responsible for carrying out the following duties:

· Marketing the TAP

· Recruiting youth for the program

· Assessing youth for program appropriateness in collaboration with the DVRS counselor

· Developing desired competencies identified by TAP participants

· Developing job sites and encouraging participants’ success at work

· Providing crisis intervention

· Providing self-advocacy/self-determination training

· Providing life skills training

· Providing Follow-Along services to youth who are closed Status 26 by DVRS for at least one year after program completion

· Providing Follow-Up services for youth until the age of 25

· Compiling local labor market information in collaboration with the local DVRS Counselor and other adult service providers

· Arranging intake interviews according to the DVRS Counselor’s schedule

· Obtaining release of information forms, with parent signatures when necessary

· Developing apprenticeships, internships, work experience and job shadowing opportunities for participants

· Providing or making referrals for community based work evaluation

· Facilitating post secondary training involvement, job and community living tours

· Providing short-term job coaching as needed

· Assisting in job development and placement consistent with participants IEP and IPE

· Monitoring job performance to assure stability and implementation of needed supports

· Coordinating annual Satisfaction Survey completion with each participant and parent/guardian

Transition Planning


After youth are determined eligible for and are actively receiving vocational rehabilitation services, an Individualized Plan for Employment is written with each youth.  This transition plan outlines the services and training that each youth will need to prepare him/her to work and live in the community after high school.  The plan is developed collaboratively and is updated at least annually by the TAP team. The plan identifies adult agency services, which the youth requires, and the means by which linkages to service providers will occur.  The plan describes what each responsible party must do in order to assist the student to develop the necessary skills to be able to live and work within the community.  The plan helps to structure the services a youth receives while in high school, and also outlines the youth’s interests, responsibilities, post-secondary activities and goals.

Job-Related Instruction


The TAP Coordinator and/or the TAP Specialist have primary responsibility for coordinating the job-related instruction.  This instruction can be provided in a variety of settings, including specialized classes at the high school, vocational education classes, classes at the local community college, “job-clubs,” or mentoring programs.  Utilization, when appropriate, of post-secondary option is encouraged.  Serious consideration should be given to partnering with business and industry in which job keeping skills are taught at a work site.  Instruction focuses on vocational skills such as career exploration, job seeking skills, and job keeping skills as well as Self Determination training.  Other innovative approaches of instructing job-seeking skills are encouraged.  Youth also receive instruction in social and independent living skills since deficits in these areas often lead to inability to obtain or retain employment.

Job Development


The primary goal of TAP services is for youth to be competitively employed by the time they have completed their TAP services.  Paid and non-paid structured work experiences will be used for short-term evaluations only.  Extensive effort is expended to identify new types of jobs for youth with disabilities and to provide a good match between job opportunities and the choices, interests and abilities of youth.  For many students vocational assessment may be an important part of this process and this should be coordinated with the DVRS Counselor when needed. The DVRS Counselor will assist the youth in understanding the results of the evaluation and how these pertain to employment within the community. The TAP Coordinator and/or TAP Specialist have primary responsibility for job development activities and short-term job coaching when needed by the youth.  The goal for every youth enrolled in TAP is to obtain satisfactory competitive employment, which has been identified, based on that youth’s needs, choices, interests and abilities.  Youth may also continue into a post high school training program up to an A.A. degree, which culminates in employment, if the youth and DVRS Counselor determine that such training would enhance employment options.

On-the-Job Training


Once a youth is placed in competitive employment, he/she receives training on specific job skills, as well as general job behaviors (i.e., productivity, attendance, interactions with co-workers, etc.).  The TAP Specialist works in cooperation with the employer to provide these services.  Support services may also be needed by some youth in order for them to obtain maximum benefit from TAP.  Therefore the TAP personnel have the responsibility of providing the direct services of job coaching, employer liaison work and service coordination/intervention to address personal or family related problems, which may impede job retention.  The DVRS Counselor is responsible for assessing and planning the need for these services in conjunction with the TAP team.

Post-Secondary Placement


As a youth approaches exit from high school, the TAP Team is responsible for preparing that youth for his/her post-secondary placement.  In most cases, the youth is placed into full-time competitive employment.  This job may either be the same as the “training job” that the student held during the school year, or it may be a new, more desirable job placement in terms of wages, benefits and student choice.  Some youth may enter a post-secondary training program (two year or less) or enroll in continuing education classes at the community college.  Once the youth completes the post secondary training TAP will assist him/her to obtain competitive employment.  TAP personnel are responsible for following along on the student’s progress in any post secondary activity.  Some youth may choose to participate in a combination of work and continuing education.  The Team will work with each youth and his/her family to identify and secure the most appropriate post-school placement. 

Follow-Along Services


Follow-along services will be put into place to assure that the youth continue to remain gainfully employed and achieve a successful transition from school.  These services begin at a point in time when it is mutually agreed, by the TAP Team, that no further intensive services are needed from the TAP Staff in relationship to employment.  This is usually at the same time as the DVRS closure.  These services will continue for one year beyond the end of active TAP services.  Services are geared toward the maintenance of employment.  Follow-along services include:

· maintenance of regularly scheduled contacts (at LEAST quarterly) between TAP staff and youth to document the progress and issues/problems experienced by the youth during the transition years;

· provision of support services as needed;

· referral to adult agency service providers for new or additional services the youth may need;

· provision of crisis intervention as needed, and;

· reconnection with DVRS if the quarterly contact identifies the possible need for post employment services through DVRS.

Follow-up Services


Follow-up services begin immediately after the follow-along services are terminated and last until the age of 25.  These services are provided when it is determined that annual contact is sufficient; and are designed to reconnect the student to adult services if necessary.  Follow-up services include:

· contact at least once per year between TAP staff and youth to document progress and issues experienced by the youth during their post-school years;

· reconnection to adult services should the need arise;

· reporting of follow-up information to DVRS for program/quality monitoring.

Staff and Administrative Training


Since the pattern of service being delivered through the TAP is new for program participants, it is essential that the TAP personnel receive appropriate in-service training in order to learn their new roles effectively.  Training will be provided at centrally and regionally located sites, through telephone consultation, and on-site technical assistance.


Key administrators from the awarded districts must agree to participate in an orientation to program implementation.  Sites will also agree to allow TAP team members to participate in in-service training, technical assistance, and evaluation activities as a condition for receiving their contract.  Costs associated with attendance at training activities can be provided through the TAP.

Program Evaluation

DVRS coordinates and conducts the evaluation of the project’s procedures and outcomes, to refine the program and document its impact upon the competitive employment achieved by participating youth.  TAP sites are required to participate in program evaluation activities such as data collection, reporting, and program review.

F.
ELIGIBLE CONTRACTING PARTY APPLICANTS:


To be eligible for TAP participation the applicant must be a public school district, consortium of districts, or an Area Education Agency.


Applicants must demonstrate collaboration with the local DVRS office in the development of the proposal.  Favorable consideration in awarding the TAP will be given to those applicants that demonstrate:

· District and Area Education Agency administrative support (regular education, special education, and business office);

· Local capacity to develop paid job placements for participating youth.  Capacity may be demonstrated through the inclusion of letters of collaboration with local employers, Workforce Investment Act participants, etc.;

· Transition Advisory Board/TACs collaboration and planning.

G.
COLLABORATION


One or more school districts are welcome to collaborate on one application, if collaboration would enhance their ability to meet project proposal criteria.  In districts where the potential caseload size of the TAP is below 10, collaboration is encouraged. Collaboration can occur in the form of funding contributions, service provision, or housing the TAP.  If the applicant opts for such project collaboration, the proposal must include two integrated Cover Sheets and two integrated Face Sheets for all organizations involved and one integrated Budget with Narrative for the entire proposal.  Where districts have collaborated one school district must assume full contract responsibility.

II.  PROPOSAL REQUIREMENTS

A.  Applicants:


Local Education Agencies, consortiums of LEAs and Area Education Agencies are eligible to apply.

B.  Proposal Packet:


All applicants must complete and submit a Proposal Packet including two Cover Sheets and two Face Sheets with original signatures, Proposal Budget Form, and prepare a Budget Narrative describing all costs identified on the Budget Form.

C.  Match:

The match for this agreement is 50/50.  Since the local school district, designated district in a consortium, or Area Education Agency assumes fiscal responsibility for the contract; personnel from the business office should be included in the fiscal planning.  Local agreements involving interagency services, or financial contribution can be coordinated to support and enhance TAP activities.  In-kind match cannot replace the match requirement.

The applicant will certify non-federal matching dollars to DVRS as follows.  The applicant will operate the TAP and pay all expenses according to the approved budget.  On a periodic basis, monthly or quarterly, the applicant will prepare a payment voucher for the preceding period.  The payment voucher will itemize all expenses of the project for the month or quarter and include required supporting documentation.  The voucher will contain the following statement “The funds used to pay the expenditures certified herein are non-federal funds and these funds have not been used to match other federal funds”.


A person authorized to do so by the applicant will sign the voucher.  The voucher will be sent to the DVRS TAP resource manager for review and approval.  Upon approval, the TAP resource manager will forward the voucher and any attached supporting documentation to the DVRS Financial Section.


The Financial Section will process the voucher and make payment to the applicant based on the match rate agreed to in the contract.  Since the TAP match rate is 50/50, DVRS will pay the applicant 50% of the amount of total budgeted expenses listed on the voucher.


To summarize, the applicant will certify non-federal match by reporting actual expenses, for the project, to DVRS.  No cash payment to DVRS for matching purposes is required.

D.  Funding Levels:

Each proposal will be evaluated according to the viability of the project and the projected budget to support the efforts.  If a project is recommended for funding, but the budget appears excessive or details of the program need to be clarified or revised, the applicant would be requested to submit a modified proposal.
E.  Contract Period:

Initial contracts will be issued annually.  After the initial contract period applicants will be contacted and a letter of intent to continue another year is requested from the contracting party.  When a letter of intent is received from the contracting party, a TAP Continuation Application packet is returned.  The contracts are renewable yearly, starting on the first of October of one year and ending the thirtieth of September of the next year.  The continuation request must be submitted by August 1 of each new contract year.  However the Division of Vocational Rehabilitation Services, at its discretion and based on review of contractor’s performance and availability of funding, may discontinue the funding by giving thirty days notice.
F.  Program Flexibility:


Since this program is continuing to evolve and is developed to respond to the needs of students in transition it is understood that the program may evolve and change.  As modifications and revisions in program requirements or programmatic concepts emerge each project will be notified.  Projects interested in making changes in service delivery plans must receive prior approval from DVRS.

G.  Subcontracting


Subcontracting for services is not allowable under this contract.  All costs and services must be included and provided within this contract.

H.  Letters of Support:
· Letters of support must be submitted from the following:

· County or Department of Human Services Case Management;

· Special Education Director/School Administrator;

· TAB/TAC Chairperson;

· DVRS Area Office Supervisor.

· Employer Representative

The letter of support from the DVRS Area Office Supervisor must indicate strong support for TAP that a counselor will be assigned to the project, and a description of how the office will provide leadership to the project.

I.  Program Definitions:

· Active Participants:  youth who are actively receiving Vocational Rehabilitation services and engaged in obtaining and maintaining employment.

· AEA:  Area Education Agency

· Competitive Employment:  Paid work in which an employer/employee relationship exists.  The employee is compensated at least at minimum wage and the work is performed in an integrated setting so that the youth has regular contact on the job with individuals who are not disabled.  Added medical insurance and benefits are earned in accordance with that awarded to all employees in the business.

· DVRS:  Division of Vocational Rehabilitation Services

· LEA:  Local Education Agency

· Follow Along:  at least quarterly contacts made by TAP personnel during the first year after DVRS has successfully closed a file as rehabilitated (Status 26-0).

· Follow Up:  at least yearly contacts made by TAP personnel after follow along are completed until the youth reaches the age of 25.

· RFP:  Request for Proposal

· Successfully Rehabilitated (Status 26-0):  Once the DVRS counselor determines that the youth has been placed in competitive employment and the job has been stable for a minimum of 90 days, and no longer requires intense monitoring, the file is considered a successful closure.

III.  PROPOSAL PROCESS

A.  Timetable:

· Letter of Announcement of Competitive TAP RFP 

April 1, 2002

· Competitive TAP RFP available on DVRS website

April 1, 2002

· Additional TAP information mailed to district

as requested

· Districts Submit Proposals




by June 3, 2002

· Proposals Reviewed





June 2002

· Award Notice





by July 31, 2002

· Proposals begin





Summer 2002 to no 

later then October 1, 

2002

B.  Evaluation:
Proposals will be evaluated as identified below.  Proposals needing amendments or changes will be asked to have this completed no later than July 1, 2002.  Projects will be funded on the basis of merit and as funds are available.  TAP proposals will be evaluated upon the consideration of the following seven key areas and point scales:

· Statement of Need



(Maximum of 20 points)

· Program Proposal



(Maximum of 20 points)

· Collaboration



(Maximum of 15 points)

· Program Location



(Maximum of 10 points)

· Letters of Support



(Maximum of 10 points)

· Budget




(Maximum of 10 points)

· Evidence of strong local area DVRS office involvement and clear DVRS leadership role 

(Maximum of 15 points)

DVRS reserves the right to retract the RFP in whole or in part at its sole discretion.  All accepted proposals require a dollar for dollar cash match.  DVRS acts as the final authority in all Transition Alliance Program (TAP) matters.

Submit two original RFP packets with original signatures on each Cover Sheet and each Face Sheet to:

Karyn Link,
Transition Resource Manager




510 East 12th Street




Des Moines, Iowa 50319




800/532-1486, ext. 4144 or 515/281-4144

IOWA DIVISION OF VOCATIONAL REHABILITATION SERVICES

TRANSITION ALLIANCE PROGRAM (TAP)

COVER SHEET

Title of Program:
TRANSITION ALLIANCE PROGRAM

Dates of Program:

Applicant Agency/Organization

(Please enter official name, as it will appear in contract.)

Name:

____________________________________________________________

Address:
____________________________________________________________



____________________________________________________________



____________________________________________________________

Phone:

____________________________________________________________

Federal ID #
____________________________________________________________

Contact Person

Name:

____________________________________________________________

Address:
____________________________________________________________



____________________________________________________________



____________________________________________________________

Phone:

____________________________________________________________

Contracting Party

Name:

____________________________________________________________

Phone:

____________________________________________________________

___________________________________________
________________________

Authorized Signature for AEA/District


Date

___________________________________________
________________________

DVRS Supervisor Signature




Date

IOWA DIVISION OF VOCATIONAL REHABILITATION SERVICES

TRANSITION ALLIANCE PROGRAM (TAP)

COVER SHEET

Title of Program:
TRANSITION ALLIANCE PROGRAM

Dates of Program:


Applicant Agency/Organization

(Please enter official name, as it will appear in contract.)

Name:

____________________________________________________________

Address:
____________________________________________________________



____________________________________________________________



____________________________________________________________

Phone:

____________________________________________________________

Federal ID #
____________________________________________________________

Contact Person

Name:

____________________________________________________________

Address:
____________________________________________________________



____________________________________________________________



____________________________________________________________

Phone:

____________________________________________________________

Contracting Party

Name:

____________________________________________________________

Phone:

____________________________________________________________

___________________________________________
________________________

Authorized Signature for AEA/District


Date

___________________________________________
________________________

DVRS Supervisor Signature




Date

FACE SHEET

Applicants Name ______________________________________________________________________________Address_________________________City_____________________State________Zip_______

Phone Number _________________________________

Describe area represented by applicant:

Describe specific area to be served by Project, if different from above:  

Key Individuals:

Administrator of Agency/District/

   TAP Project Coordinator (person in charge of 

   Consortium




   daily operation of the project should it be funded):

Name:





   Name:

Title:





   Title:

Phone:





   Phone:

Signature: ___________________________ Signature: _____________________________

Fiscal Agent for Project 


   Supervisor of Vocational Rehabilitation Office(s)







   Collaborating in project, if funded

Name:





   Name:

Phone:





   Phone:

Signature: ___________________________ Signature: ______________________________

ASSURANCES

The proposing entity hereby assures and certifies that it possesses legal authority to apply for and control the project and that requirements of the applying entity authorizing the filing of the application, including all understandings and assurances contained herein, and directing the authorizing person identified as the official representative of the applicant to act in connection with the application and to provide such additional information as may be required, have been met.

Applicant further agrees to develop the proposed project as required in this application package.

Applicant also affirms that the organization represented does not discriminate in its employment practices with regard to race, color, religion, sex, marital status, political affiliation, national origin, or disability.

Signature of Authorized Person: _____________________________________

Title:  ___________________________________

Date: _____________________

(TAP 2/98) doc LIST-38743FAC.DOC

FACE SHEET

Applicants Name ______________________________________________________________________________Address_________________________City_____________________State________Zip_______

Phone Number _________________________________

Describe area represented by applicant:

Describe specific area to be served by Project, if different from above:  

Key Individuals:

Administrator of Agency/District/

   TAP Project Coordinator (person in charge of 

   Consortium




   daily operation of the project should it be funded):

Name:





   Name:

Title:





   Title:

Phone:





   Phone:

Signature: ___________________________    Signature: _____________________________

Fiscal Agent for Project 


   Supervisor of Vocational Rehabilitation Office(s)







   Collaborating in project, if funded

Name:





   Name:

Phone:





   Phone:

Signature: ___________________________    Signature: ______________________________

ASSURANCES

The proposing entity hereby assures and certifies that it possesses legal authority to apply for and control the project and that requirements of the applying entity authorizing the filing of the application, including all understandings and assurances contained herein, and directing the authorizing person identified as the official representative of the applicant to act in connection with the application and to provide such additional information as may be required, have been met.

Applicant further agrees to develop the proposed project as required in this application package.

Applicant also affirms that the organization represented does not discriminate in its employment practices with regard to race, color, religion, sex, marital status, political affiliation, national origin, or disability.

Signature of Authorized Person: _____________________________________

Title:  ___________________________________

Date: _____________________

(TAP 2/02) doc LIST-38743FAC.DOC

IOWA DIVISION OF VOCATIONAL REHABILITATION SERVICES

TRANSITION ALLIANCE PROGRAM (TAP)

PROGRAM NARRATIVE

INSTRUCTIONS:

This program narrative is divided into THREE sections.  The first section asks for information regarding current school and transition programs for youth with disabilities who need short-term support services to become competitively employed and as successful as possible in the community.  The second section asks for a description of unmet needs and gaps in service for community based transition programs for youth.  The final section requests a description of how the Transition Alliance Program will allow you to provide a NEW PATTERN OF SERVICE to address your unmet needs and gaps in service.  All three sections follow the same general format, and request information regarding the following:

A.
Transition Planning

B.
Interagency Collaboration

C.
Employment and Vocational Programs

D.
Community Living Skills

E.
Staffing

F.
Follow-up Services

To complete the program narrative, answer all of the questions in the spaces provided.  Please confine your answers to the space that has been provided in this application kit.  Remember to submit two original application kits (TAP Cover Sheet, TAP Face Sheet, Proposal, Budget and Budget Narrative).

Please list the individuals and their role at the table and involved in the face-to-face discussion and write up of this application.

__________________________________     __________________________________

__________________________________     __________________________________

__________________________________     __________________________________

__________________________________     __________________________________

PART ONE:  CURRENT TRANSITION PROGRAMS

In this section, you will provide baseline information about current school and transition services for youth who, without ongoing support, have the potential to maintain competitive employment and to achieve successful community outcomes.  In your responses, describe only programs for this target group of youth.  Provide accurate descriptions of what currently exists in your community and school system.  This information sets a baseline of existing transition services, which can be enhanced with the implementation of the TAP.  Remember, these questions relate only to the population which will be targeted for TAP.

A.
Transition Planning

1.
What kind of assistance do youth and families receive to help them plan for the transition from high school to the adult world?


Please check the type(s) services provided.

_____ Information on transition resources provided to youth and families.

_____ Transition goals are addressed within the IEP.

_____ Transition planning meetings on all youth.

_____ Other (list) _________________________________________________________

________________________________________________________________________

B.
Interagency Collaboration

1.
Describe how adult service agencies are typically involved in transition planning and implementation with youth.

2.
If transition planning and implementation includes participation by adult agency service providers, check which agencies are typically represented.

_____ Division of Vocational Rehabilitation Services (DVRS)

_____ Community College

_____ Mental Health

_____ Workforce Investment Act (WIA)

_____ Workforce Center

_____ Health Department

_____ Social Services

_____ Community Residential Program

_____ Other (list) _________________________________________________________

C.
Employment and Vocational Programs

1.
Do youth in your programs currently receive any type of classroom training in vocational

Skills?

_____ Yes     _____ No

If yes, please check the type(s) of classroom training provided.

_____ Pre-vocational (job-readiness skills, career awareness/exploration)

_____ Job seeking skills

_____ Vocational education classes

_____ Other (list) _________________________________________________________

2.
Do the youth participate in structured work experience programs?

_____ Yes     _____ No

If yes, please check the type(s) of classroom training provided.

_____ In school work experience

_____ Community based work experience

Describe the types of jobs used for work experience.

3.
Do youth usually receive wages in work experience positions?

_____ Yes     _____ No

If yes, who pays these wages?

4.
Describe the supervision and training youth receive who participate in work experience.

5.
Do teachers receive release time in their contract to assist with placement, training and supervision?  How much release time?

D.
Community Living Skills

Do youth in your program receive any instruction to prepare them for community living?

_____ Yes     _____ No

If yes, please check all types of instruction that are offered.

_____ Community access/transportation

_____ Nutrition, health and fitness

_____ Money management

_____ Leisure skills

_____ Personal/social skills

_____ Self-determination skills

_____ Other (list) _________________________________________________________


__________________________________________________________________

Where does this instruction occur (check all that apply)?

_____ Community setting

_____ Special education classroom

_____ Regular education classroom

_____ Other (list) _________________________________________________________


________________________________________________________________  

E.
Follow-up Services

Is any follow-up information collected about this population?

_____ Yes     _____ No

If yes, please describe the procedures used to collect information.  Attach copies of forms used to collect this information, if these are available

F.
Staffing

Identify the number of FTEs in your district high schools that receive release time during their contract time to provide transition services (employment, community living, follow-along and follow-up interagency coordination, etc.) for this population.

School




#FTE


           Weekly hours released

PART TWO:  GAPS IN SERVICE

The purpose of the TAP is to make funding available to enhance existing transition activities and services for youth who have the potential for post-school competitive employment and successful community life without long-term or ongoing support.  In this section, you will be describing your unmet needs and gaps in services as they relate to this population.

A.
Transition Planning

In the space below, describe unmet needs and gaps in service in the area of transition planning.

B.
Interagency Collaboration

In the space provided below, describe gaps in service for your youth in the area of interagency collaboration.

C.
Employment and Vocational Programs

In the space provided below, describe unmet needs related to employment and vocational programming for the youth in your program.

D.
Community Living Skills

In the space provided below, describe gaps in service for the youth in your program related to the area of community living skills.

E.
Staffing

In the space provided below, describe unmet needs in the area of staffing for your program, as these needs relate to the provision of transition services (including employment, community living, interagency collaboration and follow-along and follow-up of out-of-school youth).

F.
Follow-up Services

In the space below, describe gaps in service relating to the post-school follow-up of youth in your community.

PART THREE:  TRANSITION ALLIANCE PROGRAM DESCRIPTION

In this section, you will be describing how TAP funds will be used to develop a NEW PATTERN OF SERVICE, which enhances the existing services in your area (identified in Part One of this program narrative) and addresses the gaps in service provision (identified in Part Two of this program narrative).  TAP funds will be used to provide services to the target population, as defined in the Request for Proposal as the “target population,” in order to obtain successful competitive employment outcomes.

In the sections below, describe how you will develop a new pattern of services which differs from the current program and will result in successful employment and community outcomes.  Use the Delivery of Service section on the RFP to develop this section.
A.
Transition Planning

Describe how youth and families will receive assistance in planning for transition from school into the adult world, including employment.

B.
Interagency Collaboration

1.
Describe how TAP will link youth/consumers in transition to local community agencies and organizations which provide services to youth with disabilities.

2.
Describe the involvement of the local transition Advisory Board (TAB/TAC) in the planning and implementation of TAP.

3.
Describe the role of DVRS staff in relation to TAP development, planning and implementation.

C.
Employment and Vocational Program

1.
In the space provided below, describe your plans for providing paid community job placements. In your response, please address the following issues:

a.   The current labor market in your community.

b.
The types of jobs within your community that could be targeted for development through this program.

c.
The extent to which potential employers are willing to collaborate with the program.  How will the business community be involved?

d.
How will job placements be coordinated with School-to-Career activities (if you have a partnership)?

e.
If youth move into other communities upon exiting school, how will they be supported by the TAP?

f.
How will employment related services be provided by the TAP?

D.
Community Living Skills

1.
How will you assure that this program is in a community-based location?

2.
How will services be provided to youth through the TAP?

E.
Staffing
1.
Identify the numbers and types of positions you are requesting for the TAP.

Provide your rational for the staffing pattern you are requesting.

2.
If the persons identified to become the TAP Coordinator(s) and TAP Specialist(s) are currently employed with other duties, will you assure these duties are continued?  TAP duties cannot be an “extra duty” assignment, and cannot supplant duties already performed.

_____ Yes     _____ No

3.
Describe the process for hiring TAP staff, and how the local DVRS office will be involved in this process.

4.
TAP is a year-round (12 month) program.  Describe how TAP staffing patterns will support the provision of year-round services to youth/consumers.

F.
Follow-along Services
1.
Describe how follow-along services will occur for youth for at least one year after employment occurs (DVRS Status 26-0).  Follow-along must occur at least quarterly, and must include a) coordination of the provision of necessary support services; b) referral to adult agency providers for necessary services; c) crisis intervention; and d) reconnection with DVRS, if necessary.

G.
TAP Population
1.
How many participants do you anticipate serving annually through TAP?





Year One

Year Two

Year Three





 01 – 02

 02 – 03

  03 – 04

Active

Participants moving into or

Continuing Post Secondary Training

Follow-along

Follow-up

2.
Indicate the number of youth, by disability classification, who could be referred to 
TAP during the initial three years of the program.

_____
Youth with disabilities receiving services through Special Education (under 

IDEA).

_____
Youth with disabilities not receiving services under Special Education/IDEA 

(Section 504 Youth).

_____
Out-0f-School Youth

3. How many TAP participants do you anticipate becoming competitively employed according to the students Individual Plan for Employment (IPE), DVRS Status 26-0 during:

_____
This Year

_____
Next Year

4.
All TAP participants must be eligible for vocational rehabilitation services through DVRS and be actively receiving VR services.  Describe how referrals from TAP to the local DVRS office, and from the DVRS office to TAP, will occur.

5.
Describe how you work with youth/consumers to encourage self-determination and informed choice as transition planning and implementation occur.

6.
Describe how TAP will involve district/consortium/area-wide service delivery.  For example, include plans for expansion, plans for housing the TAP outside of the school system, and a description of how services will be provided in all schools within a district/consortium/area.

H.
Project Administration
1.
If you are selected as a TAP site, will you ensure the following key people in your district will attend a pre-contract meeting?

a. Fiscal Agent

b TAP Coordinator (If hired) or Representative

_____
Yes
_____
No

2.
Please identify the Contractor who will be responsible for preparing the matching funds and completing the Fiscal Reports.  This person should be included in all phases of TAP planning.

Name:





Phone:

3.
Are you willing to coordinate all project activities with the local DVRS office, including holding project meetings on a regular basis, and documenting time spent on TAP activities?

_____
Yes
_____
No

4.
Are you willing to fully involve the DVRS Counselor in the vocational services that are to be planned and provided through the TAP?

_____
Yes
_____
No

5.
Are you willing to work collaboratively with your local Transition Advisory Board? 

_____
Yes
_____
No

6.
If you are selected to receive TAP funds, can/will you ensure all new staff who have one-to-one contact with TAP consumers have undergone a background check?

_____
Yes
_____
No

I.
Training and Technical Assistance
1.
Are you willing to allow the TAP staff to attend workshops outside your district?

_____
Yes
_____
No

2.
Are you willing to accept technical assistance, including on-site visits and phone consultation from state-level TAP personnel?

_____
Yes
_____
No

3.
Are you willing to participate in program evaluation activities, including documenting youth progress through the program?

_____
Yes 
_____
No

TECHNICAL ASSISTANCE/TRAINING REQUEST

TRANSITION ALLIANCE PROGRAM

Directions:  Please complete this form and return it with your TAP application.  The purpose of this form is to assist TAP staff in developing and providing technical assistance and training which will assist in the implementation of TAP throughout Iowa.

Contact Person:  Identify the person from your TAP who will arrange technical assistance and training.

Name:

__________________________________________

Address:
__________________________________________

Phone:

__________________________________________

Transition Area:
Please check the area that best identifies your training and 

technical assistance needs.

_____
Interagency Coordination
_____
Transition Planning

_____
Transition Curriculum

_____ 
TAP Consumer Identification

_____
Student Empowerment
_____
Job Development/Follow-up

_____
Employment


_____
The Rehab Process

_____
Other ____________________________________________________________

Purpose:  Please describe and explain the nature of your request.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________                                                                                                                                                  

Outcome(s):  What outcomes are expected from this technical assistance/training?

____________________________________________________________________________________________________________________________________________________________                                                                                                                                                      

Audience:  Who will attend?

______________________________________________________________________________                                                                                                                                                        
Timelines:  Suggest possible dates, timeframe, etc.

DIVISION OF VOCATIONAL REHABILITATION SERVICES

COMPETITIVE TAP RFP - NEW PROPOSAL

BUDGET INSTRUCTIONS/FORMS

Complete the attached budget forms, following the guidelines indicated below.  The guidelines below provide general instructions that apply to the Budget form and how to prepare a Budget Narrative.  DVRS reserves the right to negotiate adjustments to proposed expenditures if this proposal is accepted.

· Personnel:

Personnel costs include salaries/wages and fringe benefits for the TAP Coordinator and may also include TAP Specialist position(s).  TAP Coordinator positions are professional positions.  TAP Specialist position(s) are paraprofessional in nature.  The percentage of the Coordinator FTE that must be assigned by the district/consortium of districts/AEAs and the number of hours per week that TAP Specialist(s) will be working with students/consumers should be determined by the number of students/consumers that will be served.  Use the general guidelines included in the chart below to determine the FTE for the TAP Coordinator and the TAP Specialist positions.  The applicant has discretion in determining the number of hours per week that constitutes a full-time TAP Specialist position.  As a general guideline, it is suggested that a ratio of one TAP staff position to ten - fifteen TAP active and follow along participants (1:10-15) should be considered.  However, this ratio may increase or decrease, based on factors such as numbers served and demographics, distance and geographic area covered, and nature of the TAP.  The applicant has discretion in determining the ratio, which would be appropriate for the needs of the community.  A range of EXAMPLES has been provided in the table below.  Rationale for the ratio used by the applicant should be explained in the Program Narrative.

	Number of Students Served
	TAP Coordinator FTE
	TAP Specialist FTE

	41 - 60
	1.0 - 1.5
	2.0 - 3.0

	26 - 40
	1.0
	1.0 - 2.0

	16 - 25
	0.5 - 1.0
	1.0

	10 - 15
	1.0
	0


The projected budget period follows the Federal Fiscal Year from October 1 to September 30.

· Budget:

Each proposal must complete the Budget Form and provide a Budget Narrative to explain all expenses (see Sample Budget Narrative).  “Indirect” costs are not allowable.  Indirect costs are those costs, which cannot be tracked to a timesheet, invoice or other means of documenting expenses directly related to the project.  Minimal equipment is an allowable cost for the start up year.
Meals, transportation and lodging that is provided to students and personnel within their school district are only allowable according to the current state rates:

· Meals

$5.00 (breakfast), $6.00 (lunch), $12.00 (dinner)

· Lodging

$45.00 plus applicable tax per night

· Transportation
$.29 per mile

· TAP Coordinator and TAP Specialist (if appropriate) Salary and Fringe Benefits:

The amount of funds allowable to support the TAP Coordinator and TAP Specialist (if appropriate) are based on four factors:  1) the number of students/consumers being served by the program during the funding period (this determines the FTE level to be assigned to TAP); 2) the anticipated annual salary of the TAP Coordinator and TAP Specialist during the budget period; 3) the number of months of services that are reimbursable through this program; and 4) the fringe benefit rate for these positions.

· Salaries:

Salaries are only wages earned.  The salary must be listed per each position.  Each position should indicate if it is full verses part-time.  Salaries are listed and calculated on the budget form.  Included on a separate sheet should be a description of the positions and how documentation will be kept (see Sample Budget Narrative).  Time sheets must be kept for those employees who are not assigned to the project 100% of their working hours.

· Fringes:

All fringe benefits should be listed according to the type of benefit provided.  It is not necessary to list the cost of each benefit per position.  Instead the total amount of fringe benefit cost should be calculated and listed on the budget form.  See Sample Budget Narrative on how to include this in the description

· Operating Expenses/Monthly:

Non-personnel costs are those costs not associated with the salary and fringe benefits.  In order to contain costs total non-personnel costs charged to the program must be reasonable, justified in the budget and itemized.  Operating costs include local travel, supplies, postage, telephone, rent, and printing.   Indirect costs are not allowable.  The TAP does not allow for purchases of cell phones, but the monthly charges for a cell phone plan used exclusively by TAP personnel for TAP purposes is allowed.  Travel expenses incurred as a result of professional development may be budgeted to either travel or professional development according to the contracting party accounting policies.  The Budget Narrative must describe how these costs are used and how documentation will be maintained.

· Equipment:

Equipment is defined as any item for which the purchase price, including shipping charges, is two thousand dollars ($2,000) or more and has an anticipated useful life of one year or more.  Equipment costs should be listed on the Budget form.  The Budget Narrative should describe the costs and what records will be maintained for documentation.

An agency/consortium/district must obtain three bids for any purchase, which is $2,000 or more.  The bids may be taken by phone, mail, facsimiles and the bid records must include:

· Company name

· Make and model of product

· Price of the item

· Date of quote

· Company contact

· Sate Agency employee taking quote

· Award made to low compliant bidder

· Confirmation of bids must be filed in writing with order and the invoice for auditing purposes.

If a school or AEA has an agreement with a business to purchase a certain type of equipment i.e. computer, a copy of the agreement may replace the three required bids.

· DVRS Funds to District/Consortium/AEA:

Identify the total amount of funds you are requesting to receive from DVRS for the contract period.  This figure is listed on the Budget form.

· Cost per Youth:
To determine this cost divide the total budget by the sum of youth who are still in high school.  After calculating this amount list the figure on of the Budget form.

SAMPLE BUDGET NARRATIVE for Line Item Costs

Salaries:  The salary budget consists of three positions, one of which is part time.  They are as follows: Job Coach, Project Officer, and Support Staff.  Timesheets will be kept on part time positions so that the amount of time spent on the project per day/week/month can be charged to the project accordingly.

Fringe Benefits:  The fringe benefits in this agreement are as follows:

FICA, IPERS (or TIAA/CREF), Health Insurance, Dental Insurance, Workers Compensation, Life Insurance, Unemployment Insurance and Long Term Disability.  Fringe benefits will be charged according to the amount of time spent on the project.

Payroll Documentation will be available to support all Salary and Fringe Benefit costs charged to this agreement.

Travel:  Staff travel will include mileage (to be reimbursed at $.29 cents per mile).

Meals and Lodging will be claimed at current state rates.  Detail travel documentation will be kept for mileage and invoices will be kept for lodging.  Travel costs incurred as a result of professional development may be budgeted to either travel or professional development according to the contracting party accounting policies.

Supplies (includes equipment valued at under $2,000.00):  Office supplies and instructional supplies directly related to TAP activities and used by TAP personnel.  All supply costs will be directly related to this agreement and invoices will be kept to document costs

Printing:   Costs to print project related brochures or correspondence.  Invoices will be kept to document costs.

Professional Development:  Training costs – workshop presentations, consultation costs, and technical assistance.  Invoices will be kept to document project related costs.  Travel costs incurred as a result of professional development may be budgeted to either travel or professional development according to the contracting party accounting policies.

Phones:  There are two phone lines being used for this project.  One phone line is a dedicated line for this project only and used by a full time person.  This line will be charged 100% to this project.  The second phone line is used by a part time person who spends 50% of their time on other agency projects.  Only the long distance charges directly attributable to this project will be charged for this line.  Phone billings from the phone company will be used to determine the charges for this project.  Cell phone charges for cell phone used exclusively by TAP personnel for TAP purposes.

Equipment:  Three bids will be obtained for equipment (identify equipment) valued at $2,000.00 or more.  A record will be kept to document each company contacted, make and model of equipment, price of the item, date of quote, and the company contact.  Once bids are obtained the award will be made to the lowest bidder.  Once purchased, the invoice will be used to document costs to project.

Property records will be maintained that include a description of the property, a serial number or other identification number, the source of property, the acquisition date, cost of the property, and percentage of federal participation in the cost of the property, the location, use and condition of the property and any ultimate disposition data including the date of disposal and sale price of the property.  Equipment purchased becomes the property of the contracting party.

SAMPLE CONTRACT BUDGET for Line Item Costs

TAP

Contracting Party Name: ____________________________

Budget for Federal Fiscal Year: _______________________

Contract Number: __________________________________

Salaries







$76,825.00

Fringe Benefits






$16,133.25

Travel







$  7,000.00

Supplies







$  5,000.00

Printing







$     400.00

Professional Development




$     520.00

Telephones







$     200.00

Equipment 







$  2,000.00
Total Budget





         $108,078.25

Applicant Share of agreement 50%



$54,039.13

DVRS Share of agreement 50%



$54,039.13


High School:


      35      
Cost per Youth $3,087.95



Ready for Employment/Post 

Secondary or other training
      10      


Follow-along/up


      15      


Total Participants:

      60
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