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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.
2. The State may accept or reject in part, or in whole, any bid.
3. All quotations are governed by the West Virginia Code and the Legislative Rules of the Purchasing Division.

4, Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee,

5. All services performed or goods defivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being approprialed by the Legislature or otherwise
being made avallable. In the event funds are not appropriated or otherwise available for these services or
goods, this Purchase Order/Contract becomes void and of no effect after June 30.

6. Payment may only be made after the delivery and acceptance of goods or services.

7. interest may be paid for late payment in accordance with the West Virginia Code.

8. Vendor preference will be granted upon written request in accordance with the West Virginia Code.

8. The State of West Virginia is exempt from federal and state {axes and will not pay or reimburse such taxes.

10. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the seller.

11. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern
all rights and duties under the Contract, including without limitation the validity of this Purchase
Order/Contract.

12. Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

413, BANKRUPTCY: In the event the vendor/contractor files for bankrupicy protection, this Contract may be
deemed null and void, and terminated without further order,

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia Siate Government HiFPAA Business Assoclale
Addendum (BAA), approved by the Attorney General, and available online at the Purchasing Division's web site
(hitp:/iwww.stale.wv.us/admin/purchase/vrc/hipaa.htm) is hereby made part of the agreement. Provided that,
the Agency meets the definition of a Cover Entity (45 CFR §180.103) and will be disclosing Protected Health
Information {45 GFR §160.103} to the vendor.

15, WEST VIRGINIA ALCOHOL & DRUG-FREE WORKPLACE ACT: If this Contract constitutes a public improvement
construction contract as set forth in Article 1D, Chapter 21 of the West Virginia Code ("The West Virginia Alcohol
and Drug-Free Workplace Act”), then the following language shall hereby become part of this Contract: "The
contractor and its subcontractors shall implement and maintain a written drug-free workplace policy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Article 1D, Chapter 21 of the West
Virginia Code. The contractor and its subcontractors shall provide a sworn statement in writing, under the
penalties of perjury, that they maintain a valid drug-free work place policy in compliance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall be cancelied by the awarding
authotity if the Contractor; 1) Fails to implement its drug-free workplace policy; 2) Fails to provide information
regarding implementation of the confractor's drug-free workplace policy al the request of the public authority, or
3) Provides 1o the public authority false information regarding the contractor's drug-free workplace policy.”

INSTRUCTIONS TO BIDDERS

1. Use the quotation forms provided by the Purchasing Division.

2. SPECIFICATIONS: ltems offered must be in compliance with the specifications. Any deviation from the
specifications must be clearly indicated by the bidder. Alternates offered by the bidder as EQUAL to the
specifications must be clearly defined. A bidder offering an alternate should attach complete specifications
and literaiure to the bid. The Purchasing Division may waive minor deviations to specifications.

3. Complete all sections of the quotation form.
4. Unit prices shall prevail in case of discrepancy.

5, All quotations are considered F.O.B. destination unless alternate shipping terms are clearly identified in the
quotation. :

6. BID SUBMISSION: All quotations must be delivered by the bidder to the office listed below prior to the date and time
of the bid opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications:
Department of Administration, Purchasing Division, 2019 Washington Sireet East, P.O. Box 50130,
Charleston, WV 25305-0130

Rev., 7/01/08
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WEST VIRGINIA DEPARTMENT OF HEALTH AND HUMAN
RESOURCES BUREAU FOR CHILDREN AND FAMILIES 350 CAPITOL
STREET, ROOM 730
CHARLESTON, WEST VIRGINIA 25301-3702

Request for Quotation
RFQ# BCF10001

Title IV-E Child Welfare Curriculum Development
And implementation Project

ADMINISTRATIVE AND CONTRACTUAL TERMS
Purpose:

The Department of Health and Human Resources (DHHR), Bureau for Children and
Families (BCF) is seeking bids to obtain professional and support services to assist in
the development and impiementation of child welfare training activities reimbursable
under Title IV-E.

Project Background:

The Title IV-E Child Welfare Curriculum Development and Implementation Project is a
collaborative effort to provide child welfare training development and technical
assistance to the Bureau for Children and Families (BCF) in carrying out the purposes
of the Title IV-E Child Welfare Training Program. The Title IV-E Child Welfare Training
Program was created as part of the Child Welfare and Adoption Assistance Act of 1980
(P.L. 96-272) to support training in foster care and adoption services, and
corresponding goals identified in the State’s Title IV-B plan. Federal financial
participation is available at the rates of seventy-five percent {(75%) in the costs of:

1) Training personnel employed or preparing for employment by the State agency
administering the plan

2) Providing short term training (including travel and per diem expenses) to current
and prospective foster or adoptive parents and the members of state licensed or
approved child care institutions providing care to foster and adopted children
receiving Title IV-E assistance

3) Short and long term training at educational institutions and in-service fraining
may be provided

The Bureau for Children and Families (BCF) Division of Training is responsibie for the
oversight, coordination, and delivery of training to all BCF employees and foster parents
throughout the State. This training includes but is not limited to child welfare staff and
consists of new worker fraining, tenured worker training, supervisory and management
training, and coordination of training for new foster and adoptive parents. Child welfare



training supported by the Title IV-E Child Welfare program is provided directly by the
Division of Training, or its collaborative partners including the WV Social Work
Education Consortium (SWEC). '

SWEC is a partnership between the state’s five public accredited schools of social work
and the WV Department of Health and Human Resources (WVDHHR). The goals of the
Consortium are to promote the preparation of social workers for employment in public
sector child welfare, to enhance the skills, knowledge, and values of those currently
employed in the WVDHHR workforce, and. to provide pre-service and in service training
to prospective foster/adoptive parents and kinship relatives.

Mandatory Requirements:
Vendor must provide three full time staff, including:

1) Position One - Staff person with a Master's Degree in Social Work and five
years experience in public child welfare, including two years of post-MSW
practice experience in child welfare; certification in instructional design; and
two years of demonstrated knowledge and experience in training
methodology and evaluation methods.

2) Position Two - Staff person with a Master's Degree in Social Work and five
years experience in child welfare, including two years experience working
with Social Work Higher Education; two years of post-MSW practice
experience in child welfare; three years experience with facilitation, program
planning and development, and negotiation related to child welfare; and
demonstrated knowledge of Title IVE regulations, funding, and resources
related to public child welfare training.

3) Pasition Three - Staff person with certification in Microsoft Office Suite 2007,
including demonstrated proficiency in Power Point, Excel, and Access, and
three years experience or coursework related to information technology and
web-based curriculum design and management.

Vendor must include all wages and salaries of personnel, taxes, withholding payments,
fringe benefits, travel expenses to support statewide travel and conference registrations
costs and materials costs to support the program and any other costs related to the
employment of the three full time staff persons. Estimated travel and materials
expense of $10,000 should be included as part of the total bid and incorporated
into the cost of the three positions. PCs, phones and any other office machines or
equipment to be provided by the agency as required.

“Eyll time staff’ is considered to be 40 hours per week with time off granted as would be
allowed for a full time employee of the State of WV relative to normail sick, vacation and
holiday time.



Vendor must locate staff at the Diamond Building in Charleston, West Virginia. Staff
hired for the project must have the ability to travel statewide as required.

Objectives

Vendor's work plan must include the following activities:

1) To assist the Division of Training to identify fraining needs and evaluate the
impact of its child welfare training.

2) To develop training curricula to meet those identified training needs based on
recognized best practices in child welfare and social work.

3) To provide technical assistance to the BCF Division of Training, DHHR staff and
other child welfare training pariners.

4) To coordinate the activities of the WV Social Work Education Consortium (SWEC)
with the identified training goals and needs of the BCF Division of Training, and
ensure these activities are consistent with the requirements of the Title IV-E Child
Welifare Program.

The suggested work plan should include the following activities:

1. Research
1) Research best practices in child welfare training systems from other states
and national professional child welfare and social work organizations, and make
recommendations for integration within the Bureau’s training program
2) Research evidence based child welfare practice
3) Research best practice in adult learning, training methods, and curricuium
design
4) Research and apply for funding opportunities to enhance child weifare
training in West Virginia

2. Curricula Design
1) Implement best practice in adult learning, training methods, and curriculum
design
2) Assist the Division of Training in developing curricula and training modules
related to the Child and Family Services Federal Review and the West Virginia
Program improvement Plan
3) Assist the Division of Training with developing curricula and training modules
related to the meeting Council on Accreditation (COA) child welfare training
requirements and standards for the Bureau
4) Assist in the development of child welfare training modules on policies and
programs as defined by the Policy Units and the Division of Training

3. Technical Assistance
1) Provide technical assistance in the development, implementation and
ongoing operation of statewide child welfare training and needs assessment and
evaluation



2) Provide support and technical assistance to SWEC on funding and service
initiatives

3) Research the development and implementation of a formal tracking system
for the students who complete their obligation to DHHR and those who don’t
along with a repayment system for those who don't complete obligation.

4. Training Implementation
1) Develop and implement training and resources for trainers within the Division
of training on topics such as curriculum design, presentation methods, and adult
learning
2) Provide training to BCF field staff on topics relevant to the goals and needs
identified by the Bureau of Children and Families and dependent on specialized
areas of expertise

5. Resource Management
1) Coordinate the activities of the Social Work Education Consortium with the
needs and goals identified by the Bureau for Children and Families the Division
of Training, Regional Management staff, and Regional Homefinding Staff
2) Serve as a liaison between the SWEC and Departmental staff and participate
in quarterly field meetings and other relevant meetings to ensure ongoing
collaboration
3) Monitor performance based contract expectations of participating schools
4) Identify barriers and needs of contract initiatives and in conjunction with
Departmental and SWEC staff, develop recommendations to address problem
areas
5) Work with the schools to develop new initiatives and technology to support
workforce recruitment, retention and credentialing in accordance with the
Bureau's staffing needs and meeting Council on Accreditation (COA) child
welfare training requirements
6) Collect, analyze and report on relevant data, including but not limited to
quarterly reports from SWEC, training evaluation data, staffing data, and other
data necessary to assist the Bureau for Children and Families in meeting its
staffing and service provision needs

Deliverables

Revision of New Worker Child Welfare Training plan
Implementation of workforce recruitment and development plan
Work with SWEC in developing professional development for tenured
child welfare staff

« Assist the Division of Training in impiementation of identified training
needs within the Program Improvement Plan

e Completed Needs Assessment and evaluation framework for the
Division of Training



e Work with SWEC to develop relevant education to accommodate
social work educational activities and access relevant to social work
licensure requirements

o Assist the Division of Training in implementation of federal legislation,

Fostering Connections.

Work with SWEC to develop graduate Child Welfare supervisory track.

Comprehensive Child Welfare supervisory training-developing and

implementing an implementation plan

Training database development and management

Blackboard curriculum design and management

Develop relevant curriculum and training for Fostering Connections

Assist the Division of Training in implementation of identified training

needs within the Program Improvement Plan

Revision of New Worker Child Welfare Training plan

Comprehensive Child Welfare supervisory training-developing and

implementing an implementation pian

e Completed Needs Assessment and evaluation framework for the
Division of Training

» Formal system for tracking stipend students who do or do not fuffill
their obligation to DHHR and a repayment system for those who do not
fulfill their obligation.

« Submit Monthly Report to Director BCF Training Division on progress
on activities.

. » & @

PROCUREMENT TERMS

Vendor Registration: Vendors participating in this process should complete and file a
Vendor Registration and Disclosure Statement (Form WV-1) and remit the registration
fee. Vendor is not required to be a registered vendor in order to submit a Quotation, but
the successful vendor must register and pay the fee prior to the award of an actual
purchase order/contract.

Purchasing Affidavit: West Virginia State Code 5A-3-1-a-(3) (d) requires that all
vendors submit an affidavit of debt, which certifies that there are no outstanding
obligations or debts owing the State of West Virginia. The Affidavit is attached to this
request for Quotation which must be completed, signed, and retuned. f bidding a joint
Quotation, an Affidavit must be completed for both vendors.

Subcontracts Prohibited: The Successful vendor will be solely responsible for all
work performed under the contract. The vendor shall not enter into written subcontracts
for performance or work under the contract without written permission of the
Department.

Compliance with Law and Regulations: Vendor shall pay any sales, use and
personal property taxes arising out of this contract and the transactions contemplated
thereby. Any other taxes levied upon this contract, the transaction, or the equipment, or



services delivered pursuant hereto shall be borne by the vendor. Vendor must be
governed by the laws of the State of West Virginia. Vendor shall comply with all related
federal and state laws and regulations.

Project Term: Agreement will be for a period of one year, July 1, 2009 through June
30, 2010.

Renewal: Upon mutual consent that agreement may be extended for a total of two
additional one year terms per all the rates and conditions of the original agreement.

Invoices and Payments: Vendor shall submit detailed monthly invoices, in arrears, o
the Bureau of Children and Families, Office of Finance and Administration for all
services provided pursuant to the terms of the contract. The Bureau of Children and
Families reserves the right to reject any or all invoices for which proper documentation
has not been provided. State law forbids payment of invoices prior to receipt of
services.

Evaluation Process: Bids will be evaluated as to the lowest responsible bidder
meeting specifications.

Vendor must provide detailed documentation as to how the proposed staff meets
all of the mandatory qualifications stated above.

Staff must be identified prior to award.

« Resumes and copies of certificates must be provided to support meeting of
mandatory requirements.

o References must be provided for verification of mandatory work
experience.

Vendor must provide a complete Documentation of Qualifications and Vendor Bid
Summary Sheet with a monthly and annual rate for each staff person.



Documentation of Qualifications

Staff Qualifications

List Name of Bid Attachment
Where Meeting of Qualification
Documented

Position One (Name of Employee) -2

Master's Degree in Social Work

Five years experience in public child
welfare

Two years of post-MSW practice
experience in child welfare

Certification in instructional design

Two years of demonstrated knowledge
and experience in training methodology
and evaluation methods

Position Two (Name of Employee) 2>

Master's Degree in Social Work

Five years experience in child welfare

Including two years experience working
with Social Work Higher Education

Two years of post-MSW practice
experience in child welfare

Three years experience with facilitation,
program planning and development, and
negotiation related to child welfare

Demonsirated knowledge of Title IVE
regulations, funding, and resources related
to public child welfare training

Positioh Three (Name of Employee) >

Certification in Microsoft Office Suite 2007

including demonstrated proficiency in
Power Point, Excel, and Access

Three years experience or coursework
related to information technology and web-
based curriculum design and

11



management.

Vendor Bid Summary

Position

Annual Amount

Monthly Amount
(Annual /12)

Position One

Position Two

Position Three

Total Bid (Sum of three
Positions)

Estimated travel and materials expense of $10,000 (totaf for all three staff) should
be included as part of the total bid and incorporated into the cost of the three

positions.

Vendor must bid all tasks listed above. Vendor must provide documentation
supporting the meeting of all Mandatory Qualifications as listed.

Vendor Signature:

Date:

12
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

VENDOR OWING A DEBT TO THE STATE:

West Virginia Code §5A-3-10a provides that: No contract or renewal of any contract may be awarded by the
state or any of its political subdivisions to any vendor or prospective vendor when the vendor or prospective
vendor or a related party to the vendor or prospective vendor is a debtor and the debt owed is an amount
greater than one thousand dollars in the aggregate.

PUBLIC IMPROVEMENT CONTRACTS & DRUG-FREE WORKPLACE ACT:

If this is a solicitation for a public improvement construction contract, the vendor, by its sighature below, affirms
that it has a written plan for a drug-free workplace policy in compliance with Article 1D, Chapter 21 of the West
Virginia Code. The vendor must make said affirmation with its bid submission. Further, public improvement
construction contract may not be awarded to a vendor who does not have a written plan for a drug-free
workplace policy in compliance with Article 1D, Chapter 21 of the West Virginia Code and who has not
submitted that plan to the appropriate contracting authority in timely fashion. For a vendor who is a
subcontractor, compliance with Section 5, Article 1D, Chapter 21 of the West Virginia Code may take place
pefore their work on the public improvement is begun.

ANTITRUST:

in submitting a bid to any agency for the state of West Virginia, the bidder offers and agrees that if the bid is
accepted the bidder will convey, sell, assign or transfer fo the state of West Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and
the state of West Virginia for price fixing and/or unreasonable restraints of trade relating fo the particular
commodities or services purchased or acquired by the state of West Virginia. Such assignment shall be made
and become effective at the time the purchasing agency tenders the initial payment to the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm,
limited fiability company, partnership or person or entity submitting a bid for the same materials, supplies,
equipment or services and is in all respects fair and without collusion or fraud. | further certify that | am
authorized to sign the certification on behalf of the bidder or this bid.

LICENSING:

Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia
Secretary of State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission, or any
other state agencies or political subdivision. Furthermore, the vendor must provide aill necessary releases to
obtain information to enable the Director or spending unit to verify that the vendor is licensed and in good
standing with the above entities.

CONFIDENTIALITY:

The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such personally
identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuant to the
agency's policies, procedures and rules. Vendor further agrees to comply with the Confidentiality Policies and
information Security Accountability Requirements, set forth in hitp://www.state.wv.us/admin/purchase/privacy/
noticeConfidentiality. pdf.

Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby certified that the vendor
affirms and acknowledges the information in this affidavit and is in compliance with the requirements as stated.

Vendor's Name:

Authorized Signature: Date:
Purchasing Affidavit {Revised 01/01/09)
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State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors to request (at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-

ing the date of this certification; or, .

____ Bidderis a partnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,

____ Bidderis anonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this certification; or,

[——

2, Application is made for 2.5% resident vendor preference for the reason checked:

_____ Bidderis a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
immediately preceding submission of this bid; or,

3. Appiication is made for 2.5% resident vendor preference for the reason checked:
Bidder is a nonresident vendor employing a minimum of one hundred state residents or is a nonresident vendor with an
affifiate or subsidiary which maintains its headquarters or principal piace of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the [ife of the contract, on average at least 75% of the
employees or Bidder's affiliate’s or subsidiary’s employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid, or,

4, Application is made for 5% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

5. Appiication is made for 3.5% resident vendor preference who is a veteran for the reason checked:
Bidderis an individual resident vendor who is & veteran of the United States armed forces, the reserves orthe National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or,
Application is made for 3.5% resident vendor preference who Is a veteran for the reason checked:

! L

Bidder is a resident vendor whao is a veteran of the United States armed forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commodities or completing the project which is the subject of the vendor’s bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the two immediately preceding years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penaity
against such Bidder in an amount not to exceed 5% of the bid amount and that such penaity will be paid to the contracting agency
ordeducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and accurate in all respects; and that if a contract is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

Bidder: Signed:

Date; Title:

*Check any combination of preference consideration(s} indicated above, which you are entitled fo receive.




