
SOLE SOURCE DETERMINATION 
 

The Purchasing Division has been requested to approve a sole source 
purchase for the commodity or service described below.  Pursuant to 
West Virginia Code 5A-3-10c, the Purchasing Division is attempting 
to determine whether the commodity or service is a sole source 
procurement.  If you believe your company meets the required 
experience and qualification criteria stated below, please e-mail the 
Purchasing Division Buyer at Evelyn.P.Melton@wv.gov with a copy to 
William.M.Sheets@wv.gov to express your interest in the project.  
Please forward any and all information that will support your 
company’s compliance with required qualification and eligibility 
criteria along with any other pertinent information relative to this 
project to the Purchasing Division no later than 1:30 PM on 
04/24/2014.  
 
Requisition Number: EDD407674  Department/Agency: Education  
 
Detailed Description of Project:      
 
 In 2013 the West Virginia Department of Education conducted the WV Spanish 
Language Immersion Camp that included the participation of 80 students and 25 staff 
members. The seven-day residential 2014 camp will target 110 students for the maximum 
number of participants.  Camp programing consists of instructional sessions, directed 
studies, recreational planned activities and general sessions that span a daily schedule 
beginning at 7:00 a.m. and concluding at 9:00 at night.   
 
 As the West Virginia Department of Education lacks the capacity to implement 
the necessary components to support the 2014 camp, services of an outside vendor are 
requested to ensure the success of the camp.   

  
 Vendor shall provide the Agency with the Contract Items listed below on 
an open-end and continuing basis.  Contract Items must meet or exceed the 
mandatory requirements as shown below. 

 
The Vendor SHALL provide logistical program direction that will include: 
 
- Vendor shall collaborate with staff from the West Virginia Department of 
Education (WVDE) to present a one-week Spanish Summer Camp at Cedar Lakes 
Conference Center. 
- Vendor shall develop, provide and implement appropriate safety measures and 
protocols to ensure the safety of each youth camper and program personnel and 
submit to WVDE for approval 6 weeks prior to camp date. 
- Vendor shall develop a master camp schedule that addresses feedback from 
previous camps. 
-Vendor shall ensure all camp program operations in accordance to planned 
activities and schedule. 



-Vendor shall reside on site at the Spanish Summer Camp during the operation of 
the program to provide ongoing direction. 
- Vendor shall coordinate meals and food services with Cedar Lakes cafeteria 
staff, to include authentic food. 
-Vendor shall coordinate and supervise curricular and extra-curricular plan 
development and delivery. These events will be determined while collaborating 
with WVDE.  
-Vendor shall assign room locations for camp activities and lodging for all staff 
and participants. 
- Vendor shall establish an approved first aid station and will manage medications 
in accordance to written protocols. 
- Vendor shall participate in meetings to discuss the planning for the year’s camp 
with WVDE and other educational staff members. 
 
The Vendor SHALL fulfill staff human resource and supervising 
responsibilities to include:  
 
- Vendor shall developing an online application to secure all staff positions 
including assistant directors, camp counselors, instructors, instructional leads, 
technology support and medical assistance. 
- Vendor shall hire all program staff including potential international contributors  
-Vendor shall ensure that all camp staff meets minimum Spanish language 
proficiency levels comparable to Advanced-Low on the ACTFL Proficiency 
Scale.    
- Vendor shall ensure background checks and credentials of staff prior to the 
program start.    
- Vendor shall supervise, organize and direct all program staff during the week-
long camp. 
-Vendor shall provide training to all staff regarding program operations, safety 
and curriculum prior to camp date. 
-Vendor shall conduct ongoing meetings with staff prior to the start of the camp 
and during the camp to ensure program effectiveness. 
-Vendor shall implement a management system to issue and collect appropriate 
documentation and forms in order to legally issue payment to staff. 
-Vendor shall issue payment to all program staff including potential international 
contributors to include reimbursement for travel expenses and compensation for 
services provided. 
-Vendor shall secure and issue payment to a visa-sponsoring agency if 
international staff is utilized for the program.  
-Vendor shall secure and issue payment to cover travel for any international staff 
hired for the program.  

 
 
 
 



The Vendor SHALL procure and issue payment for program supplies and 
materials to include at a minimum:   
 
-Vendor shall provide student and staff program consumables, t-shirts, water 
bottles, camp store merchandise. 
-Vendor shall provide decorations related to camp theme. 
-Vendor shall provide culturally authentic realia (which will include authentic 
foods, activities, and related items). 
-Vendor shall provide instructional and camp counselor activity materials.  
-Vendor shall provide general office supplies 
-Vendor shall provide any additional supplies or materials needed for the 
operation of the program.  

 
The Vendor Shall maintain accurate program information and communicate 
with program participants including:     
 
-Vendor shall review submitted student program applications and issuing 
acceptance to the program in accordance to established criteria. 
- Vendor shall maintain an accurate wait list and filling open positions through an 
ongoing process in order to ensure maximum student participation.  
- Vendor shall disseminate detailed camp information to participants and parents 
including required forms for completion. 
- Vendor shall maintain accurate records and contact information for all students 
and staff participating in the program, including allergy information. 
- Vendor shall maintain an ongoing log and accurate record of attendance, arrival, 
and departure of program students, staff and visitors. 
- Vendor shall communicate expectations to parents and students throughout the 
camp orientation and camp.  
- Vendor shall maintain online communication in accordance to WVDE 
communication protocols. 
 
The Vendor SHALL provide program reporting upon completion of the 
camp including: 
 
-Administer a program survey to all student participants and staff to acquire camp 
feedback 
-Developing a final report of activities including expense reports to account for 
use of funds 
-Participating in meetings to discuss the planning for the next year’s camp if 
applicable.  
 
 
Proposed Sole Source Vendor:  Canaan Valley Institute  
 
 
 



Specific Eligibility Criteria:   
 
The Vendor/Program Director of the Spanish Summer Camp Program 
Operational Services shall possess extensive experience in the development, 
organization and direction of a youth educational camp program, and shall 
provide the following requirements: 
 
The Vendor/Program Director must be on site during the camp’s hours of 
operation. 
 
The Vendor/Program Director  have a minimum of two (2) years experience in 
operating and managing summer academic youth camps for state or government 
agencies. 
 
 The Vendor/Program Director would have previous experience directing Spanish 
or other language camp is preferred. 

 
 The Vendor/Program Director must have experience hiring, supervising and 
paying camp staff.  Staff must have training and experience working with youth 
groups and in specific educational related program.  All members of the 
instructional staff who have the responsibility of instructing, facilitating or 
operating a camp must be 18 or older.  If a staff member under the age of 18 is 
instructing, facilitating or operating one or more of the program sessions then an 
adult staff member shall be present at the site of the activity with the under aged 
staff member for the duration of the program session. 

 
The Vendor/Program Director must ensure at least one staff member for every 
eleven (11) campers during camp instructional time.  The Program Director shall 
be excluded from the calculation of staff to campers’ ratio unless the Director will 
actually be serving as an instructor. 

 
The Vendor/Program Director shall be responsible for the honesty, integrity, 
moral character, and job performance of staff assigned to this contract. 
 
The Vendor/Program Director shall have experience in coordinating international 
staff travel, lodging and payment. 
 
The Vendor/Program Director will ensure at least one First Aid and CPR certified 
member of the Vendor’s staff must be readily available and accessible during 
camp activities. 

 
The Vendor/Program Director will have experience directing in rural recreational 
camp settings and developing hands-on environmentally-themed education 
programs. 
 



The Vendor/Program Director will have experience in acquiring international or 
authentic materials, supplies and food based on camp title. 
 
 
Specific Qualification Criteria:   
 
An open-bid process was established. The identified vendor was the single entity to 
submit a bid.  The vendor, possess previous experience operating language-based 
summer camps within the state inclusive of hiring and supervising international staff.   
 
Additional research was conducted and determined that both 4-H and The National Youth 
Science Foundation have conducted educational based summer camps for youth.  
However, these entities do not possess prior experience in operating and staffing 
language-based educational camps consistent with the program criteria eligibility.   
 
The identified vendor has established experience in providing the following services: 
-Hiring and supervising domestic and international staff for a summer language camp. 
-Securing appropriate international visas to enable international staff to legally work 
during the period of employment for a summer camp. 
-Maintain appropriate records and issue payment for domestic and international staff.    
-Providing direction for the development of hands-on/content-based and experiential 
language learning. 
-Securing authentic realia to support the effective implementation of culturally- authentic 
language instruction.   



-Vendor shall reside on site at the Spanish Summer Camp during the operation of 
the program to provide ongoing direction. 
- Vendor shall coordinate meals and food services with Cedar Lakes cafeteria 
staff, to include authentic food. 
-Vendor shall coordinate and supervise curricular and extra-curricular plan 
development and delivery. These events will be determined while collaborating 
with WVDE.  
-Vendor shall assign room locations for camp activities and lodging for all staff 
and participants. 
- Vendor shall establish an approved first aid station and will manage medications 
in accordance to written protocols. 
- Vendor shall participate in meetings to discuss the planning for the year’s camp 
with WVDE and other educational staff members. 
 
The Vendor SHALL fulfill staff human resource and supervising 
responsibilities to include:  
 
- Vendor shall developing an online application to secure all staff positions 
including assistant directors, camp counselors, instructors, instructional leads, 
technology support and medical assistance. 
- Vendor shall hire all program staff including potential international contributors  
-Vendor shall ensure that all camp staff meets minimum Spanish language 
proficiency levels comparable to Advanced-Low on the ACTFL Proficiency 
Scale.    
- Vendor shall ensure background checks and credentials of staff prior to the 
program start.    
- Vendor shall supervise, organize and direct all program staff during the week-
long camp. 
-Vendor shall provide training to all staff regarding program operations, safety 
and curriculum prior to camp date. 
-Vendor shall conduct ongoing meetings with staff prior to the start of the camp 
and during the camp to ensure program effectiveness. 
-Vendor shall implement a management system to issue and collect appropriate 
documentation and forms in order to legally issue payment to staff. 
-Vendor shall issue payment to all program staff including potential international 
contributors to include reimbursement for travel expenses and compensation for 
services provided. 
-Vendor shall secure and issue payment to a visa-sponsoring agency if 
international staff is utilized for the program.  
-Vendor shall secure and issue payment to cover travel for any international staff 
hired for the program.  

 
 
 
 



The Vendor SHALL procure and issue payment for program supplies and 
materials to include at a minimum:   
 
-Vendor shall provide student and staff program consumables, t-shirts, water 
bottles, camp store merchandise. 
-Vendor shall provide decorations related to camp theme. 
-Vendor shall provide culturally authentic realia (which will include authentic 
foods, activities, and related items). 
-Vendor shall provide instructional and camp counselor activity materials.  
-Vendor shall provide general office supplies 
-Vendor shall provide any additional supplies or materials needed for the 
operation of the program.  

 
The Vendor Shall maintain accurate program information and communicate 
with program participants including:     
 
-Vendor shall review submitted student program applications and issuing 
acceptance to the program in accordance to established criteria. 
- Vendor shall maintain an accurate wait list and filling open positions through an 
ongoing process in order to ensure maximum student participation.  
- Vendor shall disseminate detailed camp information to participants and parents 
including required forms for completion. 
- Vendor shall maintain accurate records and contact information for all students 
and staff participating in the program, including allergy information. 
- Vendor shall maintain an ongoing log and accurate record of attendance, arrival, 
and departure of program students, staff and visitors. 
- Vendor shall communicate expectations to parents and students throughout the 
camp orientation and camp.  
- Vendor shall maintain online communication in accordance to WVDE 
communication protocols. 
 
The Vendor SHALL provide program reporting upon completion of the 
camp including: 
 
-Administer a program survey to all student participants and staff to acquire camp 
feedback 
-Developing a final report of activities including expense reports to account for 
use of funds 
-Participating in meetings to discuss the planning for the next year’s camp if 
applicable.  
 
 
Proposed Sole Source Vendor:  Canaan Valley Institute  
 
 
 



Specific Eligibility Criteria:   
 
The Vendor/Program Director of the Spanish Summer Camp Program 
Operational Services shall possess extensive experience in the development, 
organization and direction of a youth educational camp program, and shall 
provide the following requirements: 
 
The Vendor/Program Director must be on site during the camp’s hours of 
operation. 
 
The Vendor/Program Director  have a minimum of two (2) years experience in 
operating and managing summer academic youth camps for state or government 
agencies. 
 
 The Vendor/Program Director would have previous experience directing Spanish 
or other language camp is preferred. 

 
 The Vendor/Program Director must have experience hiring, supervising and 
paying camp staff.  Staff must have training and experience working with youth 
groups and in specific educational related program.  All members of the 
instructional staff who have the responsibility of instructing, facilitating or 
operating a camp must be 18 or older.  If a staff member under the age of 18 is 
instructing, facilitating or operating one or more of the program sessions then an 
adult staff member shall be present at the site of the activity with the under aged 
staff member for the duration of the program session. 

 
The Vendor/Program Director must ensure at least one staff member for every 
eleven (11) campers during camp instructional time.  The Program Director shall 
be excluded from the calculation of staff to campers’ ratio unless the Director will 
actually be serving as an instructor. 

 
The Vendor/Program Director shall be responsible for the honesty, integrity, 
moral character, and job performance of staff assigned to this contract. 
 
The Vendor/Program Director shall have experience in coordinating international 
staff travel, lodging and payment. 
 
The Vendor/Program Director will ensure at least one First Aid and CPR certified 
member of the Vendor’s staff must be readily available and accessible during 
camp activities. 

 
The Vendor/Program Director will have experience directing in rural recreational 
camp settings and developing hands-on environmentally-themed education 
programs. 
 



The Vendor/Program Director will have experience in acquiring international or 
authentic materials, supplies and food based on camp title. 
 
 
Specific Qualification Criteria:   
 
An open-bid process was established. The identified vendor was the single entity to 
submit a bid.  The vendor, possess previous experience operating language-based 
summer camps within the state inclusive of hiring and supervising international staff.   
 
Additional research was conducted and determined that both 4-H and The National Youth 
Science Foundation have conducted educational based summer camps for youth.  
However, these entities do not possess prior experience in operating and staffing 
language-based educational camps consistent with the program criteria eligibility.   
 
The identified vendor has established experience in providing the following services: 
-Hiring and supervising domestic and international staff for a summer language camp. 
-Securing appropriate international visas to enable international staff to legally work 
during the period of employment for a summer camp. 
-Maintain appropriate records and issue payment for domestic and international staff.    
-Providing direction for the development of hands-on/content-based and experiential 
language learning. 
-Securing authentic realia to support the effective implementation of culturally- authentic 
language instruction.   






























