RFP No.: SSD-14-POS-3080-SW


WORK PLAN FORMAT

	Service:
	Hawai`i Foster Youth/Young Adult Advisory Council 
	RFP No.
	SSD-14-POS-3080-SW

	Agency:
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	cf. Section 2.1, Service Specifications:

Ensure the development of program/project:

a. Based on twofold purposes of a statewide youth advisory council;
b. Based on providing appropriate and supportive services to meet the needs of target population, with provision of documented and verifiable information of ,  but not limited to following requirements:

· Assessment of service area and target population;

· Assessment of services currently available in the community to assist youth currently or formerly in foster care;

· Assessment of gaps in services and unmet needs of the target population;

· Description of the impact of the proposed services on the target population and the proposed number of individuals impacted;

· Proposed budget that reasonably supports the delivery of the proposed services to the target population of foster and former foster youth/ young adults.
cf. Section 2.4.A.1:
a.  Administrative Support
· Payroll functions

· Human Resource functions to include but not limited to: 

· Processing new hires

· Arranging benefits coverage

· Processing employee terminations

· Executing subcontract agreements

· Contract execution tasks

· Support & guidance to ensure the Council ‘s compliance with contractual requirements, including reporting requirements  
cf. Section 2.4.A.1:
b.  Fiscal Management 

· Receipt and disbursement of funds from DHS for HFYYAC including funds for salaries, subcontracts, and program activities.  

· Development and monitoring of budgets as specified in RFP Section 2.4.A.1

· Documentation and tracking of fiscal activities on behalf of the HFYYAAC

· Documentation and tracking of administrative costs of no more than 15% of annual contract funding.  

· Timely submission of fiscal reports as specified by the contract & by the DHS.  


	
	
	

	cf. Section 2.4.A.1:
c.  Program Guidance, Assistance, and Oversight to HFYYAAC
· Support and guidance as needed to assist HFYYAAC with Council-related matters, such as but not limited to, organization goals, objectives and activities

· Support and guidance to HFYYAAC executive director and board members

· Support and guidance to assist Council in determining and implementing goals, objectives, activities; ensuring consistent Council representation and participation in DHS activities, such as workgroups, conferences, etc. 
· Travel assistance and coordination

· Graphic reproduction


	
	
	

	· Guidance in organizational planning  

· Logistical support as needed that may include but not limited to: 

· Providing or facilitating office or meeting space

· Provision and use of business equipment 

· Computer and internet access

cf. Section 2.4.A.1:
d.  Monitoring of the HFFYYAC 
· Ensure the HFYYAAC performs activities that are included in but not limited to RFP Section 2.4.A.1

· Ensure the HFFYYAC holds a minimum of four (4) statewide board meetings.

· Ensure that the Council will conduct ongoing outreach and recruitment of target population, ages 14 through 26 years old
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	· Ensure the HHFYAAC conducts ongoing recruitment of foster youth to participate in monthly activities.

· Ensure local representation and voice of youth throughout the State and Counties of Oahu, Kauai, Maui and Hawaii, e.g., local board, local chapter.

· Ensure timely submission of program reports as specified by DHS.

· Grievance procedures and dispute resolution for both HFFYAAC and DHS staff when disagreements arise about actions or decision of the provider.
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