WORK PLAN FORMAT

INSTRUCTIONS

The Work Plan format is a comprehensive guide to services provided in this program.  It should describe not only what services will be offered but how those services will be provided.

In the following table complete columns B, C, and D where blank.  Column B should detail how the requirements in column A will be met.  If specific tasks have already been indicated in column B, provide additional information to fully describe how these tasks will be accomplished.  The title or position of responsible staff in column C must be consistent with the position titles used elsewhere in the proposal such as in the program organizational chart and the section on staff qualifications.  For direct services staff specified in column C, indicate backup staff to cover for the primary staff person responsible.  Column D pertains to the time line or schedule for completing specific service activities or tasks.  It does not pertain to when policies and procedures will be developed or implemented.

As applicable, service activities must be provided in a manner that is consistent with the following principles of family-centered practice:

· Service activities must be comprehensive, coordinated, and collaborative and provided in all designated geographic areas under the contract. 

· Service activities must be culturally competent and appropriate and responsive to the strengths, needs, values and preferences of the child and family.  They must be delivered in a manner that is respectful of and builds on the strengths of the family, the community, and cultural ties.

· Service activities must address the physical, social, emotional, and educational needs of the child and the family’s ability to protect the child.

· Service activities must provide clear and attainable goals and objectives for each participant.

· Service activities must be individualized, addressing the unique capacities and needs of each child and family.

· Service activities must empower families to help themselves and to gain and maintain mastery and control over their ability to protect their children.

Refer to parts II and III of Section 2, Service Specifications, of the RFP for further information and guidance on specific service activities and tasks.

WORK PLAN FORMAT

	Service:
	Neighborhood Places
	RFP #:
	SSD-16-POS-3005

	Agency:
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	1. Contract specific policies and procedures for admission and discharge including:

· Referral;

· Intake, & service initiation 

(cf. RFP Section 2.3)

· Waiting lists or turn-away policies;

· Discharge criteria & process.
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	2. Grievance procedures & dispute resolution for both clients & DHS staff when disagreements arise about actions or decisions of the provider.

(cf. RFP Section 2.3
for DHS disputes)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	3. Evaluate client progress with credible and tested measurement tools.

(cf. RFP Section 2.3)

	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	4. Assessment of risk, needs, strengths, and competencies on all families referred.

(cf. RFP Section 2.3) 
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	5. Coordination and Linkage to connect children and families to existing resources and services.

(cf. RFP Section 2.4) 
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	6. Development of an individualized program plan. (IPP)

(cf. RFP Section 2.4) 
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	7. Case Management.

(cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	8. Counseling Services: 
a. Psychotherapy.

b. Problem solving skill building.

c. Communication skill building.

d. Coping skill building.

e. Behavior management training.

f. Education on child development.


(cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	9. Parental Life Skills Groups:
a.
Parenting groups to enhance child management skills by using simple, concrete techniques taught in a group format, employing both educational materials and skill building exercises; providing information on normal child development stages.

b.
Parenting groups for parents with substance abuse problems to encourage and facilitate the parents understanding of the effect their substance abuse has on their children and to support, and encourage and facilitate the parents’ participation in substance abuse treatment services.

c.
Socialization groups to develop concrete, everyday problem solving abilities as well as to learn how to interact with other people more productively.
 (cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	10. Outreach Services

a.
Regular visits in home.

b.
Hands on instruction in parenting.

c.
Practical life skills instruction.

d.
Role modeling.

e.
Budgeting.

f.
Nutrition.

g.
Literacy

 (cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

TASKS
	TITLE OF RESPONSIBLE STAFF (& BACKUP)
	TIME LINE/

SCHEDULE

	11. Client progress reports to the DHS-CWS social worker 
(cf. RFP Section 2.3.A.16.)
	
	
	



