WORK PLAN FORMAT

INSTRUCTIONS

The Work Plan shall be a comprehensive guide to services provided by the Applicant’s program.  It shall describe not only what services will be offered but how those services will be provided.

In the following table the Applicant shall complete Columns B, C, and D as related to the Service Activities and Program Requirements listed in Column A.  Column B shall detail how the Activities and Requirements in Column A will be met.  The title or position of responsible staff in Column C shall be consistent with the position titles used elsewhere in the proposal, such as in the Organization-wide and Program Specific Charts and the section on Staffing.  For direct services staff specified in Column C, the Applicant shall indicate back-up staff to cover for the responsible staff.  Column D pertains to the timeline or schedule for completing specific service activities or tasks not to when policies and procedures will be developed or implemented.

The Applicant may add other service activities to Column A but shall not remove any listed Activities or Requirements.  If the Applicant adds other service activities, the Applicant shall also complete Columns B, C, and D accordingly.  

The Applicant shall assure that service activities will be provided in a manner consistent with the CWS guiding principles detailed in Section 2 of this RFP.

See Section 2 of this RFP for further information regarding the specific required service activities and tasks.  

WORK PLAN FORMAT

	Service:
	
	RFP #:
	SSD-16-POS-

	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 and 2.4)

· 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. Dispute/Conflict resolutions procedures
(cf. RFP Section 2.4 for
staff, volunteers, and contracted personnel, with clients, and with community resources, including consulting with the DHS social worker)
	
	
	


	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 2.4)

	
	
	


	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 2.4) 
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

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

SCHEDULE

	5. 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

	6. Comprehensive Counseling and Support Services (CCSS)
(cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

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

SCHEDULE

	7. Voluntary Case Management (VCM)
(cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

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

SCHEDULE

	8. Family Strengthening Services (FSS)

(cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

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

SCHEDULE

	9. Post-Permanency Services (PPS):
 (cf. RFP Section 2.4)
	
	
	


	A
	B
	C
	D

	SERVICE ACTIVITIES & PROGRAM REQUIREMENTS
	SPECIFIC

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

SCHEDULE

	10. Community Outreach and Resource Centers 
(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 2.4)
	
	
	



