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Wexford-Missaukee Intermediate School District

9907 East 13th Street 
Cadillac, Michigan 49601
REQUEST FOR PROPOSAL

For

Integrated Substitute Management Solution

Incorporating an

Automated Absence Tracking and Substitute Placement System

With

Substitute Employee Contracting

Issued By:

Northern Michigan Substitute Services Consortium (NMSSC)

On behalf of itself, Northern Michigan Substitute Services Consortium (NMSSC),
the 10 constituent Intermediate/Regional School Districts and their 74 constituent districts.

Contact:

Tom Armstrong
Director of Business Services
Wexford-Missaukee Intermediate School District

Phone: (231) 876-2312
FAX: 231-876-2261
E-mail: tarmstrong@wmisd.org
Sealed written replies to this proposal must be received by the Business Office no later than the date; time and location indicated. Submittal by fax is not acceptable.

SECTION 1:  INTRODUCTION

DEFINITIONS

The District - Refers to the Northern Michigan Substitute Services Consortium and its constituent school districts.  The Northern Michigan Substitute Services Consortium consists of; Wexford – Missaukee ISD, Traverse Bay Area ISD, Charlevoix – Emmet ISD, Newaygo County RESA, Mecosta – Osceola ISD, Cheboygan – Otsego – Presque Isle ESD, Oceana ISD, Mason – Lake ISD, Manistee ISD, and Crawford – Oscoda – Ogemaw – Roscommon ISD and their constituent local school districts.
You/Your/Vendor/Bidder/Contractor- Refers to all recipients of this Request.

Bid/Proposal - Refers to the entire process and includes the request, special provisions, specifications and/or requirements.

REQUEST CLARIFICATION

Questions regarding this Request should be directed in writing, preferably by e-mail or fax, to the Contact specified on the title page, as soon as possible after you receive the Request. If applicable, answers citing the question(s) asked, but not identifying the questioner, will be distributed simultaneously to all known prospective vendors if deemed relevant by the District. Written requirements in the Request or its amendments are binding, but any oral communications between you and us are not.

Any questions relative to interpretation of the scope of services or the proposal process shall be addressed as indicated below in ample time before the period set for the receipt and opening of proposals.

BID PREPARATION AND RELATED COSTS

The District reserves the right to request clarification of information submitted and to request additional information from any or all vendors. All costs associated with the presentation of the proposal and any supplemental information shall be borne solely by the vendor and shall not be passed on to the District under any circumstances.

VENDOR RESPONSIBILITY

We expect you to be thoroughly familiar with all specifications and requirements of this Request. Your failure or omission to examine any relevant form, article, site or document will not relieve you from any obligation regarding this Request. If at any time we discover deviations in your reply that are not identified, you may be subject to disqualification from consideration or cancellation of contract.

GENERAL INSTRUCTIONS

Proposals received after the time and date specified, whether delivered or mailed, will not be considered and will be returned unopened. This responsibility rests entirely with the Vendor, and delays resulting from postal handling or for any other reason will not extend the time line.

The District reserves the right to reject any or all proposals, to waive any informalities, irregularities or technical defects in proposals, and unless otherwise specified by the District to accept any item or groups of items in the proposal, as may be in the best interest of the District. The District retains the right to qualify or disqualify vendors on the basis of available information pertaining to their service and/or the suitability of the goods and services proposed. No bid shall be accepted from or contracted to any person who is in arrears to the District upon debt through contract or purchase, or who is the defaulter of security or otherwise upon an obligation to the District, or who shall in other respects be disqualified. The vendor to whom the award is made will be notified at the earliest possible date. The tentative acceptance of the Proposal and award of the contract will be by a notice in writing and mailing to or delivered at the office of the Vendor designated in the Proposal. All prices proposed by the Vendor must be firm for 120 days from the due date of the bid. If, for some reason, agreement with the selected vendor cannot be reached to the satisfaction of the District, negotiations may begin with another vendor within fourteen days after the initial finalist vendor selection.
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PREPARATION OF PROPOSALS

To facilitate proposal preparation, a copy of this proposal in .PDF format may be obtained and downloaded from our website (http://web.wmisd.org/bus/default.aspx). 
If erasures or other changes appear on the proposal forms, each erasure or change must be initialed by the person signing the proposal.

Any documents intended to supplement or deviate from the express requirements of this proposal solicitation may result in a rejection of that proposal. Any forms and contracts the vendor proposes to include as part of any agreement resulting from this Request between the Vendor and the District must be submitted as part of the bid. Any forms and contracts not submitted as part of the bid and subsequently presented for inclusion may be rejected by the District. This requirement includes, but is not limited to, the following types of documents: contracts, licensing agreements, maintenance contracts, and system support agreements.

Proposals must be submitted to the Contact on the cover page. All mailing, shipping or delivery of proposals should be addressed to the Contact.

MODIFICATION OR WITHDRAWAL OF PROPOSALS

A proposal that is in the possession of the Contact may be altered by letter or fax transmission bearing the signature or name of the person authorized for proposing, provided it is received prior to the time and date of opening. A facsimile should not reveal the proposal price but should indicate the addition, subtraction, or other change in the proposal. A change in the pricing must be received via USPS mailing, package/letter delivery service, or hand-delivered.

A proposal that is in the possession of the Contact may be withdrawn by the vendor in person or by written request up to the time of the proposal opening. Proposals may not be withdrawn after the proposal opening.

PERFORMANCE - FORCE MAJEURE

Successful vendors shall be excused from performance hereunder during the time and to the extent that vendor is prevented from obtaining, delivering, or performing in the customary manner by acts of God, fire, war, loss or shortage of transportation facilities, lockout or commandeering of raw materials, products, plants, or facilities by the government. Vendor shall provide the District substantiating evidence that non-performance is due to other than fault or negligence on his part.

CONFLICT OF INTEREST

Vendor warrants it has no interest and shall acquire no interest that would directly or indirectly conflict in any manner or degree with the performance of this proposal.

GRATUITIES AND KICKBACKS

It shall be a breach of ethical standards for any person to offer, give or agree to give any employee or former employee, or for any employee or former employee to solicit, demand, accept or agree to accept from another person a gratuity or an offer of employment in connection with any decisions, approval, disapproval, recommendations, preparation of any part of a program requirement or a purchase request, influencing the content of any specification or procurement standard, rendering advice, investigation, auditing or in any other advisory capacity in any proceeding or application, request for ruling, determination, claim or controversy or other particular matter, pertaining to any program requirement of a contract or subcontract or to any solicitation or proposal therefore. It shall be a breach of ethical standards for any payment, gratuity or offer of employment to be made by or on behalf of a sub vendor under a contract to the prime vendor or higher tier sub vendor or a person associated therewith, as an inducement for the award of a subcontract or order. Breach of the provisions of this paragraph is, in addition to a breach of this contract, a breach of ethical standards that may result in civil or criminal sanction.

NON-COLLUSION


The vendor and the undersigned certifies that this bid has not been made or prepared in collusion or cooperation

with any other proposing vendor, or representative thereof, and the prices, terms, or conditions of the bid have not

been communicated by or on behalf of the vendor to any other proposing vendor or potential vendor and will not

be so communicated to any other vendor or potential vendor prior to the official opening of the proposals. This

certification may be treated for all purposes as if it were a sworn statement made under oath, subject to the

penalties for perjury. Also, it is made subject to the provisions of the USC Title 18, Section 1001, relating to the

making of false statements.

FEDERAL DEBARMENT STATUS


Expenditures or contracts involving federal funds are subject to Federal Rules and Regulations.


Therefore, when expenditures or contracts are to be paid with federal funds, Federal Regulation 7CFR 3017

regarding Federal debarment status will apply.


For further information regarding 7 CRF 3017 Government wide Debarment and Suspension, refer to

http://www.access.gpo.gov/naralcfr/index.html.  
INTEGRATION


All Proposal solicitation documents, vendor's response to each solicitation, all correspondence and addenda

contain the entire understanding between the parties and any additions or modifications hereto may only be made

in writing executed by both parties.

LAWS TO BE OBSERVED


The successful vendor shall keep fully informed on all federal and state laws, all local bylaws, regulations and all

orders and decrees of bodies or tribunals having any jurisdiction or authority which in any manner affect those

engaged or employed on the work or which in any way affect the ordinances, regulations, orders and decrees in

force at the time of award. The successful vendor shall protect and indemnify the District and its representatives

against any claim or liability arising from or based on the violation of any such law, bylaw, ordinance, regulation,

order or decree whether by himself or by his employee(s). No extension of time or additional payment will be

made for loss of time or disruption of work caused by any actions against the successful vendor for any of the

above reasons.


The parties expressly agree and understand that the provider is not an employee or agent of the District in any sense,

but is a sole independent contractor.

DISCRIMINATION



The District hereby notifies all Vendors it will affirmatively insure that, in any contract entered into pursuant to this


advertisement, minority business enterprises will be afforded full opportunity to submit Proposals in response to


this Request and will not be discriminated against on the grounds of race, color, sex, national origin, or ancestry in


consideration of an award. Vendor hereby agrees that should he/she be awarded this contract, Vendor will not


discriminate against any person who performs work there under because of race, religion, color, sex, height,


weight, handicap, marital status, national origin, or ancestry.

IMMIGRATION REFORM AND CONTROL ACT OF 1986


By submitting their Proposal, Vendors certify they do not and will not during the performance of this contract

employ illegal alien workers or otherwise violate the provisions of the Federal Immigration Reform and Control Act

of 1986.

SUBSTANCE FREE ENVIRONMENT


The use of tobacco, drugs, or alcohol is prohibited in all District buildings, vehicles, and on the grounds of all

District facilities.

FREEDOM OF INFORMATION ACT

Information submitted in vendor proposals becomes public information and, as such, is subject to public disclosure and review under the Michigan Freedom of Information Act. Information contained in the vendor's proposal which is company-confidential must be clearly identified in the proposal itself.

RESOLUTION OF DISPUTES

Any issues or provisions of the contract in dispute between the district and the vendor, which, in the judgment of either party to the contract may materially affect the performance of such party, shall be reduced to writing by both parties and delivered to the Business Services Administrator. The District and the contractor shall promptly, thereafter, negotiate in good faith and use every reasonable effort to resolve such dispute in a mutually satisfactory manner.

GOVERNING LAW

The laws of the State of Michigan shall govern the validity, construction and effect of this contract and any and all extensions and/or modifications. Michigan law shall govern regardless of any language in any attachment or other document that the vendor may provide.

SEVERABILITY

Should any provision of this contract be declared to be invalid by any court of competent jurisdiction, such provisions shall be severed and shall not affect the validity of the remaining provisions of this contract.

INSURANCE COVERAGE

The vendor, at its expense, must maintain during the terms of any subsequent contract the following minimum levels of insurance coverage:

1.
Professional Liability Insurance with minimum limits of $1 million per occurrence and $1 million aggregate.

2.
Workers' Compensation Insurance which meets Michigan statutory requirements.

3.
Comprehensive General Liability Insurance with minimum limits of bodily injury of $500,000 each Person and $1 million aggregate and with minimum limits for property damage of $500,000 each occurrence and $1 million dollars aggregate.

4.
Comprehensive Automobile Liability with Michigan no-fault coverage, with minimum limits for bodily injury of $500,000 each person and $1 million each accident and with minimum limits for property damage of $500;000 each accident.

5.
Errors and omissions coverage with minimum limits of liability of $1 million.

If, during the terms of this or any subsequent contract, changed conditions or other pertinent factors, should in the reasonable judgment of the District, render inadequate the insurance limits, the vendor will furnish on demand such additional coverage as may reasonably be required and available under the circumstances. The insurance must be affected under valid and enforceable policies, issued by recognized, responsible insurers which are well-rated by national rating organizations.

Insurance policies must name the vendor as the insured, along with the District as additional insured, and must not be canceled or materially changed without at least 30 days prior written notice from the vendor to the District contact. The vendor must submit a certificate evidencing the insurance to the District at the time the vendor executes the contract, and at least 15 days prior to the expiration dates of expiring policies.

INDEMNIFICATION

The vendor shall indemnify and save harmless the District, including NMSSC and each of its constituent school districts, their officers and employees from all suits, actions, or claims of any character brought because of injuries or damage received or sustained by any person, persons, or property; on account of the operations of the said vendor, its agents, servants, or subcontractors; or on account of or in consequence of any neglect in safeguarding the work.

TERMINATION

Subject to the provision below, the contract may be terminated by the District upon thirty (30) days advance written notice to the other party; but if any work or service hereunder is in progress, but not completed as of the date of termination, then this contract may be extended upon written approval of the District until said work or services are completed and accepted.

Termination for Cause:  Termination by the District for cause, default, unsatisfactory performance or negligence on the part of the firm shall be excluded from the foregoing provision; termination costs, if any, shall not apply. The thirty (30) days advance notice requirement is waived in the event of Termination for Cause. The failure of the successful vendor to comply with the terms and conditions of this proposal will subject this contract to revocation.

Unsatisfactory performance shall be defined as no service, consistent late service or failure to comply with the requirements of this Request for Proposal.

CERTIFICATION AND COMPLIANCE

The undersigned agrees to furnish the commodity and/or services stipulated in the attached Request, at the prices and terms stated, subject to the general conditions outlined and the specific conditions identified. If more than one company is involved in providing this solution and certifying its compliance with this Request, all companies should sign the certification below.

A signed contract furnished to the successful vendor results in a binding contract without further action by either party. The contents of your response to this Request for Proposal will become part of the final contract between the parties.

_________________________________________


_____________________________________________

Authorized Signature of Company Representative

Company Name

_________________________________________

Printed Name & Title of Representative

_________________________________________


_____________________________________________

Authorized Signature of Company Representative

Company Name

_________________________________________

Printed Name & Title of Representative

_________________________________________


______________________________________________

Authorized Signature of Company Representative

Company Name

_________________________________________

Printed Name & Title of Representative

SECTION 2:  SPECIAL PROVISIONS

GENERAL

The NMSSC is requesting proposals from qualified vendors to furnish an Integrated Substitute Management Solution incorporating an Automated Absence Tracking and Substitute Placement System with Substitute Employee Contracting in accordance with the specifications. The proposed solution must include both Internet and toll-free telephone access for substitutes and staff of the district to report absences. The ideal solution would:

1.
The staff person would log their absence via a Web interface.

2.
If the absence is approved, the system assigns the identified sub, or notifies potential subs of the available position.

3.
The position is filled and the sub reports to the assignment.

4.
The system provides the information to the contractor's payroll system and the sub is paid based on the approved absence.

5.
The contractor provides a summary or an upload for posting to the district's general ledger.

CONTRACT PERIOD

The contract shall be for three (3) years, but may be optionally extended in three-year increments by mutual agreement of both parties.

EQUIPMENT CONDITIONS AND DESIGN

All equipment shall be new and free from corrosion, scratches, or other such defects which affect the functionality or present other than a new appearance. All equipment shall be of current design and manufacture and shall reflect the latest advances in the state of the art to insure against early obsolescence. All equipment shall meet the latest OSHA and MIOSHA standards.

Where one certain kind, type, or brand of a manufacturer of equipment or materials is referenced, it is done to indicate the type of equipment desired and to establish the minimum of acceptable standard of quality, performance, design, and efficiency. This shall not be construed to mean that the certain type or brand indicated is the only one acceptable. Other goods or services meeting or exceeding these standards will be given equal consideration unless otherwise noted.

SERVICE AND WARRANTY INFORMATION

The Vendor shall fully describe the terms of the warranty, for both parts and labor, if applicable, to begin upon the product acceptance, including the following:

1.
Customer Service Support.

2.
Warranty Period Maintenance.

3.
Extended Warranty.

4.
License Fees, if any.

Information relating to parts availability and service facilities, if applicable, will receive consideration. The warranty period shall start with the installation date, but not later than 60 days from the receipt of equipment, or if the installation date cannot be established, with the date of shipment.

INVOICING AND PAYMENT

The District is flexible regarding the method of invoicing. The District prefers monthly invoices provided to each school district receiving services in the consortium. The invoice must provide, at a minimum, detail from which individual districts can post information to their general ledger. The information may be provided in electronic format that could be manipulated, formatted, etc.

SCHOOL DISTRICT REPRESENTATIVES

Written questions concerning this proposal package should be directed to the Contact identified on the cover page. Email responses to questions will be posted on the RFP web page noted earlier. The Vendor shall allow during the term of this contract, and while work is in progress, the District Representative, or his/her designee, to view, inspect, or otherwise observe the work in progress.

VENDOR REPRESENTATIVE

The vendor shall appoint by name a company representative who shall be a responsible, single point of contact, for responding to questions about this proposal and servicing this contract.

RFP TIME LINE


RFP Issued
March 6, 2008

RFP Due
March 26, 2008, 10:00 AM (EST)

Evaluation Process
March 26 – 28, 2008

Implementation
Begins with start of 2008-09 school year or as agreed upon with vendor
SUBCONTRACTING ASSIGNMENT

The successful contractor may not assign this contract or may not subcontract to another party for performance of the terms and conditions hereof, unless so declared in the Proposal, without prior written consent of the District contact. The Vendor agrees to be responsible for all their acts and omissions to the same extent as if the subcontractors were employees of the Vendor.

PREPARATION OF PROPOSALS

To facilitate RFP preparation, a copy of this RFP in .PDF format may be obtained and downloaded from our website at this address: http://web.wmisd.org/bus/default.aspx.  If you desire the proposal in Word format, send an e-mail request to the named Contact on the cover page, however the mailed or .PDF copy of the RFP will be the official copy.

Proposals are to be prepared simply, providing a straightforward, concise description of the provider's capabilities to satisfy the requirements of this proposal. Emphasis should be on completeness and clarity of content. Repetition of the terms and conditions of this proposal request, without additional explanation, will not be considered sufficiently responsive.

One (1) original and ten (10) copies of the reply must be provided. Each proposal reply shall be bound separately in a professional manner, with the original clearly marked. The proposal should also be paginated by major section.

All information must be furnished and then proposal must be signed by an authorized representative or officer of the proposing company. 
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If erasures or other changes appear on the proposal forms, the person signing the proposal must initial each erasure or change. The proposal number shall appear on any technical data or other information furnished by your firm with this proposal.
Any documents intended to deviate from the express requirements of this proposal solicitation may result in a rejection of that proposal.

ADDENDUM/AMENDMENTS

In the event it becomes necessary to revise any part of this Request for Proposal, an Addendum to this RFP will be provided to each proposer who received the original RFP from the Business Services Department, or has sent an email to the Contact notifying them that they wish to receive any issued addendum or amendment. Proposers shall not rely on any other interpretations, changes or corrections.

ONSITE PRESENTATION

Vendors may be required to provide an onsite demonstration of the solution.
PROPOSAL EVALUATION CRITERIA
The NMSSC will evaluate proposals and select a proposal based on all of the following information:

•
Executive Summary

•
Qualifications of Firm

•
Reference Checks

•
Solution Judged to Best Meet the District's Needs

•
Service, Support, Response Time and Training, Upgrades

•
Total Ownership Costs

•
Oral Presentation, if applicable

While cost is an important factor, it should be understood that the NMSSC is not under any obligation to accept the lowest cost proposal.

After the evaluation of proposals is completed, the most responsive proposer(s) may be required to make an oral presentation if it is determined that it could benefit the NMSSC's evaluation process. Oral presentations are for the purpose of explaining or clarifying significant elements of the proposal or to view the functionality of the solution on a live basis. If the presentation is to include a viewing of the functionality of the solution, it will be conducted with a fully functional copy of the software and with live or test data. It shall not be a slide show or screen shots of what the contractor deems to be applicable functions. Elaborate marketing presentations could confuse the issues at hand and are not desired. Proposers will be asked to address specific questions prepared by the Evaluation Committee.

The District will be the sole judge with respect to the evaluation of proposals. The Evaluation Committee will consist of personnel from several, if not all, districts identified earlier.

REQUIRED PROPOSAL SUBMITTALS/PREPARATION

Vendors must submit an original and ten (10) copies of their proposal. 
The written proposal must include the following information:
 Section I: Executive Summary (Limit to one page)
Provide an executive summary of the Vendor's area(s) of expertise and resource capabilities they believe highlight their firm(s) as superior or unique in addressing the needs of the District.

Section II: Qualifications of Firm (Limit to two pages)

The firm name and contact person, together with the address, telephone number, facsimile number and email address of the office from which the services will be provided.

Provide a brief history of the firm(s) to include organization structure, location of management, and length of time in present business.

Provide a description of the services which the vendor is capable of providing.

Section III: References

Include a summary of the number of districts you are serving, specifically noting the number of Michigan districts. Include a list of Michigan references whose solution would be similar to the one proposed, including name, address and phone number, to whom you have provided this solution and services over the last three (3) years that the District may contact in order to assist in the evaluation of your past performance.

Section IV: Response to Specifications/Requirements

This section will consist of completing Section 3, entitled "Specifications/Requirements and Related Responses." Attach sample reports.

Section V: Response to Questions

This section will consist of completing responses to the questions in Section 4, "Questions on Procedures and Methodology."

Section VI: Implementation Time Line and Training Plan

Discuss in detail your proposed implementation plan and timeline. Provide a detailed training plan for each user group. Will train-the-trainer be available so district personnel can conduct future training for new employees or refresher training? Discuss support available to the district after implementation.

Section VII: Pricing

Pricing must be itemized and include any and all costs to be paid by the consortium, consortium members, existing substitutes and/or potential substitutes.   Pricing must be included for any and all of the following categories that apply and for any other costs to be paid by the entities mentioned above:

· Mark-up on the daily sub rate as either a percent of eh rate or a flat fee

· District charges per teacher and/or staff member per month, year, etc.

· Any staff or substitute training costs

· Any software licensing or maintenance fees

· Any fees charged to existing or potential substitutes necessary to be placed on the approved substitute list

· Any other fees, charges, or costs to be borne by the consortium, its members or exiting or potential substitutes 
Section VIII: Signature and Certification

Include a certification and signature page that indicates that the undersigned agrees to furnish the commodity and/or services stipulated in the attached request, at the prices and terms stated, subject to the general conditions outlined and the specific conditions identified.
SECTION 3: MINIMUM REQUIREMENTS
BACKGROUND

The District is a consortium of 10 Intermediate/Regional School Districts and their 74 constituent local school districts under Michigan School law. This RFP is being issued on its and its 10 constituent, K-12 public schools whose primary mission is to provide a quality education to students. Below are some current facts about the District that might assist you as you prepare your proposal.

•
Local and/or intermediate/regional districts are under no obligation to participate in the services proposed here.

•
Districts may implement the program after the initial implementation date at the discretion of the district.
•
Local districts choosing not to participate that are within an intermediate/regional district that does participate must be able to receive a list of available subs from the vendor to use as their approved substitute list.

•
Districts will have staff members who will report absences to the system, but will not require substitutes; however the extent of this usage has not been determined.

SCOPE OF SERVICES

The solution offered must be specifically designed for use in an educational setting and provide for the staff to report absences. The solution offered must also provide automated substitute placement when absences require a substitute. The
solution offered must provide access by employees to the system by both telephone and Intemet. The solution offered must include providing substitute employee contracting to the District.   The NMSSC will strongly favor a single source provider. 
CONTRACTOR RESPONSIBILITIES

The Contractor shall:


•
Be responsible for the supervision and direction of work performed by its employees. School District shall


not exercise any control or supervision over contractor's employees.


•
Ensure that employees have appropriate permits/certifications, background checks, fingerprints, etc. prior


to being placed in positions.


•
Observe the hours, rules and policies of the District while working on District premises.


•
Contractor's employees shall refrain from smoking or use of tobacco products in any District facility,


property, or vehicle. Any person wishing to use tobacco products must leave the District owned property to


do so. It is illegal to smoke on any school premises in Michigan.


•
Ensure that contractor's employees shall refrain from the use of vulgarities while on District owned


property.


•
Ensure that contractor's employees wear proper attire to include full-length pants or jeans and appropriate


shirts. Clothing shall have no vulgarities or sexually suggestive graphics or inappropriate alcohol or


tobacco advertising.



•
Ensure that contractor's employees not interact in ways other than an employee of a school district with a



similar role would interact with students.

•
Ensure that contractor's employees have appropriate identification at all times.

•
Ensure that contractor's employees at no time be deemed an employee of the District.


•
Ensure that contractor and contractor's employees confine their activities to the work site and area(s)


designated for their use.

SPECIFICATIONS/REQUIREMENTS AND RELATED RESPONSES

Please circle each specification with a Y (yes) if proposed system meets specification fully; N (no) if proposed system does not meet specification; W (work around) if proposed system can meet specification through an alternate method.  If companies have partnered to provide a solution, this section may require responses from both companies. Please indicate which company is responding if it is not apparent.
Automated Absence Tracking and Substitute Placement System

1.
Vendor must have at least three (3) years experience providing this service as an ASP if proposed (in regards to the Automated Absence Tracking and Substitute Placement System). Y  N  W
Comments.

2.
System must have a calendar function to designate days for which substitutes are not required and days for which no absences should be reported. Y  N  W


Comments:
3.
Record teachers' reasons for absence. Y  N  W


Comments:

4.
Be able to cancel a previous absence notification. Y  N  W

Comments:

5.
Employee absence balances must be tracked by the solution. Y  N  W

Comments:

6.
School employees whose absences are being tracked on the system must have access to their absence history


and balance via the internet or telephone. Y  N  W

Comments:

7.
Solution must allow for multiple methods of accruing leave time and must add accrued time with intervention by

the District. Y  N  W


Comments:
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8.
Central office administrators must have access to halt leave accruals or change balances to adjust for employee

terminations, year-end over-accruals, etc. Y  N  W


Comments: 


9.
Provide the teacher a means of Ieaving notes, and a lesson plan if desired, for the substitute assigned. Y  N  W


Comments:


10.
Search for an appropriate substitute randomly or by predefined priority.  Y  N  W


Comments:


12.
Automatically notify the selected substitutes and offer jobs. Y  N  W


Comments:


13.
Permit the called substitute to accept or reject the job. Y  N  W


Comments:
14.
Provide a means of canceling a previously accepted job. Y  N  W

Comments:
15.
The system must allow for pre-arranged substitutions. Definitions of specific substitute requirements, specific sites the substitute is willing to work at, and the ability for the substitute to modify their own availability and telephone contact information are requirements of the system. Individual employee and site substitute preference lists and exclusion lists are required functions. Y  N  W


Comments:

16.
        Prohibit a substitute from being notified of other open positions once a job has been accepted. Y  N  W


Comments:

17.
Allow specifying times when a substitutes not available. Y  N  W


Comments:
18.   
Permit substitutes to change their email address and phone numbers. Y  N  W
Comments:

19.
Maintain history of substitute assignments to provide information for payroll. Y  N  W 

Comments:


20.
Provide status information about absences and substitute assignments to school administrators. Y  N  W


Comments:


21.
Enforce security of information and prevent unauthorized access to the system. Y  N  W


Comments:


22. 
Provide standard reports to address common school district needs regarding absences and substitutes. Y  N  W 
Comments:

23.
The system should retain data for multiple years and allow reporting across years. Y  N  W


Comments:


24.
Ability to record absences by days, half days and custom hours. Y  N  W


Comments:

25.
Ability to include user-defined fields on records. Y  N  W


Comments:

26.
All end users and administrators must have access to quality customer support 24-hours-a-day, 7-days-a-week through telephone and/or chat support feature.   Email support must also be available. Y  N  W

Comments:

27.
Vendor must provide data and system redundancy, 24-hours-a-day, 7-days-a-week.  Vendor must demonstrate


how the data security and system redundancy plan meets or exceeds the needs of the district. Y  N  W

Comments:

28.
System must have backup power that can run continuously for 7 straight days. Y  N  W



Comments:

29.
Secure access through the internet must be provided using secure SSL and two identifiers (User ID and PIN) must be required to log on. The telephone system must require a secure PIN. Access to the system by telephone or internet must be available to all users 24 hours per day, 7 days per week. Internet access must not require any software other than an internet browser and Adobe Acrobat Reader. Please note the supported browsers and versions. Also, please discuss the method for resetting passwords/PINs. Y  N  W


Comments: 
30.

Site administrators must be restricted to their own site. Site Administrators must be able to create absences and review past, present, and future information. Site administrators must be able to manage a list of substitutes who will work at their location, including priority calling information. Y  N  W


Comments:
31.
Site and central office administrators must be able to access the system via the internet to determine the status of available substitute positions. Y  N  W

Comments:

32.
System must allow for multiple administrators at the central office and at each individual school, with the ability for each user to have a custom security profile to govern his/her access to the system. Y  N  W

Comments:

33.
Reports must be able to be run without interruption of other operations and system functions. Substitute reporting for the purpose of documenting information applicable to unemployment claims must be provided. Y  N  W

Comments:

34.
System must have reports available for school level and central administration.  The system must be capable of generating automatic emails of absence and assignment activity. Y  N  W

Comments:

35.
Training and/or training resources are to be provided for each group involved with the system i.e., school administrators, substitutes, teachers, staff, system administrator(s), etc. Y  N  W

Comments:

36.
Along with the initial loading of software, training and telephone support, the vendor must provide training materials to be used for district-wide training.  User manuals must be provided which provide details of all system features and functions. Manuals and user-friendly documentation should be posted to a website for online assistance. Y  N  W
Comments:

37.
Free software upgrades must be provided as part of the solution. Y  N  W


Comments:

Substitute Employee Contracting

1. Ability to transfer existing, approved substitutes to the new system. Y  N  W


Comments:
2.
Contractor will recruit, screen, perform background checks, ensure proper qualifications/certifications, hire, fire, and evaluate substitutes. Y  N  W


Comments:


3.
Provide training and support to assist existing substitutes with the transition to the new system. Y  N  W



Comments:

4. Provide training and orientation to new substitutes as employees of the contracting company. Y  N  W 
Comments:

5.
Coordinate with the ISD and districts regarding notifying the substitute of the orientation and training process specific to the ISD/district. Y  N  W

Comments:


6.
Ability to pay substitutes without any additional information/intervention provided by the district other than what


was entered into the Absence Tracking and Substitute Placement System. Y  N  W


Comments:


7.
Allow for a variety of pay ranges within an individual district, and also for differences between districts. While the


District will attempt to standardize substitute pay rates, variances may exist between individual school districts now


and in the future, so the system must be able flexible enough to accommodate these differences. Y  N  W


Comments:


8.
Assume financial responsibility for the FICA and Medicare liability on substitute pay. Y  N  W


Comments:

9.
Assume financial and administrative responsibility for all workers compensation and unemployment claims. Y  N  W


Comments:

10.
Assume financial responsibility for all other taxes and fees related to the employment of the substitutes. Y  N  W 
Comments:

11.
Provide a valid substitute list to non-participating districts within a participating intermediate/regional district. Y  N  W 

Comments:

SECTION 4:  QUESTIONS ON PROCEDURES AND METHODOLOGY

I. General Information

A. Why should we use your company to handle our substitute staffing?

B. How do you plan to make sure you have the quality and quantity of employees we need?

C. What makes your company different from what we are doing now, or from what other companies have to

offer?

D. How many districts in Michigan are you currently servicing? (You may refer to your response in Section 3 if

you feel it was comprehensive).

E. What is your success rate at filling other school's substitute needs?

II. IMPLEMENTATION

A. Does your company have a formal process for determining individual needs of each school/district within the ISD?

B.  What steps will your company take to ensure that all of our needs are met?

C. What will happen to our current pool of substitutes (if not addressed elsewhere in the proposal)?

D. Will you automatically hire all of the substitutes we are currently using? How will the transferred substitutes be trained on the use of the substitute placement system?

E. How is your company prepared to handle individual school's long-term substitute needs?

F. Does your company have the capabilities to fulfill positions other than teachers and parapros in our school/district such as clerical, nurses, occupational therapists, custodians, and bus drivers?

III. Recruiting, Screening, and Hiring Processes

A. Describe your recruiting methods.

B. Describe your hiring process for substitute teachers/others.

C. What forms of screening are administered in order to verify that a substitute teacher has the necessary credentials (i.e. Teacher certification or the required number of college hours, MDE permit, etc.) to teach in our school/district?

D. What background checking and/or drug testing is performed before placing a substitute teacher or other position on assignment? Please include a discussion regarding fingerprinting in accordance with Michigan law.

E. What credentials and qualifications do you require of your substitute teachers/ancillary staff?

F. How does a substitute get added to a district's list of available substitutes? How does their relevant information get added to the substitute placement system?

IV. Training and Orientation Programs

A. What training do your substitutes receive before they start subbing? Does it include training on how to use the substitute placement system? Describe in some detail your plan for teachers and other positions.

B. What types of training materials are available for the training and orientation of new substitutes? Describe the source and credentials of the trainers.
C. How do you educate your employees on preparedness/professionalism, position skills, sexual harassment, blood borne pathogens, and FERPA? In addition, how do you educate substitute teachers on classroom management, teaching strategies, effective use of fill-in activities, effective strategies for children with disabilities?

V. Assigning/Scheduling Process

A. Does your company use an automated scheduling system? If yes, is the automated scheduling system available via the Internet?

B. What will happen if a school needs to place a request for a substitute teacher/other position needed on the same day?

C. How do you ensure that specific substitutes are not assigned to schools that have requested those substitutes not return?

D. How can our schools/districts feel confident that our needs will be met if we leave a message before or after normal business hours?

VI. Quality Control Process

A. How do you measure the quality and the value of your services?

B. Explain your company's quality control system that is in place to track the substitute performance.

C. Who will handle performance and employee relations issues with your substitutes?

VII. Retention Programs

A. What types of benefits do you offer your substitutes?

B. Do you recruit retired school personnel?

VIII. Pricing

A.  Describe and provide samples of your billing and other such reports.

B. Describe other costs associated with the service, if any.

C. What cost reduction strategies would you propose?

D. What is your invoicing schedule?

IX. REP (Registry for Educational Personnel) Reporting

Are you capable of providing schools/districts with the necessary information for REP reporting on the substitutes working in their districts? What format would the information be provided? Describe the process or plan to make this happen. Include a time line of how information will be provided during the year for the various REP reporting dates.

X. Insurance

Describe the insurance you carry to provide protection against claims or liabilities such as: 
Worker's Compensation:

Employer's Liability:

Commercial General Liability:


Automotive Liability:

Umbrella Liability:
__________________________________________________________________________________________________________
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