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2011 Request for Qualifications (RFQ)
For 
Coordinated Entry and Assessment
for Families with Children Experiencing or at Imminent Risk of Homelessness in King County
Application Guidelines
______________________________________________________________________
· DUE DATE
Monday, July 25th, 2011 by 12:00 p.m. Pacific Daylight Time
Submissions are due to King County Department of Community and Human Services, Attn: Deborah Kuznitz no later than 12:00 p.m. on Monday, July 25th, 2011 and will not be accepted after this deadline. 
· TECHNICAL ASSISTANCE is available through 12:00 pm on Thursday, July 21, 2011.
Check periodically for any additional information / clarifications, which will be posted at http://www.kingcounty.gov/socialservices/Housing/ContractorsAndPartners/ContractorTools/FundApplications/Homeless.aspx, with nothing posted later than noon Friday, July 22.

· CONTACT AND INQUIRIES






Deborah Kuznitz
Deborah.Kuznitz@kingcounty.gov
206/263-9071
King County Housing and Community Development Program
401 5th Avenue, Suite 500
Seattle, WA  98104


· 
· APPLICATION WORKSHOP
Wednesday, June 29th, 2011
Time: 1:00-3:00 pm
Location: Mercer View Community Center
8236 SE 24th Street
Mercer Island, WA 98040
(206) 275-7609 

Please bring a copy of the RFQ documents to the Applicant Workshop. Paper copies will not be provided at the workshop.


I.   OVERVIEW

King County, in collaboration with Building Changes, United Way of King County, and the Committee to End Homelessness, is seeking a lead agency to administer a countywide Coordinated Entry and Assessment (CEA) system for families with children who are experiencing homelessness or residential instability and are at a high risk of homelessness. Funding available through this Request for Qualifications (RFQ) process will pay for project staffing and administration of the CEA system for families. 

National research identifies centralized intake as a key component in effective homeless programs because it improves the quality of client screening and assessment, and provides for better matching of clients with appropriately targeted services and resources, thus utilizing scarce resources more efficiently.   The goal of a coordinated triage approach, is to ultimately assist families in resolving their housing crisis without having to enter shelter, thereby helping them to avoid homelessness altogether.
 
Currently, there is no “system-wide” approach in King County for determining what kind of assistance families should receive when they are at-risk to or have become homeless.  The response depends on where a family initially seeks assistance, which program has an opening, and the eligibility criteria for that particular program.  This randomness leads to inefficiency for both the families and the providers.  Families don’t necessarily end up in the program with the most appropriate level of support. There are families with high needs and barriers who don’t access the services in the first place or who may be screened out of certain housing programs and not provided appropriate alternative housing options. Additionally, there are many families who don’t access the services in the first place. These families and many others who do not receive assistance may be lost to the system because families turned away from programs are not currently tracked.

CEA is a first step in realigning our community’s response to homelessness and is a key piece in transforming our system to an approach that centers on quickly providing families experiencing homelessness with housing and then providing services as needed to remain stably housed. This approach provides an immediate and primary focus on helping families quickly access and sustain permanent housing. 
Although the housing stabilization approach seeks to place people into housing rapidly, the reality is that locating an appropriate unit takes time and in the meantime, families need somewhere to stay – interim housing fills that role. While in interim housing, families receive assistance to help them locate housing in the least restrictive setting possible and case management to assess their circumstances and identify other service needs. As much as possible, a family’s service needs should not delay entry into non-time limited housing.  The goal is for families to be in interim housing for the absolute minimum time necessary to access permanent housing. 

II.   GOAL

Coordinated entry offers a more organized, efficient approach to providing homeless families with services and housing by creating streamlined linkages to programs and matching families’ needs to providers’ strengths and capacity. 

The CEA system will introduce a significant change in how families currently access homeless housing services in King County by giving families system-wide a more streamlined and standardized way to find the services and housing they need as quickly as possible. Key components include:
· Creating a centralized and universally accessible process for families to seek and gain housing stability assistance. 
· Enabling the system to uniformly assess families and match them with housing resources and services that best fit their circumstances and preferences.
· Providing consistent and appropriate client referrals to agencies and reduce the amount of time agencies spend on the “intake process” (answering phones, locating program applicants, gathering information and filling out forms).
· Collecting and using accurate system-level data regarding the true number of families with housing needs in the community to inform planning and funding of programs.

III.   SCOPE OF WORK

Approximately $700,000 in funding per year, for three years, is available for staffing and related costs to operate the countywide Coordinated Entry and Assessment program.  The funding sources for this Request for Qualifications (RFQ) are Building Changes Washington Families Fund – Systems Innovation Grants, King County Homeless Housing and Services Fund, and United Way of King County.  In addition, up to $250,000 is available for one-time project start-up costs.  The start-up contract will begin as early as November, 2011, with on-going administration of the program beginning as early as March 1, 2012, for an initial funding period of three years.  The final budget for this program will be negotiated with the selected agency as the final contracts are written.

The start-up period includes hiring the staff (see page 4 for estimates of number of positions and job descriptions), identifying co-locations to serve families, and conducting the initial assessments of families currently residing in shelters located throughout King County.  The on-going administration of the program is estimated to begin on or near March 1, 2012, coinciding with the screening and referrals by 211.

The funders will work directly with the selected organization to further refine the program design and develop the program policies (including referral and acceptance protocols) and partnership agreements. The assessment tool will be developed separately as part of the Ending Family Homelessness Initiative. 

A. Program Model
In the new CEA system, families with a housing crisis call one central number (Crisis Clinic’s 211).  From there:
· Information and referral specialists perform a preliminary screening to determine a household’s need for housing resources.  Eligible households are scheduled an appointment with CEA staff for an assessment that will be conducted in a face to face interview at one of several pre-established countywide locations.  The assessment locations will be co-located where services are already being provided for families, such as food banks, community centers, etc. Ineligible households are provided information and referrals to appropriate services over the phone by 211.
· Due to limited system capacity, initially, prevention resources will continue to be screened for eligibility through existing programs.  Although it is expected that eventually, all housing crisis interventions will be coordinated through the CEA program.
· Households with language and/or cultural barriers will have an additional option for the initial screening; they will be screened by community agencies trained by the CEA program staff (henceforth referred to as Lead Agency) on the proper use of the screening tool, who will then refer eligible households directly to the Lead Agency for the assessment.
· Households with immediate safety concerns due to domestic violence will have an additional option for the initial screening; they will be screened by community agencies trained by the CEA program staff on the proper use of the screening tool, who will then refer eligible households directly to the Lead Agency for the assessment.
· At the face to face interview, the household meets with the Assessment Specialist who conducts a culturally appropriate strength-based assessment of the household’s housing needs.  
· This uniform assessment will assist the Lead Agency in matching the household with the appropriate level of services and housing resources. If there is capacity, the Assessment Specialist connects the family to the most appropriate agency for housing stability services (agencies/programs are determined by a combination of need, agency capacity and client choice).  Case Managers work with the family to develop a plan for housing stability and continue to work with the family until housing has stabilized. If the system does not have the capacity to refer clients in real time, the household’s information will be stored in the housing placement roster until appropriate resources are available. 
· The Lead Agency will manage the housing placement roster and will have the ability to filter by level of housing need, family size, geographic preference, etc. Programs participating in CEA (shelter and transitional housing, rapid re-housing, permanent supportive housing, and eventually prevention, etc.) will agree to no longer accept referrals from outside CEA (i.e. no self referrals by clients and no inter-agency program referrals etc.).  
· When a program anticipates an opening, they will contact the Lead Agency and indicate the program availability (final protocol mechanism is undetermined at this point).
· Specific program criteria will already be entered into and available to the CEA program (includes for example: target population, level of clients served, residency restrictions, geographic area, specialized services etc.).
· The Lead Agency will utilize the housing placement roster to identify a pool of appropriate households based on program criteria and client preference.
· The Lead Agency will be responsible for identifying and contacting families and connecting families to the program agency.
· The program will receive the referral and make the final determination for program entry.
· Households placed in “interim housing” programs will remain on the housing placement roster until placement into non-time limited housing.
Additional responsibilities of the Lead Agency will include being responsive to families in crisis; working with diverse populations (cultural, socio-economic, and persons with cognitive, language, and behavioral health challenges); managing a user-friendly website; coordinating communications with various stakeholders including funders, housing and service agencies serving families, Safe-Harbors-HMIS staff, and Crisis Clinic’s 211 staff; training community based organizations on the use of screening tool; among others.       

B.  Staffing

Proposed staffing for the CEA program includes eight positions (approximately 7.5 FTEs).  Below are example job descriptions for the CEA staff: 

Program Supervisor (1 FTE): Develop program policies in coordination with funders, provide staff supervision, build and maintain relationships with service agencies, monitor quality assurance and agreements with participating service agencies, oversee contract compliance and reporting, and approve expenditures related to CEA. Have knowledge and awareness of the Housing Stabilization Approach, coach CEA staff on the principles of Housing Stabilization; understand the often complex needs of families experiencing the trauma of a housing crisis and support staff in this understanding.

Placement Coordinator (1 FTE): Manage the availability of housing resources and the housing placement roster. This position will work with the Assessment Specialists to make sure families are appropriately assessed to maintain successful matching of service needs of households to available programs. The Placement Coordinator will identify and refer families based on best matched, available housing options while on the housing placement roster. The Placement Coordinator should have knowledge of various housing programs (eligibility guidelines, program models, etc) and must be able to build positive working relationships with community providers. Placement Coordinator must be able to work independently and manage multiple tasks simultaneously, maintaining flexible expectations and demonstrate sound judgment. The Placement Coordinator must be able to problem solve independently and be solution-minded.   

Assessment Specialists (5 FTE): Conduct housing assessments countywide. These staff will be the primary point of contact for families who are experiencing homelessness. Using a standardized assessment tool, the Specialists will assess the housing and service needs of families and if capacity exists, immediate referrals may occur. Assessment Specialists must have an understanding of the often complex needs of families experiencing the trauma of a housing crisis and be able to assess and provide support to these families. Assessment Specialists must be able to build rapport and demonstrate empathy when working with families.

Administrative Assistant (.5 FTE): Provide part time administrative support to CEA staff such as assisting families, providers, and others with information on the Coordinated Entry and Assessment program, assisting with database functionality, updating website, scheduling, and technical assistance.

C.  Desired Capacity and Expertise of Lead Agency

This RFQ will identify a single provider (i.e. Lead Agency) with the capacity and experience to implement a countywide CEA system in King County. The selected provider will need to demonstrate:
1. Knowledge and awareness of the Housing Stabilization Approach; a strength based philosophy of stabilizing families in permanent housing as quickly as possible with appropriate service supports.
2. Expertise in serving families experiencing and/or at risk of homelessness, including awareness of the impacts of trauma on families, strength-based approaches in working with homeless families, and ability to engage with families from various backgrounds and who present with various needs (cognitive, language, behavioral health challenges, etc.).
3. [bookmark: _GoBack]Knowledge in crisis intervention.
4. Multi-cultural competency and bilingual capabilities; ideally with a diverse staff that mirrors the local homeless family population or a plan to recruit/hire a culturally diverse staff for the CEA program.
5. Understanding of domestic violence. 
6. Strong knowledge of the existing homeless housing service providers in King County.
7. Sufficient readiness to implement the program within the proposed timeframe.
8. Good standing with current contractors (both public and private).
9. Ability and system(s) for documenting and evaluating program effectiveness.
10. History and demonstrated ability to partner with variety of local housing and human service organizations, including mainstream services.

Additional elements are as follows: 
· It is estimated that approximately 500 families will be served monthly by the program as initially designed. 
· Hours of operation will need to be determined, however, the expectation is that they extend beyond the normal business day by including some evening and weekend hours.
· Locations for face to face assessments with households will be co-located in a number of countywide locations with agencies/programs that provide services to families (number and exact locations yet to be determined (i.e. food banks, DSHS, community centers, etc.).
· The CEA system will initially focus on assessing families with children who are currently experiencing homelessness or at imminent risk of homelessness. During a later phase, additional evaluation and planning will occur to determine the use of the CEA system as the entry point for other services (prevention) and subpopulations (single adults, youth/young adult, etc.). 
· The program design allows select agencies who serve households with language and/or cultural barriers to conduct screenings (using the pre-designed screening tool used by 211) and assist in scheduling the assessment interview. DV agencies who serve survivors of domestic violence will also be permitted to conduct screenings while their clients are in confidential shelters. The Lead Agency will provide a training and certification process for agencies wishing to conduct this screening function. 
· The Lead Agency will be responsible for educational and technical assistance to homeless housing providers and targeted mainstream service providers on the CEA system (front line staff, etc.).
· The Lead Agency will develop and implement an ongoing cultural competency training curriculum for CEA staff.  At a minimum this will be developed in partnership with the local immigrant and refugee agencies in King County in order to assure culturally and language appropriate services for these populations. 
· The Lead Agency will also be expected to remain engaged with the Ending Family Homelessness Initiative in King County, including participation workgroups, committees, and in ongoing Professional Development opportunities.
 


D.  Program Flexibility

As the system is implemented, the selected Lead Agency will need to be nimble to fine tune the CEA system. Adjustments may need to occur to accommodate unexpected consequences and service demand.  The program design as described above is intended for the initial phase of the system implementation. Once the system is functioning for families experiencing or at imminent risk of homelessness, additional evaluation and planning will occur to determine the use of the CEA system as the entry point for other services (prevention) and subpopulations (single adults, youth/young adult, etc.).

E.  Program Outcomes and Evaluation

Data and evaluation is a critical component of the CEA system. Given that this system is entirely new to the community and will provide the first opportunity for comprehensive data on the community’s true need for family homeless housing and services, the selected provider will participate in the ongoing evaluation of the system’s effectiveness and the recommendations for any necessary changes. This will include the development of quantifiable outcome goals for each component of the system: screening process, assessment tool, customer satisfaction, success rate of referrals, number of families permanently housed, etc. The Lead Agency will participate in Safe Harbors-Homeless Management Information System and contribute to countywide evaluation of the CEA system.

In addition the selected provider will cooperate with evaluation of the housing and service needs of families as determined through the assessment process in order to help develop a more effective homeless housing services system. A critical part of this evaluation will be the identification of gaps in the system which creates barriers to housing stability for families. 

F.  Proposed Time Line
	June 21, 2011
	Request for Qualifications (RFQ) publicized/issued

	June 29, 2011
	Bidders Workshop- 1:00-3:00pm Mercer View Community Center

	July 21, 2011
12:00 p.m.
	Technical Assistance- Applicants’ questions due. Questions must be received by King County DCHS no later than 12:00 p.m.

	July 22, 2011
12:00 pm 
	Final written responses to questions raised by written inquiry will be posted on the website

	
July 25, 2011
12:00 p.m.
	Proposals must be received by King County Department of Community and Human Services. Any proposals not received by King County DCHS by this date and time will be ineligible and will not be considered.

	August-September
	Application Review Process 

	End of  September
	Written notification of award sent to applicants; contract negotiations begin

	Early November 2011
	Start-up contract finalized

	Nov/Feb. 2011
	Start-up process for CEA

	February 2012
	Ongoing operating contract(s) finalized

	March 2012
	Coordinated screening/scheduling of assessments for families by 211



IV. SUBMITTAL INSTRUCTIONS
All applicants must submit:

· One (1) original paper copy (marked “Master Copy”) of the application package (application and Excel budget forms); 
· One (1) paper copy of the  required attachments for your agency: most recent audit management findings, any audit correction plans and a copy of your 501(c)(3) letter from the IRS;
· Four (4) additional (three-hole punched) paper copies of the application  and Excel budget forms; and
· One (1) copy of the application and Excel budget forms in electronic format submitted by email.

E-mail address for submittal of application is deborah.kuznitz@kingcounty.gov	

· Paper copies should be sent or delivered to:
King County Housing & Community Development Program (HCD)
Attn: Deborah Kuznitz
401 5th Avenue, Suite 500
Seattle, WA 98104
· All submittals are due to King County HCD no later than Monday, July 25, 2011, by 12:00 p.m. Pacific Daylight Time 
· Late applications will not be accepted or reviewed.
· Faxed copies of the application will not be accepted.
· All copies of the application package (paper and electronic) must arrive at the above location by the submission deadline in order to be considered for funding.
· Applications that do not arrive at the specified address by the submission deadline will not be accepted or reviewed.
· Applications that do not follow the specified format and/or meet the submission requirements will not be reviewed.
· Use a minimum of 11-point font and one-inch margins for all Word documents.  
· Do not use staples or any other fixed material to bind proposals (e.g. spiral binding).  Plastic three-hole binders or binder clips are acceptable.


V. APPEALS
Grounds for an appeal 
An applicant may only submit an appeal on the following grounds:
1. Failure by the Department of Community and Human Services (DCHS) to follow the procedures set forth in this Request for Qualifications; and/or
2. Bias, discrimination, or conflict of interest on the part of a rater.

What the appeal must contain
The applicant must state all the facts, arguments and ground(s) for the appeal in a letter.  Include the following information in the appeal:
1. The ground(s) for the appeal;
2. A detailed and complete statement of the specific action that the applicant is appealing; and
3. A description of what relief or corrective action the applicant is requesting.
Applicants may attach documentation to support the appeal.

How to submit an appeal
The applicant must submit an appeal in writing; the appeal must be signed.  The appeal must be sent by mail or hand-delivered to DCHS, Attn: Deborah Kuznitz, 401 Fifth Avenue, Suite 500, Seattle, WA 98104.  Appeals sent by fax or e-mail will not be accepted.  DCHS must receive the appeal no later than five (5) business days after receipt of the funding notification letter.  

How DCHS will review an appeal
The appeal will be forwarded to the Director of DCHS, along with copies of the application forms, the applicant’s proposal, the scoring sheets, and any other documents showing how the proposal was evaluated.  The Director will conduct an objective review of the appeal based on the contents of the written appeal and the above materials.  

The Director will send the applicant a written decision within five business days after DCHS receives the appeal letter, unless more time is required to review the appeal and make a determination.  The DCHS Director will notify the applicant if additional time is necessary.

How DCHS will decide an appeal
The DCHS Director will make a final determination of the appeal and will either:
1. Find that the appeal lacks merit and uphold DCHS’s actions; 
2. Find that any errors in the RFQ process or in DCHS’s conduct did not influence the outcome of the process and uphold DCHS’s actions; or
3. Find merit in the appeal and provide options for corrective action by DCHS.

Remember:  Appeals will only be considered if made on the grounds described in this section.

DCHS will not conclude this RFQ process until it has made a final determination of any appeal.
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