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PREB-ACE

Welcome to the Operations Manual for Training Vendors (OMTV).

This documentis an essential tool for vendor personnel involved with delivery and administration of training
agreements with the Gfice of Children and Family Service@OCFS) Bureau of TraininggTD). It reflects BTDG O
commitment to working effectively with vendors through the useof established, consistenprocess andproject
management methods.

The OMTYV eplaces theformer Project Operations Manua{POM)that wasin place for many years.It reflects a
complete redesign and rewrite of its predecessorThe aim is to help vendor management staff membersand
third -party consultants understand the New York State human services training environmenfind needed
information relating to any particular aspect ofcontract/ work plan operations, andcomply with specific
requirements. While the document has a new look and format, the vast majority of the underlying poiés and
procedures are not new.

In consideration of varying needof manual usersz and to enable critical poliées and procedures to beesasily
discernible from background information z the OMTVis
organized into three partsas follows:

A PART ONE BACKGROUNDNFORMATION

(Chapters 1 7 9) QUICK TIP
- Providesan orientation to the manualand the Vendors are obligated by their
context in which BTD operates. contract or memorandum of
understanding to comply with
- Describes the systems that are part of the the policies and procedures as

operating environmentfor. Ax 91 OE 30
human servicestraining activities.

set forth in Part Two. Whereas

0AOO /TA POI OEAAO OCIT I
- Indicates how to reachBTD personneland other E I, I‘ * o A A © A O E D 0 E QA . E IA 'fEI
[ESOUTCES 0AO0O 4xi AAAOAOQAO OE/
AT A AT 1 OGopsahds | AOAO
A PART TWQ OPERATIOML REQUIREMENTS prescriptive for vendors with
(Chapters 10 7 20) active contracts/work plans.

- Identifies critical responsibilities of vendors
during and after the Delivery Year

- Spels out operational policies and procedures
regarding each identified process area.

- Reflects the use of the disciplingof process andproject management to manageontracts/ work
plansto get desired results.

Preface
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- Indicates when policies/procedures differ depending on the status of the vendor and other
variables. Users are responsible for knowing how their organizatiois classified and for following
the applicable policies andprocedures.

A PART THREE: APPENDICE

- Containsa glossary, vendor forms and instructions, a staff directory, andthe OCFS Copyright
Policy.

The Bureau of Training maintains and publishes th®MTVon the OCFS public website. Thidocument
supersedes all previous editions of thé’roject Operations Manual. Part Two (along with APPENDIX 3

represent the formal @olicy and procedureequivalent of the Project Operations Manual asiay bereferenced
in existing vendor contracts, MOUs, and agreements.

Preface
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PART ONE BACKGROUNDONFORMATION

Chapters 1-9 offer foundational information to orient all vendors and individual users.

Vendor personnel involved withcontracts/work plans for the Bureau of Trainingz regardless of their assigned
role z will better understand and appreciate specificequirements and procedures when they are briefed on
essential background matters and can envision the bigger picture. This part of the manigintended to serve
that purpose.

Chapter contentis intended to be by and large, descriptivein nature. Policy direction is reserved for Part Two.
Thatsaid,Part Twod O A Ta$snsith® useris already acquainted withthe information presentedin Part
One Accordingly, when implementingthe operational guidanceprovided on specific topics, he user may find
it helpful to refer backto this part of the manual for arefresher.

Part One: Background Information
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1. INTRODUCTION

The purpose of this chapter is to orient user sto the manual and help them use it effectively.

1.1

PURPOSEOF THE MANUAL

A This documentis designed toset forth policy guidance and explicit procedural instructions for
training vendors (entities and individuals) who provide training and training -related
administrative activities for the Office of Children and Faiity Services OCF$through formal
agreements withthe Bureau of Training(BTD). The policies and procedures apply not only to
primary vendors but also, where relevant, to subcontractorand consultants hired by those
vendors for performance of services.

A OCFS:stablishes@ontractsd(with private training providers) and Qvork plansé(administered
under Gnemoranda of understandingd[MOUs] with public training providers) . These vehicles
cover a major portion of training for the public human services systa in New York State. The
address the learning needs dhe staff of the 58 county departments of social serviceemployees
of child caring agencies, day care centerfamily day care homesand other human services
providers; as well asfoster and adoptive parents. In addition, employees of New York City are
occasionally served by this program.

A The success of theverall program requires that vendors work closely with OCF$roughout the
life of the contract or work plan. Eachagreementis
assigned aBTD Training Manager(TM) who will guide
and assist vendorghroughout the BTD business QUICK TIP
process cycle.

- o ) o OCFS encouragesdining

A Managementadministrative and training personnel .

_ ) vendorsto use the assigned
working directly for, or on behalf of the vendor . .
organization and assigned to thecontract/ work plan ST Tra_lnlng Manageras their
constitute the primary audience for this manual OCFS first point of contact for any
holds vendors responsible for understanding and questions concerning the
complying with the specified policies and procedures information presented in this
Intun,itEO OEA OAT AT 060 OWhad bl manual. She or he willanswer
their program and administrative staff, as well as any the question directly or work
subcontractors and consultantsunderstand and follow to obtain and conveythe
the direction provided, to the best of their ability. necessary information.

A 4EA 1 Al OAI 60 @dudisisbBTDA OAE A

Training Managers andrinancial and Administration

Unit staff. Theyneed to know the requirements for

vendors (including those mandated by federal and state funding guidelinehat allow OCFS to seek
reimbursement), as specified in theOMTV. OCFS tff are obliged to provide sound and helpful
guidance on the application of the policies and proceduresepresentOCFSnterests, and facilitate

Part One: Background Information
Introduction
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and monitor progressfrom beginning to endof a givencontract/ work plan. BTD Training
Managersalso haveat their disposalan internal job guidethat is aligned with this document

p>)

Other anticipated manual users include

- OCFS staff in other parts of the agency

- Saff in other state agencies that are partners with and/or have a direct stake in the
deliverables;

- Subcontractors;

- Auditors.

SCOPEOFTHE MANUAL

A This manualseeksto provide sufficient background anda full range of guidance points concerning
key activities required of training vendors with active contracts/ work plans. The heart of the
manual is Pat Two, which drills into the specifics of implementation and accountability(i.e., ¥ars
Two and Threeof BTDG O A O O E 1 SEB ALS@7UBMed\ of Training Contracting Business
Cycle)

>

The manualdoes notgo into detail about the processesand requirementsassociated with proposal
development (.e., ¥arOne ofBTDG O A O OE ). Ahd<@ ard pokitled in a separate packehat
is updated andissued yearly at the time ofolicitation.

p>2)

The manualdoes not covernor is it intended to bea substitute for, requisite professional skills on
the part of vendor staff, consultants, and subcontractors

How THEMANUAL | SCONSTRUCTED

A Effort has been made to present information logicallyThe presentation of material typically
proceeds from general to specificInformation is alsosequencedasa seriesof chronological
phases, activitiesor stepswhere appropriate.

>

Many topicsand processeverlap. As suchfrequent cross referenceshave been included tooint
the user to related sections While effort was made to minimize redundant information, on
occasion a policy may be repeated in two sections to maintain clarity and coherence.

>

Tablesand diagramsare provided to help users distill the essentials,seethe relationship among
elements, and translate the stied policies and procedures intopractice. 01 O E As&A 14AETBO A O 6
are also included to reinforce or build orpoints made in the text.

A Throughout Part Two, he syntaxusedfor ®rocedureassumes that the agent for thetated

action is the vendor (more specifically, an individual who is working on behalf of the vendor and is

authorized for the task)8 4EBOh EAZA£ A DPOI AAADORE O ARAIA@OMA @ il 1A ORA
for the vendor. The syntax will change for exceptions to this pattern.

Part One: Background Information
Introduction
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TERMINOLOGY

A The Bureau of Trainingapplies a specific meaning to a number dey terms. EXHIBIT 1 highlights
selected key terms to aid the userFurther, a more extensivedossary is providedin APPENDIX1.

p>)

Stuations will inevitably arise when the same word or phrasearries a different meaningin two
different contexts. While effort has been made to help users properly interpret word usage and
avoid possible ambiguities ormisunderstandings, users should be alert to this issue and seek
clarification when communicating with BTD staff, if needed

FORMS

A Throughout this manual reference is made to various forms to be completed and submitted by
vendors. A directory of forms is provided inAPPENDIX2.

PRECEDENCE OREQUIREMENTS

A Because the manual sets fortBTD policies and procedures relating to the comact/work plan
Delivery Year, it addresses many topicalso touched onby formal terms and conditions included in
the unique contract, memorandum of understanding, and/or training agreement &tween a given
vendor and OCFSIn the eventof any conflict between: 1) the information provided herein, and 2)
OEA &I Of A1l OAOI O AT A AITTAEOQOEITO 1T &£ OEA OAT AT 0860 A
precedence.

CONTINUOUSIMPROVEMENT OF THEMANUAL

A The Bureau of Training intends to keep the vendor manual as ttp-date as possible to reflect any
changes in context, specific policies and/or procedures.

>

Under the terms of existingmemorandums of understanding between certain public vendors and
OCFS, th@roject Operationsvlanual (POM)z henceforth to be called tle Operations Manual for
Training Vendors(OMTV)Zz shall be revised only after those public vendors are offered a éfay
opportunity to comment on proposed revisions.

>

BTDanticipates that endto-end updating will occur nomore frequently than once a year. IBTD
determines that, in the best interests of the state and its training vendors, a targeted correction to
the manual cannot be put off until the next version release, it will notify current training vendors
about the spedfics of the change.

>

Constructive input from users about possible ambiguities, discrepancies, or inaccuracies is
welcome. Please direct such comments to the Assistant Director f&TD Finance and
Administration.

Part One: Background Information
Introduction
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EXHIBIT 1: KEY TERMS AND DEFINITION®SED IN THE MANUAL

DEFINITION

Training

Includes both training and related administrative services, unless a more specific
definition is indicated.

Vendor

Refers to privateand public entities who formally agree to provide services on behalf of
OCFSiIn this and related documents@endorémay also be called® O O A BB AHO O E A
OAT 1 OOAADADOD®O EO OEA OOAOAGO POAEAOOAA O/

Contract/

Work Plan

A contract is awri tten agreementestablished between OCFS andpgivate vendor, and is
enforceable by law. An annual agreement, including a work plannay beestablished
based on a multiyear contract, to define the deliverables for a given year.

When the vendor isa state entity, typically an ongoingwritten memorandum of
understanding substitutes for a contract An annual agreement, including a work plan, is
established to define the deliverablesterms and conditions that the vendor is expected to
meet during a given year.

For the purposes of this manugiO AT T OOAAOT x1 OE DBl AT 6 OA £EA(
that specifies he work to be performed and delivered during the Delivery Yeaand the
approved budget and funding for that work

Project

Refers to a specific undertaking that mestthe following criteria:

1 Free-standingtemporary effort consisting of a set of rela¢d activities designed to
achieve a specific outcomer result;

1 Has a defined start andinish; and
I Createsa unique product or service.
In the BTDenvironment, the contract/work plan may include one or more specific projects

to be accomplished within the btal scope. NOTE TEA DPOAOET 60 o0/ - ¢
synonymously with contract/work plan. This is no longer tle case.

Deliverable

Refers toa specific product or service (including quality and quantity) that the vendor is
responsibleto provide during the year covered by a contract/work plan. A contract/work
plan may have multiple deliverables. Some of the deliverables may require a project.
Others may be transactional or process driven.

Days

Refers to calendar days unless otherwise indicatedlhe usual reference is in relation to
required due dates or time frames.

Part One: Background Information
Introduction
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2. ORGANIZATIONALENVIRONMENT

The purpose of this chapter is to ori ent usersto: 1) the key organizations that make up the human
services training delivery system on behalf of New York State; and 2) the training audience for this system.

2.1

NEW YORK STATE OFFICE OFCHILDREN ANDFAMILY SERVICES

A

p>2)

)

>

Mission: (The Office of Children and Family Services®CFSkserves New York's public by
promoting the safety, permanency and welbeing of our children, families and communitiesWe
will achieve results by setting and enforcing policies, building partnerships, and fuiag and
providing quality serviceso

| #&3 EO AAAEAAOAA O EIipOi OETi ¢ OEA ET OACOAQEITT 1 A

and vulnerable populations; promoting their development; and protecting them from violence,
neglect, abuseand abardonment. The agency provides a system of family support, juvenile justice,
child care, and child welfare services that promote the safety and welbeing of children and adults.

TheA C AT dperdtiqy principles state that acrossall program areas serviceesshould be

- Developmentally appropriate;

- Family-centered and family-driven;
- Community-based

- Locally responsive;and

- Bvidence- and outcomebased.

OCFS is responsible for programs and services involvifigster care,adoption and adoption
assistance, child protective service§including operating the Statewide Central Register for Child
Abuse and Maltreatmen}, preventive services for children and farities, services for pregnant
adolescents, and protective programs for vulnerable adultSOCFS is also responsible for the
functions performed by the Commission for the Blindand Visually Handicapped CBVH) and
coordinates state governmend @sponse to tte needs of Native Americans on reservations and in
communities.

The agency provides oversight and monitoring of regulatedhild care (family day care, group

family day care, schoolage child careand day care centers outside dflew York City), legally

exempt child care, child care subsidies, child care resource and referrals, and the Advantage After
School Program, and also provides services and programs for infants, toddiepreschoolers, and
school-age children and their families.

OCFSscurrently OAODPT 1T OEAT A &£ O Al juvendeljubticelpro@@ns incEdiy E A
transformation of the juvenile justice systemand managingand monitoring a system ofresidential
facilities and reception center programs for juvenile delinquents and juvenile offenders placed in
the custody of the Commissioneby family and criminal courts. The agencyworks closely with
municipalities such as local social services districts and county youth bureaus gt adequate
youth development services and programs are available at the local level.

Part One: Background Information
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TheA C AT Bxecati®e Officeencompasesthe Office of the Commissioner, the Office of the
Executive Deputy Commissioner, the &v York CityExecutive Office, the Oftie of the Ombudsman,
the Office of Equal Opportunity and Diversity DevelopmerEODD) and Executive Serviceslt
provides overall leadership, management, coordination, and administration of agency operatisn
and mission-driven priorities.

OCFS divides & responsibilities into two main areas: program and support. The program
divisions/offices include:

- Division of Child Care Services (DCCS);

- Division of Child Welfare and Community Services (DCWCS),

- Division of Juvenile Justice and Opportunities for Yih (DJJOY); and
- The Commission for the Blind and Visually Handicapped (CBVH).

The support divisions/offices include:

- Division of Administration (Admin);

- Division of Legal Affairs (Legal)

- Office of Communications (Communications)

- Office of StrategidPlanning and Policy Development (SPPPand
- Office of Special Investigations (SI).

OCFS maintainsegional officesin Albany, Buffalo,Long Island New York City, Rochester,Spring
Valley, and Syracusend to support agency programs and partnerships with stakeholders and

providers.

For additional information about the agency go tothe OCFS websitat: ocfs.ny.gov

BUREAU OFT RAINING

>

>

Mission: O $velop, implement,and manage work force and professional development learning
programs and strategies for the staff of the Office of Children and Family Sendcéocal social
services districts, voluntaryprovider agencies, and child care service providers. TlBureau of
Training accomplishes this by providing them with knowledge, skillsand abilities to develop
competencies to effectively and efficiently serve the children, families, and vulnerable adults of
. Ax 971 OE 30A0A8%

The Bureau of Training(BTD) is part of OCES Human Resourcewith in the Division of
Administration. The Division also includes Financial ManagemerBudget ManagementContract
Management Management Support, and Audit and Quality Control.

Mandates for theBureau of Trainingd O &£O1 A &tvitids @re fAundin various provisions of

the state Executive Law, Social Services Law, New York State Code of Rules and Regulations
(NYCRR), Public Health Law, OCFS regulations, and American Correctional Association standards
(ACA).

Training provided through the Bureau is a vital component to support the implementation of
several OCFS priorities in particular:

Part One: Background Information
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- Mandated training for staff of residential facilities;

- Enhanced training and best practice models for child protective service workers and
supervisors;

- Training for the prevention of domestic violence;

- Training and information for mandated reporters and the general public on child
abuse and neglect;

- Expansbn of adult protective services training; and

- Foster and adoptive caregivers training.

BTDfacilitates collaboration between juvenile justice and child welfare operations tosupport the
alignment of services for adolescents by combining training sereges; provide costeffective
distance learning opportunities for local district and voluntary agency staffand aligntraining of
state staff with operational priorities developed by agency program divisions including new
employee orientation, supervisory,management, and systems training.

BTD provides for the delivery of training to more than 100,000 (estimated) local stafin social
services districts and provider agendées,including child welfare staff, day care providers, mandated
reporters (as definedby statute) of suspected abuse or neglect, and foster and adoptive parents.
As a means to this end3TD staff managemultiple training contracts and agreements that support
local district staff development in operations and systems.

The Bureau is compised of the following six units:

- Local District/Child Care/Child Welfare Unit : Consistsof Training Managers
and supervisors who directly manage the training contracts and agreements
Staff members interact with vendors, state agency programs, local digtts, and
other stakeholders on the identification of training needs, plannindor and
procurement oftraining services, implementation of contracts/work plans,
review and approval ofwork products, and evaluation of outputs and outcomes

- Finance and Administration Unit: Administers the training financial and
contract accountsand records, fiscal training plan, claims, and reimbursement.
Liaison to otheragency, federal, state, and locikcal/ contract management
entities outside of BTD.

- Training Technology Unit: Delivers and supports customized training
technology systems used for trackingparticipation of state, local district, and
provider agency staff in training and administrative activities. These systems
maintain the information critical to the fiscal and programmatic management of
training contracts ad agreements.

- Distance Learning and Media Development Unit : Develops, supports, set
standards for, and consults on a variety of technologgupported learning
products. Offers a variety of techniques and modalities to expand the reach of
learning opportunities.

- Management and Professional Development Unit: Plans, desigrs, develops
and deliverstraining in-housefor OCFS stafénd others as requested

Part One: Background Information
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- Mid-Hudson Training Center : Regionally based training center that host
training delivery for state OCFS staff and others.

TRAINING VENDORS

A

)

p>2)

)

The Bureau of Training works with a number of primary vendors (also sometimes referred to as
contractors or training providers) in order to accomplish its mission. These vendors fall into two

general categories:

- PRIVATE VENDORSNon-governmental, ron-profit or for -profit entities; and

- PUBLIC VENDORSPublic universities and other governmental entities

With the private entities, OCFS typically establishes multiear contracts for delivery of training
products and services. Annual work plan agreements (inclusive of work plans) are created based
on the multi-year contract, pursuant to specifications issued bBTDthat are responded to in
proposals written by the vendors. Occasiongl, contract amendments aremadein response to
newly identified or changing needs.SEE ALS019.4 Making Contract Amendments

In the case of the public entities, in lieu of a contract, the
base agreement typically takes the form of a Memorandum
of Understanding(MOU). MOUs have remained implace for
several years. Annual work plan agreements are created
based on the MOU, theTDODAAE £ZEAAOQEIT 1T Oh
proposals.

In the context of these business relationships, the term
OOAT AT 06 toARthe oydnidalidd holistically ; 2)
the principal person representing that entity, or 3) the
individual staff or teams of staff who perform the vork.
Bureau of Training managergypically interact with the
vendor principals, while Training Managers may interact
with both principals and staff.

Vendors oftenengageO AT 1 OO1 OGO ®OAT TAD AA
i Al 01 OAEAOCOADOTI OAD ADOBBE QA
deliverables, subject to certain conditions. SEE ALS0O15.6

QUICK TIP

Establishing aSubcontract under a Contract/Work Plan

Specific processes, policies,
and procedures the vendor
must follow during the
Delivery Year can vary
depending on the
classification of the vendor
organization and the terms
of its agreement(s) with BT.
Thus, it is important for
vendor personnel and
consultants to know how BT
classifiesthe vendor.
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2.4 HUMANSERVICESI RAININGAUDIENCE

2.4.1 Training Populations and Eligibility

A

p>2)

The Bureauo4 OAET ET1 ¢C6 0 A@GOAOT A1l OOAETEIC EI EOEAOEOAO
populations. Altogether, the estimated number of trainees served is approximatefy00,000. The

primary focus is onlocal social servicedlistrict staff, the staff of voluntary provider agencies, child

welfare stakeholders, child day care providers, and foster and adoptive parents.

BTDalso provides training programs for OCFS staff (such as staff in the Division of Juvenile Justice
and Opportunities for Youth facilities), asvell as staff in other state agencies such as the Office of
Temporary and Disability Assistance (OTDA) and the Department of Health (DOHjowever,

under most circumstances these are nadhe main audience for the training vendors.

Due to requirements assciated with federal reimbursement for OCFSthe training population for
selected OCFSponsored training contractd work plans and deliverables is limited to certain
eligible groups. OCF8TDand the training vendors with whom it partners work together to
maintain compliance with those requirements.

2.4.2 Local Districts of Social Services

A

>

)

In planning for the delivery of training to human services staff statewideBTDworks extensively
with local district of social services officegLDSSs)covering every couny of the state. LDSSgange
from small/rural to large/urban areas including New York City. Each district serves a variety of
constituencies. (See EXHIBIT 2 for a map of OCFfcal/regional operations.)

Districts provide services through several major federal and state programs. These include but are
not limited to:

- Temporary Assistance for Needy Families (TANF);

- Supplemental Nutrition Assistance Program (SNAP):
- Medicaid;

- Foster and Adoptive Families;

- Child Protective Services;

- Adult Protective Services;

- Child Day Care Subsidy;

- Residential Child Care; and

- Welfare to Work programs.

Many districts face severe fiscal challenges that constrain staffibgvels, human resources
development efforts,and service delivery. Constant effort is made to prioritize resources and
training offerings to meet the most pressing needs as economically and equitably as possible.

GetaffDevelopment Coordinator$)(SDCs)are important local-level players in thetotal system for
delivering human services training and develoment programs statewide. Eacldistrict has at least
one SDn staffresponsible for arranging for training of DSS staff employed in their county. SDCs
are expectel to understand the trainingneeds of ther individual county and, working in

conjunction with state and county personnel, to develop local training plans to meet those needs.

Part One: Background Information
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A SDCsnay participate in annualneeds assessment anglanning meetings, adding the district
perspective,and may also be invited to play a role in reviewing proposals and participating in
selection meetings for advertised projects.

2.4.3 Provider Agencies (Voluntaries)

A Many participants in BTD-sponsored training are employed by pvate human servicesagenciesg
oftenreferredto A O O O lies.80rhe@eAgencies providea wide range of humarservices often
operating under a contract with an LDSSor OCFS Provider agencies maybe licensed, certified,
regulated, or monitored by OCFS (and/or other stateagencies). They range in size from large,
multi -site organizations serving a large geographic area to small organizatioasrving a local
neighborhood.

A For child welfare-related training, these contractual providers include foster care, adoption,
prevention, independent living service providers, and residential child care providers.Private
sector human services organizations thatlo not meet this definition, even if they provide other
services to children and families, are generally not eligible to oeive child welfare training under
BTDcontracts/work plans unless funding arrangements are in place for that express purpose.

A With respect to provider agencies, a distinction is sometimes made between direct child care
workers (for residential child care) and case workers/case managers/social workers (nofdirect
care staff in residential care). Some federal training funding sources differentiate between these
two groups for purposes of traireeeligibility. In order for OCFS to seek federal reimbursement
trainees,vendors,and OCFS are obligated to pay close attentionadocurately codingthe status of
individual trainees (i.e., direct versus nordirect care workers) in training enroliment rosters and
records.

A SEE ALSO17.3 Registering Participants /Verifying
Eligibility / Recording Attendance QUICK TIP

2.4.4 Child Welfare Stakeholders Vendors are not responsible

for determining target

A For some human servicesraining initiatives, additional populations/eligibility for
eligible trainees may beODAEET A x Al EAQA O training programs, but they
individuals who play key roles in the public welfare do become involved with
S)’?‘?’I‘; The§e groupsare ":,“?O _somlclatlmgs iejer(gg Eo as? controlling implementation
Ol IOOAAEOET 1-Thle W-%l A1 GICEEAT Ao .
because they fall outside the populations identified as of trainee eligibility .
appropriate for training under Title IV-E, thus allowing
OCFS to seek federal reimbursement.

A Examples includefamily court staff, court-appointed
special advocates, county attorneys, laguardians, county probation officers, county mental health
staff, county public health staff, county youth bureau staff, and other community services providers
as long as they have a role in public child welfare serviceStakeholdersmay also include st#
providing post-residential services for youth (e.g.QCFS aftercare services) and other state staff.

A SEE ALSO3.3 Special Characteristics oTitle IV-E Funding.

Part One: Background Information
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EXHIBIT 2: NEW YORK STATEOCFS LOCAL/REGIONACPERATIONSMAP
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3. BUDGETNGENVIRONMENT

The purpose of this chapter is to orient user sto the key budgeting entities, systems, funds, and concepts
related to training contracts/work plans .

3.1 BUDGETINGENTITIES

A Onfiscal mattersrelating to the contracts/work plans, vendors interactregularly with the BTD
Finance andAdministration Unit (F&A).

A BTDin general, and F&Aspecifically, operatein the context ofa larger budgeting system.They
work in collaboration wit h, takedirection from, and are in many waysaccounteable to several other
entities, which include but are not limited to:

- OCFS @mmissioner 6 O |/ amdFiEoyrAm offices : Working in conjunction
with the Executive Chamberprovide policy/program direction regarding
priorities for use of funds.

- OCFS Division of Administration, Bureau of Budget Management
(BBM)/Bureau of Financial Managemen t (BFM)/Bureau of Contract
Management (BCM): Work together to manage OCFS budget and accounts, and
processand approve claims. Establisthe Training Fiscal Plan, based on input
from BTDF&A, subject to approval bythe Division of the Budget Review and
approve contracts (subject to firal approval byOEA | OOT OT AU ' AT AOAI 8
the Office of the State Comptrollérand work plans.

- New York State Division of the Budget (DOB) : An executive branch agency of
New York State Governmentreporting to the Governor. OgrseestheA CAT AUS O
budget, cash ceilingand spending. Approvesthe Training Fiscal Plan.

- New York State Office of the State Comptroller (OCS) Headed by an
independently elected official. & OT AOET 1 O AdasuElAsueSOAOAS O
payments for properly submitted and approved vouchers, and may conduct
audits of state and local agency expenditurg@mong its many key roles).

- The New York State Legislature : Must appropriate the funds,including federal
funds, AAOAA 11 OEA '1 OAOTT1 080 OAAT I 1T AT AAA AOD,

- US Department of Health and Human Services (DHHS): Functions as tte
51 EOAA 30A0AO cCci OAOT i AT 06860 POET AEDPAI ACGAT
Americans and providing essential human services, especially for those who are
least able to help themselve. Represents almost a quarter of all federal outlays
Works closely with state and local governments Many DHHSfunded services
are provided at the local level by state or county agencies, or through private
sector grantees.

Part One: Background Information
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3.2 SOURCE®FFUNDINGFOROCFS

A

>

>

>

>

OCF3®TDuses numerous federal and state sources of funds to support its contractual training
program. OCFSeceives funds in the form of ugfront grants or through cost reimbursementfrom
the federal government The commonly used federal funding smces are from the federal Social
Security Act as follows:

- Title Il z Federal OldAge, Survivors, and Disability Insurance Benefif@lso
known as Disability Determinations)

- Title IV z Grants to States for Aid and Services to Needy Families with Children
and for Child Welfare Services Includes:

Title IV-Az Temporary Assistance for Needy Families (TANF)
Title IV-B z Child and Family Services (Child Welfare)

Title IV-D z Child Support Enforcement

Title IV-E z Foster Care and Adoption

> > > >

- Title XIX z Health and Long Term Care (HLTC) Medical Assistance Programs

- Title XX z Block Grantsto States for Social Services (e.g., Child Protective
Services) ad Elder Justicge.g., Adult Protective Services)

Title IV-E funds for training carry special requirementsegarding their use andcan necessitate
extra administrative effort by vendors andBTDto ensure OCFS can seek federal reimbursement
SEE ALSO:18.7 Preparing Claimsinvolving FederalTitle IV-E.

Some federal fundge.g., Title XXunds) are capped by the federal and/or state government and
alternate, additional resources (such as grants) may need to be sought to support an initiative.

In addition to federal funds, state funds are usedThese funds fall into two general categories:

- Federally non -participating (FNP) : These are state dollas that are required as
costsharing funds in order to draw down federal dollars.

- Other state dollars : Additional state investment needed to reach the
reimbursement level established by a vendor for aontract/work plan .

The OCFS Bureau of Training arits training vendors apply standard accounting principles
promulgated by various federal and state regulationsThe United StatesOffice of Management and
Budget (OMB) establishes principles and standards for determining costs for federal awards
carried out through grants, cost reimbursement contracts, and other agreements witstate and
local governments and federally recognized Indian tribal governments (governmental units)The
general administration of federal Public Welfare funding is governed byiffe 45 z Public Welfare of
the United States Code of Federal Regulations (CFR).

Part One: Background Information
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OCFSnust comply with the federal guidance at 2 C.F.R.
Part 200 Uniform Administrative Requirements, Cas

Principles, and Audit Requirements for Federal Awards
Therefore, OCFSequires that all public vendors,and QUICK TIP
private vendors also comply with this federal guidance

Given the differences in

OCF3nust seekfederal reimbursement for the requirements for

training services provided to OCFS througcontracts reimbursement tied to

and workplans. OCFS seeks such federal various funding sources, the
reimbursement through various federal funding Bureau of Training works
streams to which are attachedo statutory, regulatory closely with its vendors to
and programmatic requirements. For example, verify that only eligible
different federal programs stipulate specific training target groups are included in

populations. In addition, differentfederal funding
sources have different federal financial participatn
(FFP) reimbursement levels. Tiroughout the year, the
Bureau of Training, Training Managers, and training
vendors all direct considerable effort towardcollecting
and keeping the requisite data for accountability
claiming and reporting purposes. Many of the policies
and procedures in this manual are designed to support
this objective.

the training activities. The
contracts/work plans
provide important data to
support this process

SPECIALCHARACTERISTICS OF ITLE IV-EFUNDING

A

)

>

)

Use of funds under Title IVE of the Social Security Act adds to the complexity bfidgeting,
accounting, claiming, and reporting requirements for OCFdiitle IV-Eis the most restrictive of the
federal funding sources. Iprovides for different rates offederal reimbursement for different types

of activities (training versus administrative activities) as well as fordifferent types of training
participants (voluntary agency staff and court personnel versus other trainee populations)Due to
this complexty, OCFS requires the vendor to adhere to these requirements to enable OCFS to seek
federal reimbursement.

Staff eligible for Title IME funded training include caseworkers and supervisors employed by
county departments of social services who handle fosteare or adoption cases as case planners or
case managers, social workers and caseworkeirs approved agencies (also referred to agrovider
agencies)who handle foster care or adoption cases, and foster and adoptive parents.

Vendors whose contract/work plan budgetsthat need toidentify Title IV-E requirements will be
instructed regarding specialrecordkeeping on training participants and eligibility, and will also be
instructed to break out (i.e., separatelydentify, track, and reporf) the administrative activities
costs(both at the budgeting and claiming stages) fnm the total contract/work plan budget and
expenditures, respectively.

SEE ASO: 2.4.4 Child Welfare Stakeholdersand 18.7 Preparing Claimsinvolving Federal Title
IV-E.

Part One: Background Information
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VENDORSHAREAND MATCHPRODUCTS

A Training agreements with public vendors (and New York State land grant institutions) may include
06 AT Al O 3r8kc0B O AQDE AOAOOSG EIL OEAEO AOACAOO

p>)

Vendor Share is another term for costsharing. OCFS has adopted thederal guidelineswhich
dictate what can and cannot bepplied for costsharing. The 45 CFR SectiddFR Section 92.24
states that:

A matching or cost sharing requirement may be satisfied by either or both of the
following: (1) Allowable costs incurred by the grantee, sugrantee, or a costype
contractor under the assistanceagreement. This includes allowable costs borne by
nonzFederal grants or by other cash donations from nofrederal third parties. (2)
The value of third party inkind contributions applicable to the period to which the
cost-sharing or matching requirement apply.

O- AGAE 0 are thaldidgh@irials the vendor contributes to thework plan without
AT 1 PAT OAOGETT AO PAOO 1T £ OEA Oi AOGAESG AT 1 OOEAQOOET I

p>2)

DAT OAGEI 1T AO PAOO 1 &£ OEA Oi AGAES Ai 1 OOEAOOET I

p>2)

Since OCFS does not have sufficient funds available to cover the entire state/Isfzre, a portion

is usually contributed by other public agencies providing training and administrative services
through the MOU agreementsThus, public vendors share the costs of the human services training
they deliver.

>

Vendor-contributed costs must directly relate to services provided underth® AT AT 08 O
contract/work plan . Contributed funds must be state or local in nature. No private fundsanbe
usedfor cost-sharing.

A The vendordevelops the costsharing budget pan at the proposal stage detailingthe composition
of the costs thatwill be contributed bythe vendor. The plan idinalized in the agreement approval
stage The amount of cossharing that a public vendorwill contribute toward the total budget is a
determining factor on what the reimbursement rate becomes.

>

Public universities sometimes contributefaculty staff time to deliver match products. Costs
associated with thistype of cost-sharing contribution include the proportion of salary, fringe and
applicable indirect costs. In this example, the costs associated with the faculty contribution are

paid by the university with non -federal funding and are not reimbursed by OCFRublic

universities may alsoOx AEOAS6 A DI OOE indirect céits @ Eochtribit® bwafifcashA 1 A
sharing in thework plan budget. In this instance, waivedindirect becomes a norcollected cost.

A As noted,cost-sharing isestimatedprior to the Delivery Year The estimates are used to establish
aQrendor sharepercentagedto apply to the gross work plan costslownstream, when vendors
prepare and submit reimbursement claims.The eventual reconciliation of cost-sharing claims is
performed under the terms and conditions of the MOU.

>

SEE ALS0218.2 Maintaining Cost Accountsand 18.5 Preparing Claims forReimbursementz
SpecificRequirementsfor Public Vendoss.

Part One: Background Information
Budgeting Environment



3.5

3.6

Operations Manual for Training Vendord19

VENDORCOSTREIMBURSEMENTRATES

p>)

OCFS reimburses vendorfr the majority of the costs of theirservices and products undeBTD
training agreements

Reimbursement is based on actual deliverables and satisfactoclaimsfiled by vendors(e.g.,
vouchers). The reimbursement rate iset as a percentageof the total costsand can be found in the
OAT AT 08O A pebtorkplad AT 1T O

- PRIVATE VENDORS ONL: The reimbursement rate for a private vendor is

typically set at 95% because no private noiprofit funds may be used towards

match or cost sharing. The remaining 5% is the administrative fee assessed by

| #&3 | OAA OEA OOAOAA O Holv,ifor & lexblangtio.O 0 0OA OE OA
- PUBLIC VENDORS ONLYThe reimbursement rate for a public vendor is

determined by the vendor when determining the cats for their work plan

budget and reflects an adjustment for cost sharing.

FEE TOTRAINING MANAGEMENT ANCEVALUATION FUND

A

>

All vendor budgets for training include an administrative feethat will deposited to the OCFS
Training Management and Evaluation Fund (TMEF)The federal governmentallows OCFS to
chargevendors this feefor OE A O@efirCalndirstering the human servicestraining initiatives.
It is non-reimbursable to vendors. In rare instances, the fee may be waived and only at the
discretion of the BTD Director.

As additional background, in 1979 the New York State Department of Socigrdces (predecessor
of OCFS) was approved by the federal Bureau of Budget Manageitrend Administration to assess
its training providers (vendors) a percentage of gross contract costs and to use those funds for
training contract management and administraion. The rate iscurrently setat 5%. This
percentage is an administrative charge levied by the state against the vendor as a deduction to
their monthly expenditure claims.

The Training Management and Evaluation Fund (TMER used forcost allocationplan (CAP)
purposes. The TMEF serves two purposes. First, it is considered state fundingt can be used as
cost-sharing funds when the state daws down federal funds Second, these assessdéesare
deposited into a revenue account OCFSuses the &count to offset its cosffor monitoring,
administration, and evaluation of training contracts

Part One: Background Information
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3.7 BASICBUDGETNG CONCEPTS

This section is included for the benefit of vendor staff lacking in basic budgeting background.

3.7.1 Personal Services and Non-Personal Services Costs

A

>

>

In a general budgeting context, budgets are built by identifying costs in two main categories:

O0AOOI T Al 3AOOCEAA0OAOODDAI j BAQOERAOO#T DOOSG j .

than PersoA1 3 AOOEAAOO j/403Q8

Personal Services Costs equate to compensatiorfor personnel including all remuneration, paid
currently or accrued, for services rendered during the period of performance, including but not
necessarily limited to wages, salaries, anlinge benefits. Fringe benefits are allowances and

services provided by employers to their employees as compensation in addition to regular salaries
and wages. Fringe benefits include, but are not limited to, the costs of leave, employee insurance,
pensions, and unemployment benefit plans. With some exceptions, the costs of fringe benefits are

allowable to the extent that the benefits are reasonabler are required by law, governmental unit
employee agreement, or an established policy of the governmezitunit.

Non-Personal Services costs include such major expenditure categories as: Consultant Travel,
Trainee Travel; Equipment Supplies; and Contractual Services.

3.7.2 Direct Cost and Indirect Cos ts

A

>

>

Direct costs are expenditures madespecifically for the purpose of carrying out theprocess or
project. They include such categories azompensation ofassignedpersonnel; cost of materials
acquired and consumed; equipment and other approved capital expenditures for the projecénd
travel expenses incurral specifically to carry out the contract.

Indirect costs are expensesthat are not directly accountable to a particular project, facility,
function, or product. Indirect costs may be either fixed or variablelndirect costs include such
expenditures as administration; ancillary personnelnot directly applied to the contract/work
plan; and security costs. Some indirect costs may loevered in an overhead figure. The indirect
cost rate used in aontract/work plan budget is a percentage applied to thdirect costs to
calculate a budget dollar value.

The indirect cost rateused inBTD contract/work plan budgets may only be established by the
federal government, not the vendor. fere are a number of specific allowable and unallowable
costs associatedwvith direct and indirect costs.

3.7.3 Line Item Budgeting

A

BTDtypically uses line item budgeting. Mostontracts/work plans are established utilizing a line
item budget methodology due to the nature of the funding stream(s); related regulations and
method of procurement. BTDtypically utilizes qualitative and cost factoring in determining best
value for an award. Cost reimbursement on thBTD contracts/work plans is based on actual
expenditures incurred in alignment with Generally Accepted Accounting Praices.

Part One: Background Information
Budgeting Environment

03Qh



Operations Manual for Training Vendord21

3.7.4 Fee for Service Contracting

A Fee for Service or Unit Price contracting is another methodology th&TDuses only on rare
occasions when establishing a contract/work plan.These fall into the general category of
performance based contracting.lt may be used when a funding source is nerestrictive and the
method of payment is determined based on a fee schedule, with quantifiable performance
measures ora specific unit costcorresponding to anitem of delivery.

Part One: Background Information
Budgeting Environment
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4. CONTRACTINGENVIRONMENT

The purpose of this chapter is to orient user sto the contracting entities, systems, types of agreements, and
other concepts at the heart of BTD contracting .

4.1 CONTRACTINGOFFICES

A

A

In addition to the BTD Training Managers andBTD Finance andAdministrative Unit, the following
entities alsoplay a role in the contracting process:

- OCFS Division of Administratio n, Bureau of Contract Management (BCM):
Oversees the bidding, processing, payment, and monitoring of all OCFS contracts

andwork plans. 0 OADAOAO AT 1 OOAAOO &I O ! 6061 01T Au ' A
the State Comptroller reviewand final approval, andresponds to any questions

- . Ax 91 OE 30A0A 1 601 O1 ABmonditt AadyA1 6 O / AEEAA
OAODPI 1 OEAEI EOEAOh OEA 1 001 O1T AU " AT AOGAI 60
state. Under State Law, it must approve most contracts with New York State
valued over $50,000.

- New York State Office of the State Comptroller (OSC) z! O OEA OOAOA8O A
fiscal oficeth OEA 3 OAOA #1 1 POOIT1AO EO OAODPIT OEA
money is being used effectively and efficiently to promote the common good.

Among its many roles, OSC reviews state contracts and payments before they are
issued and conducting audits of state agencies. If a formal agreement is over a
certain dollar threshold (generally $50,000 or more) the contract requireOSC
approval beforeit becomes an effective contract.

Before OCFS can enter into or amendf@mal contract with a private training vendor, BCMAG,
and OSQCnust review and approve the action.Also, the contract/work plan cannot be executed
unlessthe Annual Training FiscalPlan has been approvedy DOB

4.2 TYPES OFCONTRACTS ANDAGREEMENTS

A

A

OCFS establishesontracts (legally enforceable agreemers) with private entities and
memorandums of understanding (MOUSs) with public entities to provide for the delivery of
human servicestraining statewide.

A memorandum of understandingis adocument describing a bilateral or multilateral agreement
between parties. It expresses a convergence of will between the parties, indicating a common line
of action. (Wikipedia) Itis used in tle Bureau when the parties cannot create a legally enforceable
agreement, i.e., a contract, because of their public nature.

Part One: Background Information
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The contracts and MOUSs typically have a multiyear duratiorEach year a newtraining agreement
for the coming year is developed sia result of a process that includegr oposals from vendors
prepared in response taspecifications prepared by the OCF8ureau of Training (This process
will be discussed in greater detail in subsequent chapters but is mentioned here for context.)

COSr-REIMBURSABLECONTRACTING

A

It will be noted that BTDgenerally uses acost-reimbursable contracting model. The contractor
agreement is designed to pay for services rendereafter a bill (or claim) is submitted for those
services Itis a reimbursement methodology whereby the contractor outlays labor and money
necessary to accomplish the work and is then reimbursed based on allowable costs. Typically, the
vendor must provide or make evidence available that the service was prowd consistent with the
services and terms stipulated in the agreement. Some contracts/work plans do allow for advance
payments. SEE ALSO18.3. Obtaining Advance Payments

DOINGBUSINESS A8 VENDORWITH NEW YORK STATE

>

>

>

Vendors who plan to do business with New York State for the first time will need to follow certain
procedures. The following websites are essential first stops for vendors who need to leanrmore
about this:

- http://www.nyfirst.ny.gov/ResourceCenter/Data/DoingBusinessWithNY.pdf

- http://www.osc.state.ny.us/ve ndors/vendorguide/guide.htm

Among other things, vendors will need to obtain a Vendor Identification Number, maintain vendor
information, demonstrate vendor responsibility through completion of a vendor responsibility
guestionnaire (private vendors), and learn how to navigate the Statewide Financial System

The New York State Vendor Responsibility System (VendRep) allows business entities (vendors) to
enter and maintain their Vendor Responsibility Questionnaire information in a securgentralized
database. A vendor must have a standard web browser and amail account to use the System.

A vendor must begin the onlinesnrollment process, which requires the vendor to provide its New
York State Vendor Identification Number (Vendor IDand legal business nameA vendor will
receive emails from the Office of the State Comptroller (OSC) to establish the accountWalcome
OAAEAO EO AOAEI Adgrofideithe vehdsravith@n ovekvie® & ddVendRep
System and what is needetb get started.

New York State policy requires vendorsvith state contracts grants or purchase orders to accept

electronic payment unless otherwise exemptedThe vendor must work through OSC to establish
the electronic funds transfer ability.

Part One: Background Information
Contracting Environment
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STATEWIDE FINANCIALMANAGEMENTSYSTEM

>

p>2)

The Statewide Financial System (SFS) Program i3 angoingNew York State govenment zwide
initiative that replacesthe O O A orfnér Gentral Accainting System and several agenegpecific
financial management systems with one integrated, statewide systenfAin enterprise resource
planning (ERP) sytem was plannedand built to perform the state's primary fiscal and business
management tasks more proficiently.

Individuals and firms doing business withstate agencies, including OCFS, have been or will in the
future be set up for selfservice within the SFS vendor portal environment. SFS enables vendors to

maintain vendor information, access certain vendor forms, receive electronic paymentnd
review invoice and payment status, among other transactions.

Vendors new to the state and unfamiliar with SFS should begin by reviewing Sectié® above and

the SFSntroductory material directed at vendors foundat: www.sfs.ny.gov

OCFSCONTRACTMANAGEMENTSYSTEM

PRIVATE VENDORS ONLY:

A

>

OCFS maintains a comprehensive, wdiased Contract Management System (CMS) providing
technologythat standardizes and streamlines thecontract development processfacilitating
prompt contracting and prompt payment CMS features enablerivate vendors to: develop,
manage and electronically sign a contract online; receive alerts amwtifications regarding the
status of contracs; upload and download contract documents; process online budget
modifications; check the status of contracts and paymentandcorrespond with OCFS

I #-3 50A080 - AT OAT AT A A &oOdbrirériois &ré availdblérar A A
account holders on theCMS welite.

1 0A00E

To access CMS, vendovdll need to fill in a OCFS Bureau of Contract Management form entitled

(Contract Management System Authorization Forgh 6 i 4EA &I O AT AO
number.) Vendors with a CMS accounwill alsoneed tocomplete and submit aform OCFS1895,
Vendor and Contract Contact UpdatRequest Formeach timethere is a change in their
organizational or contract contacts. This form, which includes instructionfor completion, is
available on the OCF&#ebsite at http://ocfs.ny.gov/main/forms/contracts

Part One: Background Information
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5.

TECHNOLOGY / INFORMAION SYSTEME&ENVIRONMENT

The purpose of this chapter is to orient user sto the primary information management systemsthat
vendors will encounter in the BTD environment .

5.1

5.2

INTRODUCTION

A

p>2)

p>2)

All vendor initiatives are tracked using two key databases Statewide Training Automated
Registration System / HumanServices Learning Center (STARBSLC) and Virtual Information and
Statistics Tracking Application (VISTA).These two systems aralescribed and distinguishedbelow.

Private vendors will also interact with the OCFS welbased Contract Management SystenSEE
ALSO: 4.6 OCFSontract Management System

&,

BT

STATEWIDE TRAININGAUTOMATEDREGISTRATIONSYSTEM(STARS/HSLQ

A

>

>

The CBtatewide Training Automated Registration Syste@STARSEA O AAA1T

OEA ACAT AU

database of record for almost 20 yearsAs a result of anajor upgradein 2013, it will henceforth be
known as theGSTARSHuman Services Learning Centé(HSLC)

STARBSLCconnects four state agencies.g€.,OCFS, Office of Tempary and Disability Assistance,
Office for the Prevention of Domestic ViolengeandDepartment of Health),as well as more thard0
university and private training vendors, and thousands of viuntary provider agencies. It is the

primary information system interface for training providers (vendors) and trainees.

STARS/HSL®as fourmain components: federal fiscal management; training registration; a
learning management system; and a content management systethis used to enroll trainees,
manage class size, manage rooming assignments, confirm registration, identify local district
training fees, capture course evaluations, ensure compliance with mandated training, and report
information on training contracts.

In addition to being an operational toolthe systemserves an important accountability purpose.
Human services training programsand services statewide are supported in significant part with
funds from several federal and state funding streams. Each funding stream carries its own
requirements regarding trainee population, reimbursement rate, accountingand other variables.

As auser of these funds, OCFS is subject to regular federal and state audits of its training contracts
and operations. OCF&nd its vendorsmust keep accurate records to avoid jeopardizing # & 3 6
continued access to these funds.

The target group for the training or services to be provided under a given contract is a key factor in
establishing that federal and state funds are properly claimed. STARISLCwas specifically

Part One: Background Information
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designed to ascertain this type of compliance SEE ALSO17.3 Registering Participants /
Verifying Eligibility / Recording Attendance

BTDTraining Managersdo not log into STARBHLSCfor training reports. Their primary resource
is a separate computer application, the VISTA system (described befg which draws data from
STARS/HSL@nd other systems to provide the specialized reports thatraining Managersneed.

VIRTUAL INFORMATION ANDSTATISTICSTRACKINGAPPLICATION

A

)

The Virtual Information and Statistics Tracking Applcation (VISTA was designed to offer a

seamless interface foBTD personnel to viewoperational data including training, fiscal and

contract data. VISTA accesses, organizes and presents information from several external database
systemsz including STARS/HSL@ into online reports that assistBTD staff in

managing/monitoring vendor performance. Examples of available reports include course

deliveries, course attendance, voucher submissions, and unspent funds by type, among others.
VISTAoffers BTD managers, supervisorsTraining Managers,and fiscal analystsawindow on the
status and trends relating to trairing contracts and agreementsvVendors do not have access.

VISTA eflects evaluation datasubmitted in
STAR®BHSLCfor both onsite ard online courses,

and sends automaticd AE1 11 OEZAZEAA QUICK TIP

to Training Managers of late or missing

evaluations and of delivered courses that fall While VISTA is an irhouse tool
below the overall 3.5 mean rating on a $oint and is not available to vendors
evaluation scale. it is an integral part of how BT

Training Managers do their job
and will often be referred to in
their communications with
vendors.

Information from the Training and Administrative
Activities List (TAAL), an integral part of the
specification, proposal and raining agreement, is
alsovisible in VISTA. VISTAcomparesdata
entered .by the Vendor_ Into STAREHSLC VISTA extracts data directly
concerning actual deliverablesvith what was

recorded in the TAALto ensure the deliverables from STARS/HLSC, so the
are being met as planned. accuracy of the data vendors

and others enter into
STARS/HSLC directly affects the
accuracy of VISTA reports.

Part One: Background Information
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6. TRAININGAND ADMINISTRATIVE ACTIVITIES

The purpose of this chapter is to inform users about the range of deliverables that can be provided
through training contracts /work plans.

A 4EA O4Bormm.OBFS3102, Training and Administrative Activities Lisf is the cornerstone for

eachspecification documentissued byBTD. The specifiation leads to aproposal from a vendor,

vendors to understand the rubrics presented heresincethey define and bound the activities under
the entire program.

A Training and Administrative Activities fall into the following six categories
- Training (including Classroom, Workshops, Courses, Coaching, and Special Topics);
- Distance Learning {ncluding Virtual Classroom,Videoconference,Teleconference, and
Computer-Based Training);
- Seminars, Symposiums, Conferences, Forums, Institutes, and Meetings;
- Curriculum, Materials, Public Service Campaigns, and Multimedia Development;
- Technical Assistance; and
- Other Activities.
A EXHIBIT 3 offers additional descriptive information
about these categories.
A A dls}|rlct|f)[1 is ,AAA‘A, ~A’A“Q.>< A AN! ) .,O“4,OAA’E I QUICK TIP
O! Al ET EOOOA 6 GiAng AGMESD OE A
classof deliverables) may include any othe following: The various training and
- administrative activities that
- Instruction; can be delivered through a
- Curriculum development; .
. . contract/work plan with the
- Developing and nodifying computer . .
system programs directly related to Bureau of Training constitute
training; and afixed IistesFaAin’shedA b)f the
- Other tasksrelated to training objectives. federal goveO1 I AT O8
contracting program does
A Administrative Activities  (as aseparateclass ¢ not sponsor activities that
deliverables) may incluce any of the following: fall outside of this rubric.
- Planning and organizing regional meetings
or forums;

Qu

- Developing, writing, assessing, and
evaluating policies and procedures;

- Developing policy or procedure manuals;

- Assessing local district organizational and programmatic needs;

Part One: Background Information
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- Deweloping and modifying computer system programgnot directly related to
training) ; and
- Clerical support forthe above.

EXHIBIT 4 offers non-inclusive examples to helpusers further distinguish between Training
Activities and Administrative Activities. The final arbiter for classificationpurposesis the Bureau
of Training.

Training Day z BTDdefines a fullday of training as having a duration of more than 3.5 hours up to
7 hours. A "half-day of training" has a duration of up to 3.5 hours.

Training Products for use intrainer -delivered courseinstruction or in self-guidedinstruction

may be something the vendor a)already owns, b) purchases readymade for use;or c) develops in
the course of thecontract/work plan, to meet the objectives.Vendorsmay alsouse previously
developed products owned by OCESSEE ALSO:16.5 Maintaining Compliance with OCFS
Copyright Policy.

Part One: Background Information
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EXHIBIT 3: DESCRIPTIVE OVERVIEW OFRAINING AND ADMINSTRATIVEACTIVITIES

CATEGORY

DEFINITION EXAMPLES OEOVERABLE COSTS

(May include but are not limited to 8)

Training Programs:

Classroom Training
Programs

Workshops

Courses

Faceto-face sessions in a classroom with an instructor(s) 1 Scheduling, announcingand delivering
teaching a specified curriculum to a group of participants training

1 Production and distribution of materials
1 Securingtraining space

1 Use of audio/visual equipment

9 Staff travel and per diens

9 Trainee travel and per diens when

Coaching

Coachingincluding on-the-job support remediation and on-site applicable
consultation training. Includesperformance support(not to be 1 Minor updates toan existing curriculum
confused with performance programg

Special Topics

Training designed for a particular need related to the
contract/work plan objectives.

Distance Learning:

Virtual Classroons

Synchronous ¢eal-time), online or web-based learning 1 Scheduling, announcingand delivering
programs accessed on personal computers using software suchl  training
as iLinc. 1 Production and distribution of materials

1 Securing training space

Videoconferences Synchronous(real-time) interactive training delivered between 1 Use of audio/visual equipment
two or more geographicallydispersed classroom sites { Staff travel and per diens
9 Trainee travel and per diens when
Teleconferences Conferences or workshops transmitted live to multiple applicable
geographically-dispersed downlink sites with oneway audio- 1 Minor updates to an existing curriculum

visual feedfrom the home site.

Part One: Background Information
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DEFINITION

EXAMPLES OEOVERABLE COSTS

(May include but are not limited to 8)

Computer-Based
Training (CBTYWeb-
Based Training(WBT)

Asynchronous or webbased computer trainingprograms that

can be accessed by the trainee without the presence of a live
ET OOOOAOI O AT A OOAA AibterdEohtim® (
and location.

1 Instructor and trainee license fees associate(
with the use ofiLinc or a similar tool

Training Events:

Seminars Structured events that bring bgether participants and content
experts for an exchange of ideas and/or to enhance the

Symposiums professional skills of participant

Conferences

Forums

Institutes

Meetings Events that bring individuals together around a specific training

related deliverable to facilitate learning of jobrelated
knowledge, skills, or abilities. Advisory groups and work groups
with external stakeholders may be included if activities facilitate
learning as defined above.

i Event announcements

1 Participant pre-registration

1 procurement of event site/facility

1 Arrangements for participant meals and
lodging

1 Arrangements for eligible participant travel
reimbursement

1 Arrangements for event speakers, panel
members, and presenters

1 Preparation, graphic design, and
reproduction of event materials

1 Coordination of audiovisual equipment;
onsite event coordination

1 onsite participant registration

1 Coordination of vendor payment

1 Event evaluation

Training Products Devel

opment:

Curriculum

Materials

Developing new or substantially revisedcurricula or materials
required for the presentation of aspecific training program.

Public Service
Campaigns

Developing materials to promote a statewide initiative. Materials
can include brochures, posters, or announcements for video,
television, radio, webbased, or print media

1 Program objectives / outlines
1 Projectplans

1 Research topics

9 Script development

1 Handouts

1 Video

1 Presenter/panel member fees

Part One: Background

Information
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CATEGORY DEFINITION EXAMPLES OEOVERABLE COSTS
(May include but are not limited to 8)

Multim edia Developing instructional materials to enhance a training

Development program, or those requested to promote a specific statewide

initiative. This can include media distributed by DVD, web or
mobile platform.

Technical Assistance:

Provision of consultation, facilitation, or assistance with an 1 Assistance requested to perform a skilljob
operational process thatmay be related to a broad scope of work §  Provision of knowledgein response to a
or initiative; conducting agap analysis facilitation of a focus particular need
group and/or an executive briefing related to a training
program.

Other Activities:
Activities that do not easily fitinto the preceding categories. 1 Provision of support on various

subcommittees (i.e., attend meetings,
provide materials, logistical arrangements)
1 Maintenance / updating of printed or
electronic material such as an o#line
directory or website
Phone contact
Report writing

=a =

Part One: Background Information
Training and Administrative Activities



Operations Manual for Training Vendorg32

EXHIBIT 4: DIFFERENTIATING ADMINISTRATIVE ACTIVITIES FROMIRAINING ACTIVITIES

CATEGORY

EXAMPLESOFTRAINING ACTIVITIES

EXAMPLESOFADMINISTRATIVE ACTIVITIES

Stand-up training NA
Training Training needsassessment

Oneon-one training in person or telephone by a hired training

specialist for the express purpose of training

Computer-based training NA

Distance Learning

Teleconferences that provide training

Seminars, Symposiums,
Conferences, Forums,
Institutes, and Meetings

Delivery oftraining conferences

Planning and organizing training conferences

Planning and organizing forums tgorovide information on
best practices

Planning, organizing regional meetings of
OCFS agency staff

Planning and organizing forums to
provide information on new policies

Curriculum, Materials,
Public Service Campaigns,
and Multimedia
Development

Development, production, and distribution of curricula
Development production and distribution of training manuals
and materials

Development of computerbased training

Development and publication of newsletters that provide
training that provide training information only

Development of policy or procedure
manuals

Technical Assistance

Meeting facilitation
Assessment of local district organizational and programmatic
needs

Meeting facilitation
Assessment of local district
organizational andprogrammatic needs

Other Activities

Training technical assistance following a training presentation
Monitoring training deliverables

Developing, writing assessing, and
evaluating policies and procedures

Legitimately Related
Tasks

Announcement, recruitment, and scheduling programs
Equipment used solely for trainingsuch asfor
development/delivery of computer basedor web-based
training

Clerical support for any of theabove

Appropriate equipment and support used
for Administrative Activities

Part Onez Background Information
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7. BUREAU OF TRAINING GNTRACTING BUSINESGYCLE

The purpose of this chapter is to orient users to the three-year business cycle within which the BTD
operates. Thiswill help users visualize the major processes and activities as they occur on a ime-based
roadmap .

A Alore Business PO T A Aisx@rerally defined aghe primary chain of interrelated acivities or
tasks that accomplish the critical workwithin an organization. Business processes that are clearly
understood, managedand continuously improved are hallmarks of effective organizations.

At AEACOAI OEIi xET ¢ OEA " OO0AAD | £EXHOATl Edopdee AOOCET A
cycle comprises sixnajor phases:
- Planning;
- Specifications/ Solicitations;
- Proposals; QUICK TIP
- Agreements; Users will note that this
- Delivery / Project Management; and manual concentrates on
- Closeout the implementation
A As shown, he overall cycle spans two full years plus an asplectsh of FheDO\TQraII .
additional quarter of a third year. The first year cye e that s, " elivery
corresponds to procurement; year two corresponds to and"Closeout
delivery, with closeout at the beginning of year three.
A Anew procurement phase starts each year and ovesgta
with the delivery phase of thestill-ongoing prior cycle.
A The columns inEXHIBIT 5 provide a summary of major activities during each phase. The blue

colored rows on the bottom half of the diagram correspond to key participants in thebusiness
process cycle and highlight their respectiveoles during each phase Synopses of each phasare
provided in the table presented a££XHIBIT 6.

Part One: Background Information
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EXHIBIT 5: DIAGRAM OF BUREAU OFRAINING THREEYEARBUSINESS CYCLE

Planning J Solicitations | Proposals Agreements ] Delivery Closeout
*Summarize past =« Develop, * Receive and *Create *Manage and monitor vendor's performance of annual * Verify
cycle approve and review am'lu.al training plans obligations
*Identify needs issue vendor training *Manage budget and accounts were met and
for current specifications proposals agreements close cycle
. cycle or contracts
| * Develop annual CYCIE 2
program goals Ve u
«Develop annual Training FiscalPlan— 4 R ROTERT _
" % Planning Solicitations | Proposals Agreements | Delivery Closeout
Cycle 1 Tasks
Training Manager:
* Review reportsand * Draft and ' *Raview * Consulton * Maintai Z0INZ C ication with vendor * Review final project
results finalize proposals annual training * Manage projectsrelsting to training plandeliverables - data for work plan
* Determineneeds specifications * Confirm 3greements or * Monitor incoming training deliverydats completeness
* Meet forstartup  * Write scopeof proposal contracts in * Review incoming reports and manage delivery issues : * Authorize final 10%
planning work for new package development * Authorize voucher payments : payment
RFPs 35 nesdad * Manage changesto planned work process, deliverables and/or budget)
F&A:
[*Coordinatew) OCFS — , 3 . . : 3
- rovide inpu rack pr 5 ablishor rack expe resazsinstTraining e eri 3t changes:
Einance i Bidaet de t * Track proposal * Establish *Track nditu st T Budzet * Verify that changesito
to set Training 3 to *Validats amend annual * Processvouchers agreements/contracts
Budzet specifications financials training * Processchanges are complets
* Manage fundinz * Lizison with 3greements *lssue fi.nal payment
changes BCM to process Jcontracts * Authorize clossout

Bureau Management:

* Provide info for variancesto contract /azr

dali bles and buds

* Lizison with * Negotiate larger ~ * Negotiate larger * Negotiate larger * Authorize
agency upper issues issues issues clossout
management * Authorize final * Authorize final
*Sstdirection specifications proposalks
* Authorize plans
Vendor:
o * Prepareand Sherfnancontacietwon: * Rectify any outstanding
submit proposals Conduct evaluations £ £
report from R s discrepanciesfromthe
5 * Revise proposals * Mzintaindata recordsfor thiscyde 7 £53 ]
previouscycle * Submi original training sgreement
as needad ubmit quarterly reports '* Provide summary with final
*Submit vouchers |
i quarterly report
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EXHIBIT 6: DESCRIPTION OF BREAU OF TRAININBUSINESS CYCLE PHASE

TIMING

Year 1, first
guarter

Determining needs and budgeting for various training initiatives to be undertaken in the following year.

A Needs AssessmentzThis process determines the training priorities of a specific program area and target

DESCRIPTION

population at the state and/or local level.lt provides a way to assess the neexbn a continual basis and
seeks as much participation as possible. The desired scope of futwerk plans, the appropriateness of the
targeted vendor(s), eligible trainee populations, and proposed funding levelre developed through a

series of internal meetings.

A This phase also entails overalStrategic Direction Setting and Development of the Annual Training
Fiscal Plan.

SPECIFICATIONS /
SOLICITATIONS

Year 1, first and | Preparation of Specifications [including Training and Administrative Activities Lists (TAALS)] as the
second quarters | basis for vendor proposals.

A Preparation z Each yearBTDprepares for thespecification development process.

A Specification Development z BTD Training Managerswrite the specification for training and

offer a point of reference but is not sufficient. A newpecification documentis written that projects ahead
to addresstraining needs anticipated for thefollowing calendar year.

Specification Review and Finalization z Before specification documentsare transmitted to vendors, they
undergo internal review to ensure clarity, accuracy, and consistency with the overall program objectives.

Part One: Background Information
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PHASE TIMING DESCRIPTION
PROPOSALS Year 1, second | Achieving acceptable Proposals upon which annual training a greements can be established.
and third
quarters A Preparation z Preparation involvesthe BTD Training Managercommunicating with vendors as proposals
are being developed and organizing to review proposals. A review schedule is established.
A Proposal Receipt and Review 7 OCFS receives and processes incoming proposafsoposals describe the
plans for producing specified deliverables (training, administrative, or both).
T 001 OEOGEI 1T 1 &£ &AAAAAAE 11 001 Di OAl QTM chnibikes @edbeckD
from various reviewers and composes a comprehensive sef comments to be sent back to the vendor.
1 Proposal Finalization z The vendor revises the proposal in response to the Comments Letter, and
those changes must undergo review. A series of steps are taken to bring the proposal into a final forn
acceptable b OCFS.
TRAINING Year 1, fourth Formalization of training agreements for the coming year, inclusive of the annual budget, agreement
CONTRAQS/ quarter terms and conditions, and other elements.
ANNUAL
TRAINING A Establishment of New Annual Agreements z! £0AO Al 1 ADPDPOT OAOO prép6sal,
AGREEMENTS the Finance and Administration Unitshepherds the process of formalizing thagreement that will be
put in place with the vendor for the coming year.
DELIVERY Year 2 Vendor performance of the Contracts/ Work Plan s as specified in the annual training a greements, with
continuous management and monitoring by the TM.
(PROCESS AND )
PROJECT A Contract Delivery Monitoring z The TM tracks vendor efforts and progress in fulfilling obligations
MANAGEMENT) made inthe Contract/Work Plan. In broad terms, this means using tools and techniques to determine

whether the scope, schedule, and cost commitments of the vendor are being met as the year transpire

1 Project Management z Where applicable, theTM acts in role of coordinator of specific projects called
for in the Work Plan. Project management principles and techniques should be employed for these
projects to go smoothly.

Part One: Background Information
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DESCRIPTION

vendors, and corrects errors as needed.

Oversight of Training Evaluations z Vendors are required to conduct course evaluationsBTD has set
parameters for planning and carrying out these evaluations.Training Managersand vendors interact
concerning evaluation design.The TMapproves any customized approaches andvaluation
instruments, reviews results, and works with the vendor to remedy situationswhen evaluationsdo not
meet standards.

Voucher Review, Approval and Payment z Vendors submit vouchers on a monthly basis for work
performed. The Finance and Administration Unit administers the review and payment process, and th
Training Manageris responsible for confirming authorizing payment. Approval for pgment may be
made when the TM knows, based on trackinipe activities, that the contractor is delivering the training
services, as specified in the TAAL and TAAS, at an acceptable level of quality, reasonably on time, an
with the required reports submitted on time.

Changes to Annual Training Agreements, Work Plans, and Budgets zThe need may arise to make
programmatic changes and/or budgetary changes in what was agreéd initially. Formal procedures
ensure that changes ar@rocessed in an orderly way.BTD Training Managers and~inance and
Administration staff work closely with vendors through the critical steps.

Receipt, Review and Feedback on Vendor Quarterly Reports zVendors submit status reports at the
completion of each quarter during the Delivey Year. The BTD Training Managerreviews incoming
OADiI OO0 AT A AiibplAOA A & Of O OAAIT OA T AOAOOA
report. Until it has been submitted and reviewed, th@annual contract/work plan cannot be closed out.

CLOSEOUT

Year 3 first
quarter

Verification of the satisfactory completion of deliverables, followed by budgetary closeout, which
involves reconciling the budget, expenditures, and final payment(s).

1 2AO0EAx 1 £EFigaRQuérerl) Raport 7 The last quarterly report serves as a recafulation of

OEA OAT AT 060 PAOA&I Of AT AA ET ORdinln@Madndger@viewDE A |
completes a form, and signs off on the report. The TM and vendor work together to resolve any
outstanding issues.

Part One: Background Information
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PHASE TIMING DESCRIPTION

1 Confirmation of Training and Acti vities List/ Contract/Work Plan C ompletion and
Reconciliation z Before administrative and fiscal closeout can occur, the TAAL and work delivered
must be reconciled.

f  Authorization and Release of Final Payment(s) z4 EA A CsfahdArt @rabtice isto withhold 10%
of the contracted budget (for the Delivery Year) until the vendor has fulfilled obligationand the TM has
confirmed OCFS satisfaction with these items.

Part One: Background Information
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8. PROJECT MANAGEMENTANCEPTS

The purpose of this chapter is to provide users with a brief introduction to the discipline of project
management and its relevance to performance of contract s/work plans.

A The Bureau of Training encourages it§raining Managers and vendors to employ project
management tools and techniqueor discrete projectbased effortghat may be called for in the
context of implementing a contract/work plan or special initiative. Many principles and
techniques associated with project management are transferrable to operational work as well.

8.1 KEYCONCEPTS

A Definit ions: The field of project managementefinesa (rojectdastemporary work that hasa
specific scope, scheduland cost and isdirected toward producing a unique output such as a new
product, service, or result. GProject managemendis the application of a body of knowledge, skills,
tools, and techniques to meet the uniquebjectives and requirementsof a distinct project.
EXHIBIT 7 showshow projects can ke distinguishedfrom operational processes It is important to
note that projects and operational workdo havemany things in common They both need to be
planned, executedand controlled; they are both performed by peopleand they both consume and
are limited by available resources.Many projects yield products or services that, once completed,
are introduced into ongoing processes and systems. For example, constructing a building is a
project, whereas operating the completed building is a procesdn the training arena, developing a
new curriculum should be framed as a project, while delivering an existing curricum on a regular
basis would constitute a process.

EXHIBIT 7: KEY DIFFERENCES BETRENPROJECTS AND OPERADNALPROCESSES

PROJECS: OPERATIONALPROCESSES

- Arefinite and temporary - Are ongoing

- Havea definite start and finish - Consist of repeated activities

- Create unique deliverable(s) (product, - Generate on-unique deliverables or
service or result) products

- Use a norpermanent team assembled for - Typically, production or transaction
the sole purpose of planning and based
implementing the project - Use staff resources on an ongoing basis

Part One: Background Information
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Life Cycle / Phases z All projects havelife cycles composed of phases. The generic project life
cycle includes: initiation; planning; execution; monitoring and cntrol; and closeout. Certain
industries or professions (such as design and construction or information technology) may also
usea specific variation of this life cycle suitable for projects in that particlar industry. In the BTD
environment, curriculum development projects have a customary life cycle. SEE ALS016.3
DevelopingTraining Curriculaz All Types.

Planning and Prevention z Planning is crucial to project siccess. Project planning and risk
prevention activities are less costly than remediation to fix problems that occur downstream in
projects, possibly because of a failure to plan adequately.

Communication z This principle states that the most important ole of a project manager is to
manage communications. The communication needs of project stakeholden® identified and a
viable plan is developed for meeting those needs throughout the project. The project manager
must work to keep information flowing among team members at all timesLarge projects may
even assign a dedicatedtaff resource to communication.

Triple Constraint zZ Managing a project requires balancing its scope, cosind schedule. Each
element constrains the othertwo. That is, dianging one elementwithout adjusting one or both of
the others may impact the quality of the outputs. For example, a fixed budget camyo
accommodate so much scopeEfforts to accomplish scope with too few resources may
compromise quality. Similarly, if theschedule is shortened, more resources may be needed to
accomplish a defined scope of workThetriple constraint concept is a helpful framework for
evaluating competing demands withinor acrossprojects.

Integration z All aspects of a project must beaordinated andunified to achieve project success.
The project manager devotesnuchtime and attention to integrative activities to coordinate and
balance scope, budget, schedule, human resources, procurement, communications, risk, and
quality. Not all project work is linear; project integration requires the manager to think and work
in multiple dimensions.

Work Breakd own z The work to be done isbroken down into specificactivities, tasks and

subtasks. This makes it possible to establisHogical relationships; assign time, dollars, and

personnel; and keep accurate track of progresst  Ox 1 OE A OA A Edoiganizes DO OOAOOOA
activities in a drill-down or tree structure that makes it possible to visualize the entire project

effort, Itreduces the chance of leaving important project work unplannednd unaddressed, a

scenario that could impede timely and thorough project completion

Roles / Staff Resources Allocation z Projects operate best when roles and responsibilities are
specified. Typically, there will be a project manager and a project sponsor. The project teanften
includes other individuals who will be assigned to performroles and taskson a full- or part-time
basis until the project is completed or their role is no longer neede Alloating staff resources and
clarifying and monitoring their tasks relative to the plan helps ensure a project stays on schedule.

Project Control z The progress of a project in relation to its plarshould be closely monitored
Projects are oftendeA OEAAA AO OET Al 1 OOI fantrol pojeddis db €chddule AT 1T OOIT
and on budget. It is meeting its milestonesleliverables are beingprovided on time. An example

Part One: Background Information
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ofanoutof-AT T OOT1 DHOI EAAO EO xEAT OE Atodfasi ahdkhk projedt £01 AO
is in jeopardy of running out of resources before the expected deliverables are complete. Another

example is when a project has missed its milestone dates and there is no viable plan in place to

catch up before the scheduledp@ AAO AT 1 D1 AGET 1T A AQBatvet®dmdO 1T £ AT T «
guantifiers (project performance measures) are often used to provide warning signaknd a

threshold point for intervention.

APPLICATION OFPROJECTMANAGEMENTIN THE
BUREAU OFT RAINING QUICK TIP
A BTDTraining Managersmanagespecific projects that PreVIogs editions of the
OCFS an®TDhave determined are critical to accomplish Operations M"i‘mfal used
during a given year or multiple years. O D (? |‘ E A éymf)us:bo U |~ |A o
xEOE OAT 1 OOAAOQOJX x1 OEF
A Common examplef projects undertaken byBTDinclude This edition makes a
the development of a new training curriculumthe distinction.
production of alarge training event, andthe designand
implementation of a formal survey for needs assessment
purposes.
At OAT AT 0860 Ai1 OOAAOYxi OE DI AT 1T AU ET Al OAA AAI EOAOC
modality. Vendor personnelare critical human resources to accomplish project work.
A BTDTraining Managers vendor personnel, and other parties such as OFSprogram staffare often

called upon to forma collaborativeteamto accomplish a defined project.

Part One: Background Information
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9. KEYCONTACTS ANONFORMATION RESOURCES

9.1 BUREAU OFTRAININGDIRECTORY
A staff directory is provided ilPPENDIX 3.
A Vendors are asked to use thB8TD Training Manager as their main point of contact for all matters
pertaining to contract/work plan delivery. Occasionally, however, vendors will need to reach out
directly to the Assistant Director of Finance and Administration or another OCFS specialist.

Vendors are required to keep theBTD Training Managerinformed about all such ommunications.

A SEE ALSO11.2 Establishing Communications Between Vendor and Bureau of Training

9.2 KEYADDRESSES

The following are important adressesnd other contact informationvendors will need when sending information
as drected in thismanual.

BTD Mailing Addresses

[Name of BTD Training Manager] Finance andAdministration Unit

Bureau of Training Bureau of Training

New York State Office of Children and New York State Office of Children and Family
Family Services Services

Human Services Training Center Human Services Training Center

164 Columbia Turnpike 164 Columbia Turnpike

Rensselaer, NY 12144 Rensselaer, NY 12144

BTD Electronic Mailboxes

ocfs.sm.BTD.F@ocfs.ny.gow Use for submittal of all contract/work plan proposals, amendments,

AOGACAOAOU AT AOI AT 6Oh 1T O 1 OEA @9, @hanges to Cdntiadts/atk AAOA OE A A

Plans

ocfs.sm.BTD.F@ocfs.ny.gow Use for submittal of all quarterly reports.Include Quarterly Report in
the subject line.

ocfs.sm.BTD.F@ocfs.ny.gow Use for submittal of prior approval of equipment purchase requests.
Include Equipment in the subject line.

Part One: Background Information
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Other Mailing Addresses

New York State Office of the State Comptroller
Bureau of Contracts

110 State Street, 11th Floor

Albany, NY 12236

Attn: [name]

New York State Department o€ivil Service
Alfred E. Smith State Office Building

80 South Swan Building

Albany, NY 12239

Attn: [name]

9.3 HELPFULWEBSITES
The following quickinternet links should be handy for users

http://ocfs.ny.gov/ohrd/

This is the home page for the Bureau of TrainingThe Operations Manual and vendor forms are
located here.

https://www.hslcnys.org

This link takes the userto the home page of th&tatewide Training Automated Registration
System/Human Services Learning SystenSTARS/HSLG.

www.sfs.ny.gov
ThisistheET T A PACA A O . Ax 91 OEG0 30A0AxEAA &ET AT AEAI
and vendor portals. Also includes travel reimbursement guidelines.

www.hhs.gov

This is the home page for the U.S. Department of Health and Human Senyjities source of the majority
of federal fundsreceived by OCFS thasupport the human services training program.

Part One: Background Information
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PART TWO: OPERATIONALPROCESSES,
POLICIES AND PROCEIRES

Chapters 10-20 provide explicit guidance for vendors and individual users t o follow during the
Delivery Year and beyond.

First, an overall framework is presented toshow the various aspects of operations in juxtaposition wittone
another. Then, insuccessivechapters, discrete processegpolicies, and procedures arerticulated. In addition,
if the procedure involvesthe completion and submittal of forms, the users advised to review the instructions
provided with the form itself to gain a fuller understanding of how to proceed. Usershould alsoreview all
accompanying noteswhich offer additional context, clarifying information, and special cases

Various processes, policiesand proceduresinterrelate. Users are advised to take advantage of the cress
referencesprovided in the text to help in making important connections

Part Two: Operational Processes, Policies and Procedures
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10. OVERVIEW OF DELIVERYEAR OPERATIONS

Training vendors are responsible for many different operational processes during the Delivery Year.
EXHIBIT 8provides a listing of these processes which are expanded upon in the following chapters .
Vendors are encouraged to use this framework to gain an initial understanding of their responsibilities
from the perspective of OCFS and to organize their efforts to comply.

EXHIBIT 8: KEYOPERATIONALCOMPONENTS OF CONTRA/WORK PLANEXECUTION

PLANNING AND COMMUNICATION OVERSIGHT AND CONTROLS

* Establishing Communications between Vendor and Bureau of Training * Obtaining Approvalsfor Selected Actions

* Launching Annual Contracts/Work Plans » Cooperating with OCFS’ Monitoring Efforts

INFORMATION HUMAN RESOURCES PROCUREMENT

* Maintaining Contract/Work Plan Data » Establishing the Operational Culture Purchasing - General

* Retaining Data for Future Access * Hiring and Deploying Staff * Purchasing Equipment
* Complying with Key Laws and Protections for Workers * Purchasing Printing

* Making Organizational Changes

* Purchasing Travel

» Developing Staff via Conference Attendance * Establishing a Subcontract

* Handling Unsatisfactory Staff

DELIVERABLES

Creation of Training Products

* Developing Training and Administrative Products—General Requirements
* Developing Training Curricula—All Types

« Developing Curricula and Other Materials for Use in e-Learning Modalities
* Maintaining Compliance with OCFS Copyright Policy

* Submitting Final Training Work Products

» Sharing/Selling Training Material s Produced for a Contract/Work Plan

» Utilizing Minority- and Women-Owned
Business Enterprises

Provision and Evaluation of Training Events

Conducting Training Programs and Events

Registering Participants/ Verifying Eligibility / Recording
Attendance

Collecting Training Participant Fees

Evaluating Training Program Deliveries

COSTS MANAGEMENT AND CHANGES REPORTING
REIMBURSEMENT Making Budget Changes Reporting Quarterly on Activities and
* Making Programmatic Deliverables

Maintaining Cost Accounts

P Changes * Reporting on Training Program Evaluations
Obtaln-I & Adyance Payl:nents Making Contract * Reporting Field Staff Activities (Public Vendors)
Preparing Claims for Reimbursement —All Vendors ) P~

: : 3 Amendments * Reporting on M/WBE Utilization and Work Force
Preparing Claims —Public Vendors SRR T Diversity

; S st * Terminating a Contract/Worl
Preparine Gloliny Frivate \endors Plan * Disclosing Contractors to New York State

Preparing Claims Involving Federal Title IV-E Funds
Preparing Supporting Documentation for Claims
Submitting Claims

Resubmitting Claims When Required

Receiving Payments

Government

Part Two: Operational Processes,
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11. PLANNINGAND COMMUNICATION

11.1 INTRODUCTION

At the outset of the Delivery Year, it is critical for the vendor personnel and the BTD Training Manager to
launch the work efforts effectively. Front -end planning and good communication pr actices enhance the
likelihood of a productive year.

11.2 ESTABLISHINGCOMMUNICATIONSBETWEENVENDOR ANDBUREAU OFT RAINING

Process Obijective

To ensure that needed information is available to and exchanged among OCFS, vendors, and other
stakeholders in an appropriate and timely mannefigster effective working relationships, and
minimize issies resulting from communication gaps.

Policies

A TheBTDTraining Manager assigned to theontract/work plan shall be regarded as the
primary point of contact for vendor personnd.

p>2)

Vendors shall be resposible for maintaining regular contact with theassignedBTD Training
Manager to promote effective working relationships and to obtain advance approvals for
certain actions. SEE ALS0212.2 Obtaining Approvals for SelectedActions.

>

Vendor personnel shall work in a cooperative and collaborative manner with thBTD
Training Manager.

>

Topic areas in whichopen, activecommunication should be maintained includebut are not
limited to, the following topics

- Initiation and planning of contract/work plan activities;

- Development and reviewof curricula and materials;

- Sheduling and cancelation of contract/work plan activities;

- Training activities delivery;

- Planning and implementation of training evaluation; and follow-up actions;

- Problems encountered in the delivery oftraining and follow-up actions;

- Meetings with localsocial services district personnel to discuss traiing needs or
training delivery;

- Meetingsand consultationswith other OCFS staffother vendors, and other agencies

Part Two: Operational Processes, Policies and Procedures
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- Budget and programmatic changes;
- Report preparation, content, and followup; and
- HSgnificant organizational changes or actions.

>

Communication about programmatic issues is essential. Vendors shall nottfye BTD
Training Manager in writing of any significant problems or administrative difficulties within
10 days of occurrence. Some pbtems are appropriately dealt with through contract/work
plan changes.SEE ALSO19 Changes to Contracts/WorkPlans

A Vendors shall keep key contact information up to date for all aspects of managing and
administering their OCFS contract/work plan.

Procedures

A Procedural suggestions for communicating wittBTD Training Managers include:

- Discuss and establish the methods for maintaining communication that will work
best for the individuals involved.

- Actively work to close communication loops in a timely way.

- Bring problems or issues to the attention of the TM as soon as possible so a
resolution can be identified thatbest satisfies the interests of both parties.

A To help maintain communication, completeDCF$4895. Vendor and Contract Contact Update
Request Formwhen there is a change in their organizational or contract contact person(s)
Submit it to the BTDFinance and Administration Unit, who will forward it to the OCFS Bureau
of Contracts Management as needed for processing-his form, which includes instructions
for completion, is available on the OCR8ebsite at: ocfs.ny.goimai n/forms/contracts.
(Depending on the change, theendor may also need to change thauthorized user on their
CMS user accountSEE ALSO#4.6 OCFSContract Management Systeh

Notes

Part Two: Operational Processes, Policies and Procedures
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11.3 LAUNCHINGANNUAL CONTRACTYW ORKPLANS

Process Objective

To ensurehe annual contract/ work plan ges underway promptlywith clear understandings
between theBTDTraining Managerand assignedvendor personnel about how the work will be
conducted, with projects, rolesna responsibilities, milstonesand other planning elements spelled
out andconfirmed

Background

A

The contract/work plan delineatesa set of deliveables along withthe resources and people
to be deployed b accomplish the deliverablesAs such, & E E C E planAsihblackas the
year commences.However, atactical-level planis also needed. This planning will ensurthat
all parties understand their roles in keepingproduction and delivery on schedule through the
balance of the year.lt is bestdevelopedas a joint execisewith the BTD Training Manager
and other OCFS staff as may be appropriate

Policy

A

>

>

Manager facilitates the meeting.
The start-up meetingshould occur by the end of the firsmonth of the Delivery Year.

The start-up meeting may identifya need forimmediate changes(e.g., scopegeliverables,
budget, personnel)to the contract/work plan. The vendor shall work with the BTD Training
Manager andBTD Finance and Administration tomake thechangesusing the appropriate
method. SEE ALSO19 Changes to Contracts/WorkPlans

Procedures

A

>

>

Reviewthe agenda sent out byBTDand prepare accordingly. Discuss withBTD Training
Manager ifthe agenda needs additional items.

Reviewthe status of previous Delivery Year deliverables and be prepared to discuss as
neededat the meeting

Participate, with appropriate vendor representation, in the meeting.

Review any meeting notes that result from the session and follow up on action items.

Notes

Part Two: Operational Processes, Policies and Procedures
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12. OVERSIGHT AND CONTRGS

12.1 INTRODUCTION

This chapter informs vendors about processes the Bureau of Training uses to oversee and monitor vendor
work efforts.

A Due to the complexity of the overaltraining program and the significant investment of funds,
OCFS®TDhasa substantial duty as a fiscal steward while also conceiving and pursuing ¢h
program side of training. Consequently, a number of checks and balances are in plateken
together, theyrepresent afair amount of oversight and control over vendor actions.

A Open communications and responsive followp can go a long way towaranaking this
process ollegial andkeeping the level ofoversight from seeming tooonerous.

12.2 OBTAINING APPROVALS FORELECTEDACTIONS

Process Obijective

47 AT OOOA OEAO / #&38 EI OAOAOOO AOA APDPOI POEAOAI U
beforea critical action or decisiontakesplace.

Policies

A Vendorsshall request andobtain written approval from BTD before executing certain
contract/ work plan related actions.

>

EXHIBIT 9 summarizesseveral conditions when, and from whomthe vendor must obtain
written approvals before proceeding. These are identified and detailed further in appropriate
chapters and sections throughouthe balance ofthis manual.

Procedures

A Users should onsult the relevant chapter or section noted to learn more about the type of
approval required, the conditions or thresholds determining when the need for approval
applies, and the means for obtaining it.

Notes

A Vendorsare advised notto rely on verbalapprovals. A written request answered with a
written response is better practice.

Part Two: Operational Processes, Policies and Procedures
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EXHIBIT 9: BUREAU OF TRAININGCFORMALAPPROVAL REQUREMENTS AT A GLANCE

ACTION AREA REQUIRING APPROVAL APPROVER SECTION
1. Project plans derived from the contract/work plan | BTDTraining Manager 111
2. Filling contract/work plan staff positions or BTDTraining Manager 14.3
transferring contract/work plan staff
3. Changing the role and assignments of field staff | BTDTraining Manager(and OCFS 14.3
Program Staff in certain instances)
4. Allowing certain vendor staff to attend outof-state | BTD Training Manager 14.6
training conferences and claim reimbursement for
costs
5. Making purchases of equipmenitems with BTDTraining Manager 15.3
purchase price of $,1000 or more (per item)
6. Disposing of unneeded equipment BTDTraining Manager 15.3
7. Making travel purchases where rates exceed OSC| BTD Training Manager 155

travel guidelinesor where other special needs exist]

8. Establishing certain subcontract/consultant(third - | BTD Training Manager 15.6
party) agreements

9. Finalizing andsubmitting training and BTDTraining Manager(and BTD 16.2,
administrative work products 16.6

10. Requesting license for use dDCFS copyrighted BTD Director 16.2,
material (work products) produced under the 16.5

contract/work plan

11. Initiating, creating,revising and/or i mplementing a | BTD Training Manager as well asOCFS | 16.3

curriculum and material, either as a pilot or a full Program Staffor other state staff in
deployment. certain situations
12. Changing (e.g., cancelling, adding, rescheduling) | BTDTraining Manager 17.2

scheduled training deliveries

13. Supplying or selling training materials to others. BTDTraining Manager 16.7

14. Accepting enrollees for training who are non BTDTraining Manager 17.3
eligible for participation based on the TAAL.

15. Deploying certain evaluation tools and methods or | BTD Training Manager(and OCFS 175
deviating from the standard required evaluation Program Staff in certain situations)
methodology and instruments

16. Making changes to budget categories /reallocating | BTD Training Manager,BTD Assistant 19.2

funds within the project budget Director, F&A OCFS BCM

17. Dividing a claim for an equipment purchase over | BTDTraining Management and F&A 18.4
more than one claim period

18. Making changes to contracts/work plans and/or to | BTD Training Manager, Assistant 19.3
training deliverables Director, F&A, OCFS BCM. Also Attorne

AT AOAT1 80 | £AEEAARA A
Comptroller when applicable

Part Two: Operational Processes, Policies and Procedures
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12.3 COOPERATING WITH # &NONITORINGEFFORTS

Process Obijective

To provide quality assurance and maintain ongoing accountability for the work being performed
under training contracts/work plans during the Delivery Year.

Policies

A

>

p>2)

p>2)

>

)

The vendorshall cooperate with the efforts of OCFS staff and the staff of other state and local
ACAT AEAO O TTTEOT O ATA AOOAOO OEA GUkedAl 060 AT T
against applicable rulesand programmatic, administrative and fiscatriteria.

Programmatic monitoring shall includebut not be limited to communication bytelephone
calls, meetingspr e-mail; on-site monitoring of training activities; and clearance of training
materials by theBTD Training Manager.

Administrative monitori ng shall include but not be limited to communication by telephone
calls, meetings, or email; and handson reviews of training deliveries data,quarterly reports,
and budget modification requests; contract/work plan changes;and, vouchers where
necessary.

OCFS shall have the right to inspect supporting documentation for expenditures either
through fiscal monitoring or a fiscal audit.

- &EOAAI 1 1TTEOTOET ¢ OEAIT AA A 1EIiEOAA OAI P
transactions, accounts, and records made for theuppose of rendering a
judgment whether the limited sample of transactions reviewed are consistent
with the contract/work plan terms, and represent actual costs, as supported by
the books and records of the organization. Contract fiscal monitoring is a kis
assessment function that can help determine whether a fiscal audit is necessary.

- Afiscal audit is a comprehensive and independent examination of the
i OCAT EUAOET 180 OOAT OAAOQOET T Oh AAAT O1 6O6h AT
reasonable assurance thiaall material expenditures claimed for reimbursement
were consistent with the contract/work plan and represent actual costs.

| #&3 AT AT OOACAO OAT AT 00 O1 ETAI OAA A1 AOGOAOGOI Al
DT 1T EAEAO ET OEA OAdmied iy ndepehdenit &uditors shdchripleint wihA O &
generally accepted audit standards.

Vendors shall providethe BTDFinance and Administration Unit with copies of all audits
performed by independent auditors.

If OG-S monitoring and review of vendor perbrmance indicates that the vendor has violated
or failed to comply with any terms of the agreement or has abused or misused funds paid,

OCFS has the right to:

- Recover funds;

Part Two: Operational Processes, Policies and Procedures

Oversight and Controls



Operations Manual for Training Vendord52

- Suspend payments;

- 01 AAA OEA OATAT O 11 /#&3860 &EOAAI 3ATAO
- Terminate the agreement; and/or

- Employ another entity to fulfill the requirements.

A When warranted,the vendoris expected toassist OCFS in transferring the operation of the
contract/work plan to any other entity selected by OCFS in a manner that will enable OCFS or
clients to receive ongoing services.

p>)

The vendor shall allow the State Comptroller, the New York State Attorney GeneraldddCFS
to take possession of all books, records, and documents relagito the contract/work plan
without prior notice. OCFS shall return all such items to the vendor upon completing the
purpose for which they were taken.

Procedures

A Mail acopy of anycompletedindependent audits tothe BTDFinance and Administration Unit.

Notes

A SEE ALSO13 Information, Data and Recordkeepingand 18 Cost Management and
Reimbursement

Part Two: Operational Processes, Policies and Procedures
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13. INFORMATION, DATA ANCRECORDKEEPING

13.1 INTRODUCTION

This chapter covers policies relat ed to data management, retention, and accessibility during and following
the contract/work plan Delivery Year .

13.2 MAINTAINING CONTRACTW ORKPLAN DATA

Process Objective

To provide vendors with a systematic means and process for maintaining data on training and
administrative deliverables, including traine participation, andevaluation data

Policies

A Vendors shall have a record keeping system that maintains a separate identity for eaimual
contract/work plan.

)

Vendors shall use the Statewide Training Automated RegistratiocSystem/Human Services
Learning Center (STARS/HSLC) as tlsgstem of record for documenting training data,
deliverables, and deliveries.

)

Vendors shall maintain records for each contract/work plan in a manner consistent with
Generally Accepted Accounting Practices.

)

Vendors shall keep detailed activity and expenditure records in order for OCFS to be able to
properly claim funds from the fedeal government. Records must adequately identify the use
of funds for contract/work plan activities.

)

Vendors shall maintain an accurate, complete and curremécord of equipment purchased

with contract/work plan funds. Adjustments to the inventory mustbe reconciled at least once
a year, at the end of the Delivery YeaMissing items will be deducted from the final invoice
after being depreciated using a straight line amortization method based on the remaining
useful life as defined by the Internal Reanue Service Manual, Part 1, Chapter 35, Section 6.
Vendors may request relief from thigpenalty under special circumstances (such as theft
documented by a police report). SEE ALSO15.3. PurchasingEquipment.

A Vendors shall maintain accurate time records for all employees paid underéhcontract/work
plan. Acceptable records must notéhe time period covered and full signatures of bdit the
employee and supervisor.Timesheets for employees whose salaries are charged to more than
one contract/work plan program must reflect an afterthe-fact distribution (comparing
records for projects for each employee assigned to multiple projects to verify they each did
not work over 100 percent on the combined projects) of the actual activities of the employee.
SEE ALSO:14.3 Hiring and Deploying Employeego Work on Contracts/Work Plans

Part Two: Operational Processes, Policies and Procedures
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Procedures

A Establishrecords and accounts as needed to be in compliance.

Notes

A Maintenance of information inSTARS/HSL@s essential because: aBTDTraining Managers
rely on up-to-date data to monitor the progress of training programs and evaluation results;
and b) the dataalso constitute the deliverables record for auditing purposes.

SEE ALSO5.2 Statewide Training Automated Registration SysteniSTARS/HSLE

>

Part Two: Operational Processes, Policies and Procedures
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13.3 RETAININGDATA FORFUTUREACCESS

Process Objective

To ensure that contract/work plan records are available for review sufficiently far into the future to
supportaccountability of the vendor and the overaiTDtraining program.

Policies

A

p>2)

p>2)

p>2)

Vendors shallmaintain complete and accurate documentation to suppontevenue and

expenses (for example, cancelled checks, bank statements and deposit slips, invoices and time
sheets) for six years after the end of the contract/work plan period, or as further required by
contract/work plan provisions. OCFSrefers that vendors retain these records for 10 years.

Vendors shall keep evaluation data on file and available to OCFS for six yestsr the end of
the contract/work plan. OCFS shall have the right to require vendors to retain records for a
longer period of time.

Consistent with the State Administrative Procedures Act (SAPA), at the completion of any
scientific or statistical study, report or analysis prepared pursuant to a contract /work plan,
vendors shall provide to OCFS a copy of any and all supporting data.

OGS has the right to audit and review vendor performance and operations as related to the
contract/work plan and to retain the services of auditors or investigators to perform such
AOAEO AT A OAOGEAx T &£ |/ &#380 AAEAI A8

Procedures

A

Package and send the datdds (preferably in electronic format) together with the names and
business addresses of the principals(s) producing the scientific or statistical study, report or
analysis to the attention of theBTD Training Manager.

Notes

Part Two: Operational Processes, Policies and Procedures
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14. HUMAN RESOURCE

14.1 INTRODUCTION

This chapter covers requirements regardi ng contract/work plan personnel . Human resources include
both vendor employees and subcontractor/consultants.

A The performance of contract/work plan activities and tasks calls for assignment of people
with suitable knowledge, skills and abilities. While contract/work plan staffingis developed
during Year One of theBTD Business @cle discussed in Part One, during the Delivery Year
vendors have ongoing responsibility to managduman resources in support of the
contract/work plan.

A Vendors and training managers should communicate regularly about various personnel
matters, and especialy aboutthose personnel actions requiringBTD authorization.

)

This chapterexplainsthat contract/work plan personnel are typically a composite of vendor
employees and subcontractors/consultants with different human resource management
implications. Regardless of their technical status, however, their engagement, involvement,
and performance are of equal importance t8TD. In all cases, the vendor is responsible for
keeping contract/work plan staff accountable.

14.2 ESTABLISHING THEOPERATIONALCULTURE

Process Obijective

To promote an operational culture for contract/work plan personnel that will support the best

results.
Policies
A OCFSBOAAO 1 £ 40AETETI C6O PEEIT Ol PEU EO OEAO OEA
York State will function most dfectively if BTDand vendors share a common culture that is
mission driven, responsible, objective, collaborative and improvementriented.
A As suchthe Bureau of Training expects that all training vendors, including their employees,
consultants, and subcontractors, will adhere to the following important statements as they
develop, deliver, account forand report on the training and administrative activities
contained in their contract/work plan:
- Support the mission of OCFS in promitg the well-being and safety of New York
30A0A80 AEEI AOAT h ZAT EIEAO AT A AT ii Ol EQEA

- Befiscally and ethically responsible.

Part Two: Operational Processes, Policies and Procedures
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- Be responsible for communicating directly withBTD staff as the primary contact
for OCFS, while working collaboratively with theBTD6 O DA OOT AOO AT A OO0,
stakeholders.

- Maintain a tight match between planned and actual deliverables.
- Evaluate training services objectively.
- Back up a strong program focus with an equally strong administrative function.

- Strive for continual growth and improvement.

Procedures

A Take appropriate actions to ensure that employees, consultants, and subcontractors become
familiar with and carry out the processes, policies and procedures set forth in this manual.

A Advise staff of any obligations under the New York State PublOfficeis Law, Section 74as
applicable.

Notes

A BTDstaff continuously attend to signals of a positive (or negative) working environment
maintained by the vendor and the sense that the vendor is (or is not) succeeding in living up
to the expectations stated abwe. While organizational culture is not easily controlled and
measured, the results of culture are evident in training and administrative outputs and
outcomes.

Part Two: Operational Processes, Policies and Procedures
Human Resources



Operations Manual for Training Vendorg58

14.3 HIRING ANDDEPLOYINGEMPLOYEESTO WORK ONCONTRACTSW ORKPLANS

Process Objective

To enable endors to bring staff onto contract/work plas in a manner that idoth suitable to
contract/work plan needs (as perceived by both vendor and OCFS) and cost effective

Background

A Training contracts/work plan budgets include employees under the Personal Bédces budget
and, in some instances, subcontractors/consultants under the Non Personal Services budget.
When implementing contracts/work plans, in particular when hiring and deploying staff, it is
important to understand and make thedefinitional distin ction.

A SEE ALSO15.6 Establishing aSubcontract under a Contract/Work Plan

Policies

A Distinguishing Employees from Consul tants z Vendorsshall recognize a distinction
AAOxAAT OAI PITUAAG AT A OAT 1001 OAT 06 A1 O.DpOODPI OF
Keyaspects of this distinction, from a policy and practice perspective include, but are not
limited to:

- In most situations, a staff resource should be hired as an employee (rather than a
consultant) if the need for their services is ongoingand their work schedule will
be fixed. By contrast, hiring the staff resource on a consultant basis is
appropriate when the need fa their servicesis one-time or variable, the pA OOT 1 8 O
work schedulewill not be fixed, and they can perform their work within
contract/work plan requirement time frames.

- The vendortypically paysfor the training, staff and supplies of itemployeesbut
not for subcontractors/consultants.

- An employeetypically work s for one employer(i.e., the vendor) whereas the
consultant may work for several different organizations.

- The vendor covers unempbyment and workers compensation benefits for their
employees but not for consultants.The distinction between employee and
consultant for unemployment and workers compensation is complex. Vendors
should consult the New York State Department of Labor, NeViork State
71 OEAOOS #1711 PAT OAOETT "1 AOAN AT AYT O POEOA
guestions in this regard.

- If aperson is being paid as an employee, that person shall not also be paid as a
consultant.

- Consultants shall not beconstrued as employeesard the distinction must be

upheld.

Part Two: Operational Processes, Policies and Procedures
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A Changing or Addi ng Staffz Vendors shall request and receive prior approval from th&8TD
Training Manager beforefilling or adding a staff positionz whether with an employee or
consultant z to work on the contract/work plan or before changing the percentage of a staff

i AT AAO6O OEIi A Al 11T AAGAA O OEA Ai 1 OOAAOTxI OE DI

>

Vendors shall make their best efforts to employ, where possible, recipients of public

assistance and care, as that term is definéd New York Social Services LaySection 2 (18), to
work on the contract/work plan.

>

Vendors shall be familiar with New York te hiring practices and should consult with the

New York StateCommission on Public Integrityand/or private legal counsel if they have any
guestions in this regard.

A Any new contract/work plan staff shallbe required to completea Form OCF&715,
Corfidentiality Non-Disclosure Agreement.If applicable, aForm OCF&1716, Contractor
Employee and Volunteer Background Certificatiois also required. (Check witBBTDFinance
and Administration if unsure whether a previousOCF$A715 and/or OCFS4716 are on file
with OCFS.) These forms are also required for all subcontractors/consultants.SEE ALSO:
15.6 Establishing aSubcontract under a Contract/Work Plan

Procedures

A Review each position to determine whethertishould be considered for employee statugas
opposed to consultant statushased on the type of service andiork schedule anticipated.

p>2)

Whenseeking to bring a new employee onto theontract/work plan, or when changing the

percentage ofanindividual O O A £/& ik @lbdateddathe contract/work plan by 20
percentage pointsor more, write acover letter to requestapproval from BTD Training
Managerand complete and submitForm OCFS1789, Revised Personnel Costith the request.
(This action is for when bringing an existingvendor employeeor anew employee onto the
contract/work .)

>

>

If approved, proceed to hiredeploy, or change the assignment of thstaff member.

Collect asignedForm OCFS1715 and, if applicable,Form OCFES 4716om new employees

and consultants.

Notes

A SEE ALSO 19.2 Making Budget Chages

Part Two:

Operational Processes, Policies and Procedures
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14.4 COMPLYING WTH KEYLAWS ANDPROTECTIONS FONVORKERS

Process Objective

To ensure contract/wok plan staff are treated fairlyconsistent with protections granted under
federal and state lawrule, and regulation

Policies

A As employers, vendors shall not discriminate on the basis of age, race, creed, color, national
origin, sexual orientation, military status, sex, disability, or marital status.

A Vendorss DOAAOEAAO OACAOAET ¢ PAOOITTAI 1beAT ACAT AT O
compliant with the provisions and requirements ofall federal and state equal opportunity
human rights,and anti-discrimination laws. Further, vendors shall comply with the

provisions and requirements of

- Civil Rights Actof 1964 (as subsequently mended)

- Rehabilitation Actof 1973 (as subsequently amended)

- Americans with Disabilities Actz Title 1, Section 4.3100, Nondiscriminatory Practices
and Policies

- Americans with Disabilities Actz Title Il, Section 4.3200, Reasonable Accommodations

A @Reasondl A | AAT i 11T AAGEIT6 1TAAT O AT U AEATCA 10 AAEC
that permits a qualified applicant or employee with a disability to participate in the job
application process, to perform the essential functions of a job, or to enjoy the bdite and
privileges of employment equal to those enjoyed by employees without disabilities/endors
are obligated to make reasonable accommodations unless they can show that the
accommodationwouldET BT OA AT OO1 AOA EAOAOCEEDPMm i1 OEA 1 DA
Procedures

A Designate an executivdevel individual to develop and implement an affirmative action plan
acceptable to OCFS.

Notes

Part Two: Operational Processes, Policies and Procedures
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14.5 MAKING ORGANIZATIONALCHANGES

Process Objective

To allow the vendor to adapt its organizational structure, ¢frcumstances necessitate, during the
Delivery Year while permitting OCFS to have a voice in the selection, replacement, and assignment of
personnel who will have oversight and direction on the contracts/work plans.

Policies

A Vendors shall notifyBTDin writing at least 45 days in advanceof implementing any
significant organizational changes, especiallthose which might affectthe timely provision of
contract/work plan deliverables. Such changesclude but are not limited to changes in
directors, staff, business address, as well as organization mergers, acquisitions, legal actjons
and bankruptcies. Under special circumstances, the 48lay advance notice may not be
feasible. In this case, the vendor shall provid8TDwith as much advancenotice aspossible.

>

In accordance with State Finance Lay$ection 138 and the language included in OCFS
contract/work plans, vendors shall not assign their contract/work plan to another entity
without requesting and receiving prior written consent from OCFS.

Procedures

A Notify OCFS of such planned organizational changes/actions by letter from an authorized
representative, on vendor letterhead, directed tahe Director of the Bureau of Training.

>

CompleteOCF$4895, Vendor and Contract Contact Update Request Fori@ubmitform to the
BTDFinance and Administration Unit, who will forward it to the OCFS Bureau of Contracts
Management for processing.

A If the individual(s) who are authorized to receive or sign contracts online on behalf giivate

vendor are changing alsoobtain new user accoungs) for CMSthrough the OCFS Bureau of
Contract Management SEE ALSO#4.6 OCFSontract Management System

Notes

A SEE ALSO11.2 Establishing Communications Between Vendor and Bureau of Training

Part Two: Operational Processes, Policies and Procedures
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14.6 DEVELOPINGVENDORSTAFF VIACONFERENCRATTENDANCE

Process Objective

To enable traning vendors to maintain or enhance expertise, while controlling the impact on work
plan deliverables, schedule, and budget.

Policies

A Anticipated staff developmentshould be explicitly planned for and included in the vendor's
proposal and approved budget

A Vendors shall be reimbursed for the costs of sending their employees and consuits to
professional conferencesin and out of state for development purposesonly on a limited
basis and under certain conditions as follows:

- Attendance is demonstrated to be necessary for successful completion of
contract/work plan activities ;

- 1 66AT AATAA AT AO 116 ET OAOEAOA xEOE OOA EAES
activities;

- Vendors mainfain records as to how staff attendance benefited the work plan
and how the information learned will be disseminated to other staff; and

- The work plan budget contains sufficient funds in the staff travel category.

A In order to be reimbursable, all registration and travel costs for staff attendance shditst
EAOA AAAT ADPDBPOI OAA E1 xOEOET ¢ AU OEA OAT A1 080 E
administrator for a contract/work plan in advance of the event.
A In order to be reimbursable, all registration and travel fees for staff attendance at confererge
or training events shallalsohave beenapproved in writing by the Bureau of Training Director
or Assistant Director inadvance ofthe event.
Procedures

A At least three weeks in advance of the eventomplete a request for attendance at
conferenceusing Form OCFS3108, Contractor Request to Attend Conference

A Submit the signed, completed request form to thBTD Training Manager, who will review it,
advise the approprigde OCFS manager, and seek approval if recommended.

)

Inform affected staff ofBTD6 O AAAEOEI T h 11T AA xOEOOAT ADPDPOI OAI
received.

Part Two: Operational Processes, Policies and Procedures
Human Resources



Operations Manual for Training Vendordg63

A Prepare and submit paperwork to claim reimbursement as part of the monthly vouchering
process.

Notes

A Vendor principals are expected to use careful, professional judgment regarding the use of
contract/work plan funds to allow staff to attend conferences.

p>)

Due to ongoing stateggovernment-wide restrictions on out-of-state travel, OCSF hasnly
rarely been able to approve oubf-state conference attendance request®s recent years

p>)

SEE ALSO15.5 PurchasingTravel Services and18.8 Preparing Supporting Documentation
for Claims

Part Two: Operational Processes, Policies and Procedures
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14.7 HANDLINGUNSATISFACTORYSTAFF

Process Obijective

To expeditiouslyfairly, and judiciously address and resolve situations in which an individual deployed
to work on a contract/work plan fails to meevendor and/or OCF8expectation for satisfactory
performance.

Policies

A

Vendors shall continuously monitor performance oEmployeesand consultants deployed to
work on OCFS contract/work plans.

A Vendors, after appropriate attempts to correct an employee's behavioghall promptly
reassign or remove any individual from duties and tasks on which performance is
demonstrated to fall bdow performance standards in the assessment of the vendor or OCFS.

A Vendors shall identify alternative staffing options to fill any gaps due to
reassignment/removal of an individual from duties and tasks anghall consult with the BTD
Training Manager bebre implementing the changs.

Procedures

A Respond promptly to any concernsaised byaBTDstaff memberA AT 660 A1 ET AEOEAOAI
performance.

A Bring any concerns to the attention of th®8TD4 OAET ET ¢ - AT ACAO xEAT OEA E
performance has the potential tonegatively impact the deliverables.

A Implement the agreed upon tactic to ensure deliverables are done on time.

Notes

Part Two: Operational Processes, Policies and Procedures
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15. PROCUREMENT OF GOODND SERVICES

15.1 INTRODUCTION

This chapter will cover key requirements for vendors when procuring goods and services needed to fulfill
the deliverables of the contract/work plan.

15.2 PURCHASIN@ GENERAL

Process Objective

To enable vendorto make purchases compliance wih specificstate policies.

Policies

A

>

Under State purchasing policies, OCFS cannot reimburse these vendors for New York or
municipal sales taxes. Accordingly, vendors who are eligible to receive a New York State
and/or Municipal Sales Taxexemption (i.e, public and certain nonprofits) shall use
exemption forms when making purchasedor the contract/work plan whenever possible

OCFStrongly encourages vendorsto use the services of MinorityOwned Business
Enterprises and WomenOwned Business Enterfses wheneverapplicablefor the
procurement of goods and services in carrying out the contract/work plan SEE ALSO15.7
Utilizing Minority - and Women-Owned Business Entergses, for more background,
definitions and specifics.

OCFS requires thatendors with approved contracts/work plan s as well as alsubcontractors
hired by the vendormaintain in effect a general policy of liability insurance of an appropriate
amount during the Delivery Year

Procedures

A

NA

Notes

Part Two: Operational Processes, Policies and Procedures
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15.3 PURCHASINGEQUIPMENT

Process Objective

To enable vendors to malappropriate, timelyand costeffectivepurchases oéquipment insupport
of their contract/work plan A ££1 000 xEEI A AT Oé&niGandal confidls a@ @&.O0AG O EI

Background

A At the proposal stage, public vendors are required to providermEquipment Inventory Plan.
This plan will be followed unless neds change

Policies

A Tangible, nonexpendable personal property iems with a useful life of one yeaand an
acquisition cost of$500 or more per unit shall be considered equipment(By contrast,
consumables aredisposable personal property not meeting this definition of equipment.)If
BTDdetermines that a series of smaller valued items taken together form one operational
piece of equipmentBTDshall have the right to classify them as equipment.

p>2)

The existing approved budget must include a line item for equipment if any equipment
purchases are anticipated. Otherwise, a budget modification will be needed before the vendor
makes an equipment purchase fothe contract/plan.

p>2)

Vendors seeking to make equipment purchases usimapntract/work plan funding must obtain
written approval from BTD before making the purchasef the purchaseprice of the item of
equipment is$1,000 or more (unlessthe item was costitemized in the budget and the
purchaseprice does not exceed that itemized cogt For purchases of equipment costing
between $500 and $999.99, vendors must notify BTD of the purchasethrough an email to
the BTD Equipment mailbox, ocfs.bt.equipment.requests@ocfs.ny.gov

>

Vendors shallkeep theirinventory of purchasedequipment up to date as new equipment is
acquired using contract/work plan funds. This includes equipment purdased by
subcontractors. OCFS may request a periodic update of the inventory.

>

Equipment purchased with contract/work plan funds shall be used solely for worldescribed
in the contract/work plan.

>

As indicated in all contract/work plans, any equipment pirchased with contract/work plan
funds is and remains the property of OCFS.

>

Vendors shall be responsible for maintaininghe equipment purchased. Vendors shall take

adequate precautions to keefitems in good repair(e.g., equipment preventive maintenance
and service plans)and to prevent damage or theft.Vendors should cary adequate insurance
to cover damages or losses.

>

Vendors shall be responsible foproper disposal of equipment that is no longer needed for
the contract/work plan. If there is no renewal agreement or if the equipment is broken and

Part Two: Operational Processes, Policies and Procedures
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not repairable, has no residual valugor is beyond its useful life as determined under the

OAT AT 080 1T x1 ANOEDPI AT O Pi 1l EAEAORh OEA OAT AT O 1 OC
determination for the disposition from BTD. BTDwill seek torespond within 30 days toany

and all disposal requests.

A All adjustments to the inventory shall be reconciled following the completion of the work
plan.

VENDORS WITH MUTIPLE WORK PLANS:

A Vendorswith multiple work plans are required to compile a single listing of all equipment
spanning multiple work plans as the®quipmentInventory 0 | Aat tie time of proposal. If
an equipment item will be used by more than one work plan, the planned and actual
expense shall be prorated among the plans. This allows BTDto maintain anequipment
inventory pertaining to the public vendor that includes all the OCFSponsored work plans. If
there are revisions to the Equipment Plan after the proposal stage, vendors shoydtbvide
BTDwith a revised plan.

Procedures

A Ifan intended equipmentpurchase exceedshe establishedthreshold, write a request and
justification. Include the model number and specificationgf available.

A Forward the request to ocfs.sm.BTD.FA@ocfs.ny.gov

p>2)

Upon receiptof an approval, proceed with purchase.Retan the documentation.

>

In preparation for claiming, prepareForm OCES1795, Equipment Purchase Recordand also
update the Equipment Plardeveloped at theproposal stagewhen newitems valued at $500
or more are acquired.

>

At the end of eachcontract period/work plan term , reconcile the equipment purchase plan
with actual equipment purchases made during the year

>

Carry adequate insurance to cover any equipment damage or loss.

>

Reportany damaged or lost equipment to th&TD Training Manager as soon as possible.

>

When planning todispose ofequipment, seek detemination on its disposition through an e
mail to: ocfs.sm.BD.FA@ocfs.ny.gav

Notes

A SEE ALSO18 Cosbk Management and Reimbursemenand 20.2 Reporting Quarterly on
Activities and Deliverables

Part Two: Operational Processes, Policies and Procedures
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15.4 PURCHASING@RINTING

Process Objective

To enable vendors to malappropriate, timely and coseffectivepurchases of printingservices in
O00PPT OO0 T &£# OEAEO AT 1 OOAAOTxI OE b1 AT A£EEI OO0 xEEI A
are met.

Policies

A Purchase of pinting services shallbe economical and reasonable. Vendors and
subcontractors shall make reasonable efforts to secure the lowest cost source for printing
services.

p>2)

Public vendors shall follow the OCFS and OSC rules regarding the purchase of printing
services.

p>2)

Private vendors shall use their own discretion for purchase of printing services. Prices and
rates should be reasonable.

p>2)

For printing jobs costing$50,000 or more, vendors shall keep documentation thathe lowest
cost source was used angrovide this documentation with the reimbursement claim.

p>2)

OCFS strongly encourages vendors to obtain printing services through a certified Minority or
Women Owned Business EnterpriseM/WBE) wherever feasible. SEE ALSO:
http://www.esd.ny.gov/mwbe.html .

Procedures

A For printing purchases subject to OCFS and OSC guidelines for multiple quotes or bids, retain
documentationto be available upon request

>

When documentingin the procurement record for a printing expense of$50,000 or more,
include a brief description of the service provided, date of service, listing of all responding
bidders, price quoted by each bidder, and a rationa for the selection/rejection. If the lowest
price bidder was not selectedinclude ajustification for acceptinganother bid.

Notes

A This requirement applies to printing of training and training related activities such as training
manuals and brochures.Requirements do not apply to photocopying services fordaily office
activities.

Part Two: Operational Processes, Policies and Procedures
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15.5 PURCHASINGI RAVELSERVICES

Process Objective

To enablevendors to make appropriatetimelyand costeffective purchases of travel servicks staff
ET OO0OPDPTI OO 1T &£ OEAEO Ai 1 OOAAOTx1 OE bl Al AZ£EEI 000 xE
are met.

Policies

A Vendors makirg travel purchases/experitures for staff shall be aware that travel costs are
only reimbursable when they conform to the policies and latest approved rates set by the
Office of the State Comptroller. Seéittp://www.osc.state.ny.us/agencies/travel/manual.pdf .

p>2)

Under very limited circumstances, OCFS may allow travel purchases that exceed the OSC
travel guidelines in effect at the time of travel. To be considered, vendors shall submit a travel
rate waiver request in writing one month in advance of the anticipated use of the waiver in
order to provide OCFS sufficient time to consider it. (If the waiver is granted, the vendor will
be required to submit the name of theBTD Training Manager and date of approval fothe

new travel rate when submitting a claim.)

A Vendors are encouraged to use tax exempt certificates for both state and city hotel stayss a

matter of statewide policy, work performed under state contracts is exempt from state and
municipal sales tax ad, as such, these taxes cannot be claimed and are not reimbursable.)

Procedures

A For travel rate waiver requests, specify in writing to theBTD Training Manager the revised
rates to be used in lieu of OSC rates; justify the need for the revised rates; and define when
and where they will be applicable. The documentation must demonstrate thateasonable
effort was made to adhere to state rates buvas unsuccessful.

A Upon receipt of the approval, notify travelers and proceed. Retain the documentation.

Notes

A SEE ALSO:Policiesconcerningtrainee travel (as opposed tcstaff travel) are found inSection
18.4 Preparing Claims for Reimbursement All Vendors.

Part Two: Operational Processes, Policies and Procedures
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15.6 ESTABLISHING ASUBCONTRACT UNDER @ONTRACTW ORKPLAN

Process Objective

To enable vendors to hire qualified third parties to perform specifigdrk (to help fulfill the
contract/ work plan agreementjunder terms and conditions that are consistent with Bureau of
40AETET C60O0 ET OAOAOOO AT A OANOEOAI A1 O0Os8

Background /Definitions

A A subcontract, by standard definitionE O OA AT 1 OOAAO AAOxAAT A DA

and a third party; especially one to provide all or a specified part of the work or materials
required in the original contract." [citation: merriam-webster.com/dictionary]

p>2)

Subcontracts, for the purposes of thismanual, can include, butare not limited to: purchase

requests, requisitions, independent consultant agreements, subcontracts, or anottferm of a
legal agreement For the purposes of subcontracting requirements, copies of invoices or pest

payment documents do noqualify asor constitute A OOOAAT 1 OOAAD8S

p>2)

For the purposes of this manual, aubcontractor is an institution, individual or organization

external to the vendor that has entered into a written agreement with the vendor to provide a
service outlined in the contract/work plan and whose services are to be funded under the
contract/work plan budget. The term subcontractor includesconsultants.

Policies

A STATE GOVERNMENT ENTITIERUBLIC VENDORS ONL Y3election of subcontractors and
development ofsubcontracts must be conducted in accordance with the New York State
Finance Law, Article 11 (State Purchasing), Economic Developmeraw, Education Law
(where relevant),andthe OFEAA T £ OEA 3 O&uWA to FihahcRl@Pdratiodng 06 O
Chapter XI, Rrt 13. Procurement and Overview Policiesfound at:
http://www.osc.state.ny.us/agencies/quide/MyWebHelp/ .

>

OCFS encourages vendors tese the services ofjualified Minority and Women Owned

Business Enterprises (M/WBES) in their subcontracting activities. In addition, vendors shall
identify any subcontracts with M/WBES during the contract/work plan term (period).

>

Part Two:

All subcontract agreements shall include:

Clearly defined and neasurable work objectives;

Scope of work to be performed by the subcontractor, identifying all major tasks;
Curricula, instructional plans and/or other materials to be developed in accordance
with the contract/work plan;

Delivery method;

Total number of hours or days of service to be provided;

Rateof payment;

Dates of anticipated service within the term/period of the contract/work plan;

Operational Processes, Policies and Procedures
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- Description of anticipated travel andestimated total travel costs(as the ceiling), if
applicable; and
- Other terms ard conditions as applicable.

>

The vendor shall be responsible for ensuring that all work to be performed under a
subcontract is within the scope, and consistent with the terms, of the contract/work plan
agreement between the OCFS and the vendor.

A If the value of an anticipated agreement (or series of agreements) with a subcontractor is
equal to or exceeds $15,000written approval from BTDis required beforethe agreement is
finalized. Prior written approval from BTDis also required f the daily rate tobe charged by a
subcontractor or consultant is $750 or more Vendors shall identify to OCFS the services to be
provided by, and fully explain and justify the use gsuchsubcontracts and consultants.

>

Regardlessof the dollar value of the agreement or whiher or not prior approval is required,
BTDshall require copies ofall finalized third -party agreements (subcontra¢s) for the
contract record.

p>2)

TheOAT A $ubcdéndacts relating to the contract/work plan shall not be construed as a
direct legal and fical relationship between the subcontractor and OCES

p>2)

The vendor must ensure that all subcontractors comply witkall applicable federal, state and
local laws including but not limited to non-discrimination policies.

p>2)

Fee-only Reimbursable Subcontracts z In Fee-only Reimbursablesubcontracts, e
subcontract shall identify both: a) the Daily Rate and b) theestimatedTravel Expenses that
constitute the total Fee(see definitions below). BTDwill not accept a feeonly third party
agreement with only the fee dollar value identified. Third party agreements where no travel
expenses are planned for rienbursement should clearly state this.

Definitions:

- Dalily Rate = Servicecharge (includes delivery of service, development of
curricula, training prep time, and materials)

- Travel Expenses = the travel Per Diem Cost (Hotel and/or meals. Lunch is nen
reimbursable) and the estimated Transportation Costs (using lowest cost means
of travel, mode, mileage, tolls, rental cost, train ticket, etc.)

- Fee=(Daily RateX Number of Days) Estimated Travel Expenses

A Performance -Based Subcontracts z Somesubcontracts will be established as performance
based rather than feebased. In these cases, the agreement must include a payment
schedulebased upondeliverable(s) that include aclearly defined scope
and distinct measurable goals for completion.The paformance goal(s) may be, for example, a
specified number of course deliveries, a ggified number of participants/attendees,
satisfactory completion of a curriculum or part of a curriculum, and so forth.For
performance-based subcontracts, the cost pedeliverable that is established in the
subcontract may in some instances require a basis, such as the number of hours or days (at a
stated rate) required in order to complete the required deliverable.

Part Two: Operational Processes, Policies and Procedures
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PRIVATE VENDORS ONLY:

A Consistent with statewide policy, all vendors shall reportannually on use ofconsultant
services. SEE ALS020.6 Disclosing Contractors to New York State Government

Procedures

A Selectthe subcontractorby Ui OO 1 OCAT E U A DdeilirdméndmefhedBoorisul Avith
BTDTraining Manager as needed.
A If the proposed subcontract value exceeds $15,000 and/or any consultant daily rate will

exceed $750 or more, complet€orm OCFS147, Requesfor Prior Approval of
Subcontractor Agreement following the instructions provided with the form.

p>2)

Write a cover letter summarizing the needand purposesfor the subcontract. Include a
justification for the contract total as well as for consultant daily rates in excess of $750

p>2)

When wsing the services of an M/WBHcertified or not) on the subcontract, completeand
include Form OCF&1630, M/WBE Subcontractors and Suppliers Letter of Intent to

Participate.

p>2)

Have the subcontractor providea completed Form OCFS1715, Confidentiality NonDisclosure
Agreementfor staff who will be working on the subcontractand, if applicableaForm OCFES
4716, Contractor Employee and Volunteer Background Certification(Check withBTD
Finance and Administrationif unsure whether a previousOCF&4715 and/or OCFS4716 are
on file with OCFS.)

>

At least 21 days prior to the eféctive start date of the subcontract, end the cover letter,
OCF&2147, Request for Prior Approval of Subcontractor Agreemera copy of the draft
subcontractor agreementincluding any associated appendices and exhibitand the
additional completedforms listed above as appropriate, to the BTD Finance and
Administration Unit (see Chapter 9 of this manual for the mailing address)Submitthe
package by US Mail or scathe entire package and submit it by enalil to:
ocfs.sm.BTD.FA@ocfs.ny.gov

>

Respond promptly to any questions and provide additional clarifying information if
requested.

>

Upon receipt ofBTDapproval, finalize agreement and deployhe subcontractor.

>

Upon finalization of the subcontractagreement(whether or not approval was required),send
a copyof the signed agreemento ocfs.sm.BTD.FA@ocfs.ny.gfor BTDE O OA AT OAO8

>

Report onSubcontractor Uilization (M/WBE) as required. SEEALSO: 20.5 Reporting on
M/WBE Utilization, for further guidance

Part Two: Operational Processes, Policies and Procedures
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Notes

A Vendors are advised that sbcontractors should notcommencework until their agreement
has been approved (ifapplicable) and executed.

p>)

Subcontractors sometime use an hourly rate. If the hourly rate multiplied by’ equates to
$750 or more, the same policyhreshold applies even if the individual might not be working
whole days. (Seven is used as the multiplier because ttetandardtraining day for BTD
contracts/work plans equals 7 hours)

>

Consultants can and may have a different daily rate for different types of deliverableBor
example, curriculum development could cost $Xper daywhile a classroom deliverycould cost
$Yper day. This would require the two (or more) different daily rates to be presented and
identified separatelyin the subcontract if the two(or more) services are to be addressed
under the samesubcontract. In each casethe daily rate and travel expenses shodlbe
identified as components of the total fee.

p>2)

SEE ALS018.8 Preparing Supporting Documentation for Claims

Part Two: Operational Processes, Policies and Procedures
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15.7 UTILIZING MINORITY- AND WOMEN-OWNED BUSINESENTERFRISES(M/WBE S)

Process Objective

To promote the vendoaffirmative action andaccountability in making effective use &i/WBEs as
subcontractors on training contract/work plans, consistent with state policy.

Background

A

p>2)

>

>

>

OCEFS fully supports the efforts of the State of New York to promote equal opportunity for all
persons, promote equality of economic opportunity for minority group members, and women
who own business enterprises, and ensure, through active programs, thatette are no
barriers that unreasonably impair access by/WBEs state contracting opportunities.

Minority Business Enterprise (MBE) 7 New York State Executive Law Article 1B\ defines a
MBE as any business enterprise or neprofit organization that is at least 51 percent owned

by, directed by, or in the case of a publicly owned business, at least 51 percent of the stock of
which is owned by, citizens or permanent resident aliens who are Black, Hispanic, Asian, or
Pacific Islander, or American Indian or Alasan Native, and such ownershipnterest is real,
substantial, or continuing. The minority ownership must have and exercise the authority to
independently control the business decisions of the entity.

Woman-Owned Business Enterprise (WBE) z Stae law defines a WBE as any business
enterprise or non-profit organization that is at least51 percentowned by, directed by, or in
the case of a publicly owned business, at least 51 percent of the stock of which is owned by
citizens or permanentaliens who are women, and such ownership is real, substantial, and
continuing. The woman ownership must have and exercise the authority to independently
control the business decisions of the entity.

At the proposal phase,vendors are required toprovide a description of low they propose to
identify and useNew York State certified/WBEs. This use may be asubcontractors andas
suppliers of equipment and commaodities fotheir contract/work plan. The description also
identifies the associated dollar amount(s), if knownof such subcontracting or purchases.
With their proposal package, he vendor completes and submit&orm OCFS1631,
Subcontracting Utilization Formand Form OCFES1630, M/\WBE Subcontracts and Suppliers
Letter of Intent for themselves and for the subcontraatrs or suppliers of equipment and
goods they intend to use.There may be unknowns at the proposal stagdAsa relatedpart of
the overall Affirmative Action program, the vendor also completes andubmits OCF$4629
Project [Contract/Work Plan] Staffing Form identifying the participation of protected
classes/race/ethnicity distribution in the staffing, at that time and with the quarterly report if
staffing changes were made during the quarter.

The following policies and procedures carry thesexpectations forward into the Delivery
Year.

Part Two: Operational Processes, Policies and Procedures
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Policies

During the Delivery Year, vendorshall sustain their efforts to usecertified M/\WBESs as
subcontractors and suppliers. Suggested actions are offered under Procedures, however
vendors may propose a corse of action of their own that is reasonable and accomplishes the
aim of M/WBE utilization.

For all contract/work plans, OCFS requires that the combined utilization goal (i.e., percentage
of all expenditures) for subcontracting with and purchase from certified M/WBEs must be
consistent with percentage goals (and any updates thereto) identified by New York State
Executive Law, Article 15A and its implementing regulations.

Vendors shall report results four times a yearincluding at the closeout d the contract/work
plan. SEE ALS0O20.5 Reporting onM/WBE Utilization.

Procedures

A

A

To maximize success iM/WBE utilization, consider the following actions:

- #110061 060 $-7"%$80 IMWBE dedifiedobisindsde®atOU 1 £
http://www.esd.ny.gov/mwbe.html .

- Contactmultiple M/WBESs that may appropiiately serve as a subcontractor or
sub-vendor under the contract/work plan;

- Keeping a contact list oM/WBEs contacted along with the name of the contract
work plan and the results of the contacts;

- Use theM/WBESs contacts list as a possible resource for additional contacts;

- Contact area minority business associations, contractors associations, purchase
councils, or professional organizations serving the area in which the
contract/work plan will be performed.

- #1 1 OAAO OEA S$EOEOEIT 1T &£ -ET10EOU AT A
part of New York State Empire State Development at (518) 292250; (212) 803-
2414; or (716) 646-8200.

Using records of effors andresults, report to OCFS amdicated in Section20.5, Reporting on
M/WBE Utilization, in this manual.

Notes

A

The creation and maintenance of forms and instructions fav/WBE subcontracting, M/\WBE
purchases, and associated reporting is outside the purview of the Bureau of Traig.

For additional information, vendors may contact the OCFS Equal Opportunity and Diversity
Devebpment Office(EODD)at (518) 474-3715.

Part Two: Operational Processes, Policies and Procedures
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16. DELIVERABLES7z CREATION OF TRAINNG PRODUCTS

16.1 INTRODUCTION

Two chapters of this manual are dedicated to addressing operational requirements concerning
Deliverables. This chapter informs vendors in regard to producing training and administrative work
products. The next chapter informs vendors about preparing for, conducting, and evaluating training
programs.

A &i O OEA POODPI OAO i £ OEEO i Al OAih Oxi OE DPOI AOAOC
vendor using contract/work plan funding. They include but are not limited tocurricula,
manuals, audio/video materials, software, and publications for use in classroom training,
distance learning, seminars, conferences, forums, meetings, technical assistance or other
training and administrative activities.

p>2)

Usersshould note thatDeliverables are governed by both general and specific requirements.
Some requirements apply across the range of vendors, deliverables, and funding sources,
whereas others apply only to some types of vendors, deliverables, and/or funding sources

p>2)

Vendors are responsible for understanding the nature and scope of the training deliverables

DOAOGAT OAA ET OEAE GormA OGFSMA Ar@ifing &n@ EdmBibtratived O

Activities List and for successfully completing all those deliverables during thterm of the

contract/work plan. TheBTD4 OAET ET ¢ - AT ACAO EO OEA OAT AT 080 E
guestions regarding expected deliverablesVendors arealsoresponsible for informing the

assignedBTD Training Manager of any problems encountered in conipting deliverables.

A SEE ALSO0:11.2 Establishing Communications Between Vendor and Bureau of Trainingnd
20.2 Reporting Quarterly on Activities and Deliverables
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16.2 DEVELOPINGI RAINING ANDADMINISTRATIVE PRODUCTS GENERAL
REQUIREMENTS

Process Objective

To enable and ensure that vendors create effective work produetgardless of formathat contain
required common features andre acceptable to OCFS.

Policies

The followingguidelines applyto all work products unles8TDgrants the vendor an exception in
writing.

A

>

>

>

>

Required Acknowledgement: In all work products resulting from a contract/work plan
agreement with OCFS, vendors shall include a written notice that the item was produced
under an agreement vith OCFS.Specific required language is provided undeProcedures,
below.

Required Disclaimer:  Vendors shall also include aisclaimer in all such mderials. Specific
required language is providedunder Procedures, below.

Copyright Policy: Vendors shall ensure that their training and administrative deliverables
comply with the OCHBureau of TrainingCopyright Policy found inAPPENDIX 3and also
addressed in 16.5 of this manualA notice of copyright must be included irevery newwork -
for-hire work product.

Crediting Sources: Vendorsshall ensure that all contract/work plan deliverables properly
credit any and allsourcematerial used. SEE ALS0O16.5 Maintaining Compliance with OCFS
Copyright Policy .

Permission to Use Source Material : Vendors must obtain appropriate permission to use
source materialcopyrighted to others and said permission shall provide rights tausethe
material in the present work product. SEE ALS016.5 Maintaining Compliance with OCFS
Copyright Policy .

Web Accessibility: Any training product that includes web-based information or

applications, and/or information or applications to be used on the Internet must comply with
New York State Enterprise IT Policy N¥B08-005, Accessibiity of Web-Based Information

and Applications, as such policy may be amended, modified, or superseded. The policy
requires that state agency wekbased information and applications are accessible to persons
with disabilities. OCFS shall conduct quality asirance testing and the results of such testing
must be satisfactory to OCFS before wdbased information and applications will be
considered a qualified deliverable under the contract/work plan. (A copy of the policy can be
found on the New York State Gite of Information Technology Services website at:
its.ny.gov/policy/NYS-P08-005.pdf.)

Submittal Time Frame: Vendorsshall submit all curricula and materials developed or
revised pursuant to a contract/work plan in draft at least five weeks in advance dheir

Part Two: Operational Processes, Policies and Procedures
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anticipated use. (In rare instances this notice period may not be feasible. The vendor shall
consult with the BTD Training Manager to agree on a deviation from the required time frame.)

>

Review and Approval: Vendorsshall obtain written approval from the responsible BTD
Training Manager beforeimplementing the work products for training offerings.

A Collection of Wor k Products by OCFS: Vendorsshall ensure that OCFS has final copies of
all curricula and materials at the conclusion of the contract/work plan. OCFS maintains a
repository of these products and these products may be made availaliteother vendors for
use in future contract/work plan activities and deliverables.

A Requests from Others for Use of the Contract/Work Plan's Work Products: The vendor
shall refer anyincoming requests from other parties to use or reproduce the work products,
or any component of thework products,to the OCFS Bureau of TrainingBTD will make
efforts to reply with a written answer within 30 days of receipt of the request.

p>2)

Charging for Work Products : Vendors are prohibited fromselling curricula or other
materials generated or used under the contract/work plan, or previous contracts/work plans,
to produce income. SEE ALSO:16.7 Sharing/Selling Training MaterialsProducedfor a
Contract/Work Plan.

Procedures

A Include the Acknowledgement and Disclaimer texts provided in the boxbelow in every
curriculum, material, or publication (including media products) produced or modified under
the contract/work plan. ConsultAPPENDIX 3 OCFS Bureau of Training Copyright Policyor
full instructions.

Acknowledgement

This material was developed by [insername of training vendor here] under a training and
administrative services agreement with the New York State Office of Children and Family
Services.

Disclaimer

While every effort has been made to provide accurate and complete information, the Office ¢
Children and Family Services and the State of New York assume no responsibility for any
errors or omissions in the information provided heren and make no representations or
warranties about the suitability of the information contained here for any purpose.All

ET £ OI AGETT AT A AT AOi AT 6O AOA DPOI GEAAA OA

A If anoutside individual or organization requess permission to use or eproduce work
products or materials produced for BTDunder a contract/work plan, refer them to OCFS8TD.

>

Seek guidance fronyour BTD Training Manager ifyou areuncertain how to meet the
expectations from apolicy and administrative perspective. If necessary, the Training
Manager will arrange fora consultation with BTDManagement and/or/ # &3 #1 O1 OA1 6 O
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Notes

A SEE ALS016.5 Maintaining Compliance with OCFS Copyrightolicy and 16.7 Sharing/Selling
Training Materials Producedfor a Contract/Work Plan.
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16.3 DEVELOPINGIRAINING GQURRICUIA Z ALL TYPES

Process Objective

Toensure that all newor redesigneccurricula producedunder contract for OCFS are complete,
consistent, and high quality and that the impact of the course, once delivered, can be measured.

Policies

In addition to the policiesgoverning development of all training productscovered in theprevious
section, the following policies apply toall curriculum projects (whether traditional print -based or
e-learning based).

A Development or redesign of a curriculum shall constitute defined project and theBTD
Training Manager will function as the project manager.

p>2)

The vendorshall only initiate a curriculum project when theBTD Training Manager has
provided prior approval.

p>2)

Vendor staff assigned to write or rewrite the curriculum shall work collaboratively withthe
assignedBTD Training Manager and program staff toward a comnon goal of achieving a high
quality curriculum meeting the identified need(s) for the course.

p>2)

The Bureau of Trainingrequires vendors to follow the ADDIE model for instructional design
as shown inEXHIBIT 10. The model bgins with the establishment ofmeasurableobjectives
based on identified needs. This approach makes it possible to evaluate the impact of the

delivered training on the behavior of trainees in the workplace following training.

A A completed curriculum must ke a fully developed written document that can be used and
understood by other professionals. It must fully explain topical knowledge that the vendor or
trainer will be communicating to trainees. (Curriculum outlines or meeting agendas are not
sufficient as curriculum deliverables.)

>

Eachcurriculum developed by project staff or project consultants must be presented in a
prescribed format. This format is shown irEXHIBIT 11.

>

The Bureau of Training works with target training populations that are culturallydiverse.

Each training curriculum developed for or utilized on behalf of OCFS must be effective for use
with culturally diverse groups. In addition, all content (e.g., narrative, examples, training
exercises, handouts) must be culturally sensitive andde ofindications of bias, prejudiceand
stereotypes.

>

Each curriculum developedior OCFBTD must adhere to the OCFS Bureau of Training
Copyright Policy (APPENDIX 3.

>

Before implementing a new or revised curriculum, he vendor nust obtain written approval
fromthe BTD4 OAET ET ¢ - AT ACAO ET AEAAOET ¢ OEAO OEA AQOC
ready for use. This policy applies to all curricula regardless of the intended method of
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delivery. This policy alsoincludes allmaterial and media to be used in conjunction with the
course delivery.

>

Curricula and materials under development are confidential work products unless and until
the BTD Training Manager has reviewed and approved themQurricula and materials are not
public information, and the vendor must not share or deploy them, until they have been
approved. (Some curricula and materials may also require sigoff from OCFS program staff
and/or staff from other state agencies.)

EXHIBIT10: 4 ( % O! $$) %0 IONALDESIGNAMDDEL

A Analysis
- What is the Need?

- Ask Who? What? Why? )
- ITA 117006 Ei pi OOAT 61 Uh AOGE O7EI 1T OOA
resolve?

- Identify your objectives and express them in measurabl@uantifiable or
observable)terms. j &1 O A @Al D1 A percént oklIbckl Auindn services
xi OE A&l OAA OOAETAA 11 @uu DilEAU8BS

OAEAAOAA Al AEI O AU oo DPAOAAT 086 0)
2@ DAOAAT 086 62AA0AA pPiI AAAT AT & EAEI

\

- How should the training be offered?

- Traditional, distance orblended learning?

- Blueprint the learning structure around your objectives.

- Usea modular design to enable reuse and rsequencing as appropriate.
D Development

- Build the training.

- Build job aids, projects, learning activities, based on how they will be delivered
- Ensure all elements of the training support the identified objectives.

I Implementation

- Prior to delivering the training, evaluate it based on te course objectives.

- Present your training.

- Have all course material available.

- Follow the script you have designed to ensure coverage of all material.

E Evaluation

- %OA1 OAOA 1 AAOT AOOGSE OAOO OAIT OAOS

- Did learners meet all coursenbjectives?

- Observe and measure changes in the workplace.

- Analyze evaluation data to guide plans for revising the instructional course

http://en.wikipedia.org/wiki/ADDIE_Model

Procedures

A Obtain gpproval before starting work on the curriculum and/or related materials.

A Use the standard framework presented ifEXHIBIT 11 for the curriculum being developed.

A Make arrangements for and carry out appropriate field (pilot) testing of the curriculum.
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>
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Obtain approval in writing from the BTD Training Managerto use the draft curriculum in a
pilot test environment.

Work with the assignedBTD Training Manager on degjning, implementing, and following up
on field testing.

Make improvements as indicated.

Obtain final approval from theBTD Training Manager(and others if so advised by thé8TD
Training Manager).

Submit the completed Curriculum toBTD Training Manager using a completedForm OCFS
4381, Cover Sheet Final Product Submission

Notes

A

)

When the vendor will be usingan existing curriculum “in whole" or "as is" obtained from
another source the format may deviate from the format requirements prescribed hee.

SEE ALS016.4 DevelopingCurriculaand Other Materials for Use inE-Learning Modalities,
16.6 Submitting Final Training Work Products; 17.5 Evaluating Training Program Deliveries
and APPENDIX 3 OCFS®ureau of Training Copyright Policy.
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