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ANNEX A

I.  PROGRAM GOALS AND DESCRIPTION OVERVIEW
Please concisely respond to the questions below.  The description should present a clear picture of what, why, where, how and for whom services are provided, and evidence of the need for the services in the community.      

II.  REPORTS AND DATA COLLECTION

III.  MONITORING AND QUALITY ASSURANCE
IV.  FEDERALLY MANDATED DOCUMENTS AND REQUIREMENTS

V.  DESCRIBE HOW YOUR AGENCY WILL EVALUATE THIS PROPOSED CONTRACT 
VI.  CONFIDENTIALITY
VII.  ATTACHMENTS

Compliance Standards and Guidelines 

Universal Referral Form  

Client Profile Sheet
Supportive Service and Tuition Assistance Request
Transportation Monthly Log 
PROGRAM GOALS AND DESCRIPTION
The Department of Human Services’ Division of Family Development (DFD) recognizes that critical social services and supports are needed for new refugee arrivals and eligible populations resettling in New Jersey to help them transition to their new life.  Refugee Social Services (RSS) under the Office of Refugee and Resettlement Program (ORR) is 100% federally funded, under Part 400 of Title 45 under the Code of Federal Regulations (CFR) to provide an array of employability and supportive services that foster personal responsibility, promote economic self-sufficiency and social adjustment.   
Categories of Refugees and Eligible Immigration Status for ORR services:
· Refugees in possession of an I-94 stamped “Admitted as a Refugee Pursuant to Section 207 of the Act” are eligible for services;

· Parolees who have an I-94 with “paroled as a refugee” or “207” stamped or written on the document are eligible; 

· Cuban/Haitian entrants who have been granted parole, applied for asylum, or are in exclusion or deportation proceedings but have not received a final order of deportation;

· Asylees;
· Special Immigrant Visas (SIVs) Iraqi and Afghani; and 

· Certified Victims of Trafficking
The primary purpose of New Jersey’s RSS is to assist eligible populations to adjust socially and attain the skills needed for finding employment and becoming self-sufficient as quickly as possible through an array of services.  These services are provided in collaboration with a network of service providers to ensure that the necessary support and assistance is given in accordance with ORR’s priority in providing services.
Priority in Providing Services

· All newly arriving refugees during their first year in the U.S. who apply for services;
· Refugees who are receiving cash assistance;  
· Unemployed refugees who are not receiving cash assistance; and
· Employed refugees in need of services to retain employment, achieve job upgrades, or attain economic independence    

Services Available and Time Limits
Providers should consider the strengths, resources, and community capacity to ensure that refugees access the highest quality of services within their community. These services are an important aspect of helping refugees integrate and become contributing members of their communities as quickly as possible.    
The Division believes that successful resettlement requires a continuum of support and services of state and local government, public and private partners, community-based agencies, and voluntary agencies (Volags).  DFD strives to provide a comprehensive approach to the RSS program through a network of culturally competent providers and agencies (Volags), local community resources, and supportive social services through the County Welfare Agencies (CWAs) and employment services, such as the One Stop Career Centers (OSCCs) to foster social and economic self-sufficiency as soon as possible. Therefore, preference will be given to providers that have demonstrated the capacity to provide services as described below in a seamless and non-duplicative service delivery system.

Description of Possible Services as indicated in 45 CFR 400.154
Employment Services – must include an Individual Employment Plan (IEP) and Family Self Sufficiency Plan (FSSP) to determine the appropriate skills, training and services necessary to help the individual or family become self-sufficient through timely employment. 
1. Employment Assessment Services – adjunct services (aptitude for certain professions, skills testing, job coaching and development)   
2. Job search, placement, and follow-up 

3. On the job training – provided by prospective employers expecting to result in employment
4. Vocational Training – that provide ready skills in a short period time and part of the plan 

a. Tuition reimbursement – line budget for vocational training, skills certification, licenses, etc. upon DFD’s approval  
5. Skills Certification – recertification of licenses; certain restrictions – must meet the criteria for appropriate training in 45 CFR 400.81(b) 

a. Tuition/Training line budget 
6. English language instruction – with emphasis on formal and certified instruction, and as it relates to obtaining and retaining a job – no other resources available  

a. ESL – details of type and services – certified, schedule, duration 
(ESL and vocational training must be provided to the fullest extent feasible outside normal working hours to avoid employment interference)  

7. Transportation – when necessary for employability services or for acceptance or retention of employment – no other resources available
a. Transportation plan required
8. Translation and interpreter services, when necessary in connection with employment or participation in an employability service.

9. Day care for children, when necessary for employability services or for acceptance or retention of employment - no other resources available 
10. Case Management Services – is defined as the determination of specific service(s) to which to refer a refugee in accordance with an employability plan, referral to such service(s), and tracking of the refugee’s participation in such services employable. 

11. Other Service - Information and referral services, transportation, child care, translation/interpreter, are examples.  
12. Social Adjustment Services – household budget & management, health related services, short-term counseling (crisis) 

The employment-related descriptions listed above are specific eligible social service activities for the purpose of gainful employment in accordance with ORR guidelines.  For all individuals accessing services under this grant, individuals must be given every opportunity to quickly access services and supports to assist them in becoming integrated members of American society and employed and to become self-sufficient. In addition, they should not be duplicative of existing service delivery systems.
Though social services are up to 60 months, as established by 45CFR 400.152, priority for providers should be for those that have been in New Jersey for less than 12 months.

Learning English is a very critical and primary component of obtaining employment.  Instruction can take place in a wide range of settings which must be considered when referring or providing these services to ensure that individual needs and varying schedules are being met.  If certified and flexible ESL services are offered in the community, individuals should be informed of those services to consider meeting the schedules of the families.
Another important component of the ORR program is refugees easily accessing culturally and linguistically supportive social services. The Volags are required to refer individuals to the CWA to obtain federally funded benefits and services, such as medical, food and if eligible, cash assistance to assist them in becoming integrated into their new society. This is in an effort to meet their basic needs while emphasizing self-sufficiency. The referral process will ensure expedited services to these appropriate and critical benefits.

Likewise, the County Welfare Agencies (CWAs) also will refer eligible individuals that need culturally and linguistic ORR employability social services; such as cultural orientation, job readiness, preparation and placement, as well as, supportive and ESL services to the Volags. 
The Volags contracted with DFD must provide those prescribed employability services as outlined above in accordance with ORR’s regulatory provisions at 45 CFR 400.154.

I.
 PROGRAM DESCRIPTION and GOALS
1. Please provide a brief overview of your agency’s program and specific role with administering the ORR program 

1) Please explain your success and/or challenges administering the program last year.
2) Please provide statistics of how many were served through ORR funds – and services provided – indicate the types of populations serviced. 
3) Please explain what the goals and objectives are for this contract period.
4) Please describe the need for the grant and how it is going to be utilized. 

5) Indicate other federal, match dollars and amount, etc; used for the same or similar services and/or populations.  
2. Describe what employability services your agency will provide.  
Please include the following;

1) Type of employability services, as outlined above 
2) If ESL please provide details – (certified instructors, type of instruction basic, structured, classroom or home setting; on-site or referred, various levels,  # of hours per week, how many instructors, language spoken etc.) 
3) Level of Service (LOS) 

3. Priority is for new arrivals and the unemployable – within the first year of arrival
1) Describe how you will ensure that the prioritized populations are being serviced.    

4. Accessing supportive social services is paramount due to the urgent need to obtain basic services – 
1) Please explain your referral process with the CWA and community resources and collaboration.   
5. Cultural and linguistically competent staff is essential due to the language and social barriers many of the populations face.
1) Please provide details of your staffing composition – experience and language, % of time allocated under this contract, and projected staff to client ratio            

2. REPORTS AND DATA COLLECTION
1. Monthly, Trimester and Annual Reports on every client serviced is required and should include but not be limited to:  
a. Federally required reports (trimester and annual)

b. DFD required reports (monthly and trimester)

c. Arrival data
d. Asylees data
e. Number of clients serviced  
f. Number of employment placements
3. MONITORING AND QUALITY  ASSURANCE 
a. Compliance Standards

b. Annual monitoring and case file reviews 
4. FEDERALLY  MANDATED DOCUMENTS  AND REQUIREMENTS
a. Individual Employment Plan 
b. Family Self-Sufficiency Plan 

c. Rights and responsibilities
d. Grievance procedures 
e. Separate case file or section

f. Attend quarterly meetings

5.  DESCRIBE HOW YOUR AGENCY WILL EVALUATE THIS PROPOSED CONTRACT (effectiveness of the program and the efficiency of the procedures used).   

6.  CONFIDENTIALITY and REPORTING
Confidentiality for clients must be vigorously maintained.  Refugee related concerns shall be handled in a confidential and private manner.  
The State Refugee Coordinator should be informed or made of aware of critical or unusual events (such as criminal or federal investigation), budget and/or funding reductions, and/or staffing changes that may impact the well-being of a client(s), affect of your agency’s operation or cause of concerns and/or problems to a community and/or State of New Jersey.      
	Date of Referral:
	

	Agency: 
	

	Contract #
	


	Student’s Name:


	

	Address:


	

	Employed
	Yes or No    


 If Yes how long 



	Type of Support or Services 


	(Vocational Training  
(Computer Training  

(License or Certification       (*Alternative ESL (non-traditional)

(*Transportation Services     (Child Care

	Beginning and End Dates
	

	Reason for Training 


	


Your signature below verifies that these statements are true:

· Student has been in the United States a maximum of 60 months
· Training is to help obtain employment or upgrade employment
· No other financial assistance was received that would duplicate this request for assistance 

· No other resources available in the County or accessible transportation

Student Signature:






Date:



Agency Staff Signature:




 
Date:



	DIVISION OF FAMILY DEVELOPMENT USE ONLY

Amount Requested:

$





Amount Approved:

$




Amount Disapproved:

$





	Staff Signature:






Date:



Supervisor’s Approval:





Date: 






* Transportation - must complete a separate transportation reporting form

* ESL – must be a certified structured program and individual must be working  

	Compliance Standard
	Indicators/Documentation

	Cultural and Linguistically Competent Employment Orientation 

Orientation provided in clients’ language or in partnership with a Translator.
	Materials and information of ORR benefits in clients language or translated 

	Ensure Person eligible for services 
	Status, arrival data, intake and case notes 

	Employment Cultural Orientation completed within 5 days of arrival in their language
	Intake forms along with any documents and case notes

	Person informed of ORR program and social service grant services for up to five years   
	Signed document

	Person informed of welfare benefits & work requirements; as well as other relevant supportive services - ESL programs, and social service supports.
	Case notes

	Person informed of ESL and Vocational Training tuition assistance through social service grant
	Case notes  

	Person informed of modes of transportation and assistance through the social service grant   
	Case notes or signed receipt

	Person informed of Rights and Responsibility
	Signed document

	Person informed of Agency’s Grievance Policy  
	Signed document 

	Employment and Self-Sufficiency Plan
	Plan included in case file, along with any documents and case notes.

	Comprehensive Employment and Self Sufficient Assessment conducted utilizing a standardized form – identifying strengths, challenges, and plan of action.  
	Signed Plan 

	Joint self-sufficiency or Employment Plan developed with  individual’s and staff signature
	Signed Self Sufficiency Plan included in case file

	Referrals and Supportive Services
	

	Person referred for supportive services no later than one week after arrival
	Official DFD referral document in file

	Person accompanied to initial visit to Board of Social Services with a translator if required
	Case note

	Medical Insurance (Medicaid) obtained within 30 to 45 days
	Application Date

	Food Stamps obtained within 30 to 45 days
	Application Date 

	Transportation provided for employment related appointments 
	Log Sheet and case notes

	Referred for ESL Assessment  and Placement Test 
	Include assessment in file, start date, and schedule.


	Employment Services
Readiness, Preparation, and Placement
	

	Provided Job readiness services; i.e. coaching, counseling, resume, job etiquette and expectation 
	Indicated on Employment  Plan and case notes

	Person notified of job leads, interviews or openings in accordance with Employment Plan
	Document in case notes and referral services 

	Referred to jobs and/or interviews   
	Referral in case file and documented in case notes 

	Person escorted for job interview 
	Documented in case notes

	Transportation assistance provided
	Receipt and client signature

	Placed in Job
	Documented in case file  

	ELT
	

	Referred to Free ESL classes  
	Referral form

	Enrolled in certified formal ESL Instruction
	Documented in case file

	Training
	

	Vocational Training Assistance Provided  
	Tuition Application – must be eligible and aligned with IEP and SSP  

	Referred to  Community Resource Programs 
	Referral notification 

	Case Management and Follow-up
	

	Person assisted with obtaining social and supportive services at the local welfare agency 
	DFD Referral Form

	Helped obtained immigration and citizenship information and services, and documentation  
	Case notes and/or referral

	Person assisted with school enrollment, medical services, other eligible supportive services etc.     
	Case notes

	Separate case record or section for ORR social services 
	Case File

	Follow-up on employment at 60, 90 & 180 days  
	Documented in file with outcomes

	Follow-up on ESL, training completion and job placement or upgrade
	Documented in file with outcomes

	Staffing and Administrative Oversight
	

	Adequate staff to meet contract deliverables 
	Full-time employment specialist staff for 50+ caseload   

	Staff culturally and linguistically compatible  with clients servicing     
	Services provided in a manner that is compatible with clients language and cultural background 

	Knowledgeable staff on refugee and social service
	Experience and background

	Timely submission of all required DFD reports
	Submission of report

	Collaborative partners and community resources
	Referral types and placements

	Timely complaint resolution 
	Quick Turnaround time to resolve issue


I have read the ORR social service grant Program Deliverables and Contract Compliance Standards and agree to comply with each deliverables and standard:
Authorized Signature:   






Date:       




Print:





   Title:









The below individual(s) have been admitted to the United States, and meet Office of Refugee and Resettlement Program eligibility immigration status and identification requirements as sited in N.J.A.C 10:90-10:6.

Date: 






CWA: 






 








  Referring Agency: 





   Staff: 



 
	APPLICANT INFORMATION

	Applicant Name: ___________________________________       D.O.B.: 



Family Unit Size: 

      Language(s) Spoken: 





USCIS Status:  ______________    Alien #: 






    

Date of Arrival or Status was Granted: _____________ *Match Grant Program: (  ) Yes (  ) No

Phone #:



    Address: 



















 

	Services and/or Benefits Requesting

	( Cash Assistance


( Food Stamps


( Medicaid



	

	A Translator will be present: (    ) Yes (    ) No      Name of Translator: 



            







Refugee Agencies
	Catholic Charities Diocese of Camden

1845 Haddon Ave, Camden, NJ  08103

856-342-4100
	International Institute of New Jersey

1 Journal Sq Plaza, 4th fl, Jersey City, NJ 07306

201-653-3888

	Lutheran Social Ministries of NJ 

189 South Broad St, Trenton, NJ 08601

609-393-4900
	Catholic Charities Diocese of Trenton
Migration and Refugee Services

149 N. Warren St., Trenton, NJ 08608

 609-394-8299

	International Rescue Committee

10 West Grand St., Suite A,

 Elizabeth, NJ 07201

908-351-5116
	Jewish Vocational Services

111 Prospect St., East Orange, NJ 07017

973-674-3672

	Catholic Charities of the Archdiocese of Newark, 976 Broad St, Newark, NJ 07102

973-733-3516
	Jewish Family & Vocational Service of Middlesex 

32 Ford Avenue, 2nd floor, Milltown, NJ 08850

732-777-1940 ext 1124


*Individuals who are enrolled in the Match Grant Program can not receive cash assistance benefits.     

Title 45: Public Welfare - PART 400—REFUGEE RESETTLEMENT PROGRAM
Any cash grant received by the refugee under the Department of State or Department of Justice Reception and Placement programs may not be considered in determining income eligibility.    
N.J.A.C. 10:90-10.1 - Any cash assistance from the referring agency or sponsor shall be treated as unearned income. 
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