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CONTRACT RENEWAL PACKAGE INSTRUCTIONS
A. Important Deadlines and Reminders

1. The contract renewal package must be submitted to dfdcontracts@dhs.state.nj.us and copied to the DFD Contract Administrator at least 45 days prior to the end of the current contract.  
2. The contract renewal package must include the most current documents and forms, and must also include all consultant and/or subcontract agreements. 
3. Any contract renewal package not submitted in accordance with the instructions and within the required timeframe, and/or any failure of the provider agency to respond to all requests for additional documentation, that prevents the execution of the contract before the 60th day of the current contract period may result in rescission of the contract award.
4. DFD reserves the right to not authorize any services without the timely receipt of a contract renewal package.  
5. Until the contract is executed DFD assumes no liability for the services rendered and the costs incurred.
6. DFD will not issue initial advance payments prior to the contract effective date. An initial advance payment will also not be issued before the contract has been signed by both parties.  Automatic advance payments will no longer be given upon contract approval.  Per DHS Policy, P4.10 Requests for Advance Payments must be submitted in writing, with sufficient justification, and must be included in the renewal package. 
7. Quarterly Expenditure and Level of Service Reports must be submitted to dfdcontracts@dhs.state.nj.us no later than 20 days after the end of the previous quarter. 
8. Final contract modification requests must be submitted to dfdcontracts@dhs.state.nj.us no later than 30 days prior to end of contract.
9. Please note that the authorized signature on DHS P2.01 Standard Language Document indicates that the terms of the Contract have been read and understood and that the parties agree to comply with the terms and conditions of the contract set forth on the Standard Language Document and any related Annexes.

B. Annex A Reminders

1. The Annex A must be thorough and include specific details of the program services, manner and method of delivery including program services, client eligibility, subcontractor and/or vendors that will provide services.  
2. The Annex A should include commentary regarding the client universe, eligibility factors, determination methods, documentation and level of service to be provided.  
3. This may require a detailed discussion for each service component, including vendor, projected level of service to be provided, number of clients, rates and total cost.  
4. The information detailed in the Scope of Work must reconcile to the Projected Level of Service (LOS) reports required as part of the renewal package.  
5. The lack of details and incorrect data in the Annex A and LOS forms will prevent the timely approval of program services and will delay the approval of the contract.   
6. Any contract not submitted in accordance with the instructions and/or in a manner that prevents the execution of the contract before the 60th day of the current contract period may be rescinded.
7. Subcontract agreements should be submitted to DFD and approved before the start of the contract, but are due to DFD no later than the 60th day of the contract period.  Failure to submit and obtain approval will result in disallowed costs and risk reduction in the award amount. 

C. Annex B Reminders

1. The contract renewal notice includes a grid detailing the funding component as well as the client services and administrative cost information for each component.  
2. Each component and service (client service and administrative cost) must be detailed in a separate column in the Annex B.  
3. Please note that administrative funding can be used for direct client services but will require approval and contract modification.  
4. Direct client services funding cannot be used for administrative costs. 
5. Administrative costs are limited to the amount specified in the contract award notification. 
6. All budgeted costs must adhere to the DHS cost principles contained in the DHS Contract Reimbursement Manual (CRM) Section 4.  DFD will review the budgeted costs for allowability, allocability and reasonableness.
7. Detailed instructions for completing the Annex B including the DHS Cost Reimbursement Manual (CRM), Section 5.3 and an Annex B tutorial are located at
 		http://www.state.nj.us/humanservices/dfd/info/

8. The budget should detail all costs to administer program and meet program goals and objectives in accordance with required cost principles and instructions of the CRM.
9. A complete, concise, budget narrative must be included on the approved form.


D. Personnel Requirements

1. The Agency Director or program designee must attend and participate in DFD-sponsored in-person meetings, trainings and conference calls as directed by the DFD Contracts and Program Staff. 
2. The agency agrees that at a minimum it will provide notification of any program administration staff changes to the DFD Contract Administrator and Program Representative within 20 days of the change.

E. Fiscal Standards and Accountability

1. Recipients and sub-recipients of Federal and State funds are responsible for the proper use of such fund.  
2. Funds must only be used for the intended purpose and in compliance with all Federal, State and contract regulations.  
3. All parties are responsible for the transparency and accountability for the funds and are subject to administrative, contractual and legal sanctions for the misuse and/or improper use of these funds.  
4. Provider Agencies are considered sub-grantee/recipients under this contract and are subject to Federal laws, regulations and provisions of this contract as set forth in this document; and must ensure adherence to all applicable regulations.
5. The agency must meet all contract expectations as described in the RFP as well as those detailed in this contract.  
6. Failure to meet any performance standard and/or contract expectations can be grounds for contract default whereby current funding is reduced, the contract is suspended or terminated, and the provider agency can be prohibited from applying for future contract awards.   
7. In addition to the core areas of program delivery, Provider Agencies must maintain administrative and fiscal accountability, meet reporting requirements, and ensure program integrity to meet all program compliance and performance standards.  
8. As recipients of government funds, all agencies must adhere to all Federal and State laws and regulations as stated above.      
9. The agency is a third party provider of services to DFD subject to administrative, fiscal and programmatic monitoring and oversight from DFD.  
10. The provider agencies are responsible to adhere to all DHS and DFD contract rules and regulations and to follow all directives issued by DFD. 
11.  Provider Agencies’ acceptance and use of Federal and State funds from this contract constitutes the agency’s acceptance of these terms and conditions.  
12. Contract funds are allocated to meet program objectives and for the purpose as intended.
13. The agency must ensure that fiscal and accounting procedures are sufficient to permit the preparation of required reports and the proper reconciliation of expenditures to adequate source documentation to establish funds have been used appropriately for the intended purpose in accordance with all applicable laws, regulations, and contract cost principles.
14. The agency must submit to an Annual completion of the Single Audit, as required.
15. Funds are not used to support inherently religious activities, such as religious instruction or activities.
16. Funds are not used to support lobbying activities to influence proposed or pending Federal or State legislation or appropriations.
17. Funds are expended in accordance with all pertinent laws and regulations.




F. Key Statutory and Regulation Requirements of the Contracted Provider
   
1. The agency must determine who is eligible to receive Federal and State financial assistance.
2. The agency must have internal controls and performance measures to determine that all Federal and State rules are accurately applied.
3. The agency must adhere to applicable Federal rules and State program compliance requirements. 
4. The agency must assure appropriate use of allowable government funds to carry out the goals and objectives of the program. 
5. The agency must assure that all programs will comply with statutory requirements and ensure Federal and State funds are applied only to clients who meet program eligibility criteria.

G. Reporting Requirements

1. The agency is required to submit program and fiscal reports within the required timeframes.  At a minimum, the following reports are required:
2. Fiscal Reports 
a. Report of Expenditures (ROE)
i. Agency expenditure reporting is required on a quarterly basis combining subcontracted and direct agency expenditures.  
ii. Actual expenditures must be reported using the Annex B form on a cumulative basis by the 20th day of the following month after the close of each calendar quarter. 
b. The Final ROE and audit, if applicable, are due 120 days after the contract period ends. 
c. Reports of Expenditures should be submitted to dfdcontracts@dhs.state.nj.us.
3. Program Reports
a. Level of Service Reports (LOS)
b. Program Level of Service reports are required on a monthly or quarterly basis, according to the report.  Actual levels of service should be submitted on the required forms and/or via the required method on a cumulative basis by the 20th day of the following month after the close of each calendar month or quarter. 
c. Level of Service reports should be submitted to dfdcontracts@dhs.state.nj.us with a copy to the DFD Program Office specified in the Annex A.  

H. Payment Terms

1. DFD will not issue initial advance payments prior to the contract effective date. 
2. An initial advance payment will also not be issued before the contract has been signed by both parties.  
3. Automatic advance payments will no longer be given upon contract approval. Per DHS Policy P4.10 Requests for Advance Payments must be submitted in writing, with sufficient justification, and must be included in the renewal package. 
4. Subsequent quarterly payments may be issued upon receipt and review of the quarterly report of expenditures (ROE) and Level of Service (LOS) reports, assuming all other contract obligations are current and there are no violations of any other contract provisions.  
5. Adjustments to a quarterly payment may be made for a variety of reasons, including provider agency spending patterns, DFD fiscal review issues, audit matters that come to our attention, or as needed to meet program delivery and DFD Budget/ Fiscal issues.
6. Agencies must register for vendor payment inquiry system.  
7. This system provides vendors information related to payments received from DFD.  By registering for this system you will be able to see where your payment is in the process.  
8. Links to this process are below:
https://www20.state.nj.us/TYM_VPI/home.jsp
https://www20.state.nj.us/TYM_VPI/enroll/
I. Contract Renewal Package Required Documents and Forms

1. DHS Policy P1.01 - Required Contract Document Checklist
1. FFATA – Federal Funding Accountability
1. Disclosure of Investment Activities in IRAN
1. Certification Regarding Debarment, Suspension, etc.
1. Chapter 51 Vendor Certification and Disclosure – For Profits only
1. Notification of Licensed Public Accountant (P7.06)
1. Certification Regarding Lobbying










STATE OF NEW JERSEY - DIVISION OF FAMILY DEVELOPMENT
ANNEX A – CONTRACT SUMMARY SHEET 
	[bookmark: Text301]Provider Agency
	     
	Contract#
	

	Mailing Address
	     
	Federal IIIDID #
	[bookmark: Text302]     

	
	     
	

	
	     
	

	Telephone Number
	     
	


	Provider Agency Fiscal Year End
	     
	County
	     

	
	
	
	
	
	

	Contract Effective Date
	
	to
	
	Contract Ceiling
	$     

	
	
	
	

	Organization Type
	County
	|_|
	Board of Social Services
	|_|


	
	Non-Profit
	|_|
		CWA
	



	|_|


	Program Administration Details:
	
	
	

	Chief Executive

	Title
	     
	

	Mailing Address
	[bookmark: Text408]     
	

	
	[bookmark: Text409]     
	

	
	[bookmark: Text297]     
	

	Telephone Number
	     




	

	Fax Number
	     




	

	E-Mail Address
	     




	

	
	     
	

	All routine notices relevant to the administration of the program should be sent to:
	
	
	

	Name & Title

	Mailing Address
	     
	

	
	     
	

	
	[bookmark: Text298]     
	

	Telephone Number
	     
	

	Fax Number
	     
	

	E-Mail Address
	     
	

	
	
	


Do you certify that all information is read, understood and correct?
Agency Authorized Signature: ___________________________________ Date: __________

Division of Family Development
Annex A -Service Delivery Information

				
	Contract Number:  #
	[bookmark: Text204]     



	Program Name:
	     

	Site Address:
	     

	City, State, and Zip
	     

	Site Phone Number:
	     

	Program Director/Coordinator 
	     

	Telephone #:
	     

	Fax:
	     

	E-Mail:
	     



Service will be provided as follows (designate time):
	
	From
	
	To

	Sunday
	     
	
	     

	Monday
	     
	
	     

	Tuesday
	     
	
	     

	Wednesday
	     
	
	     

	Thursday
	     
	
	     

	Friday
	     
	
	     

	Saturday
	     
	
	     



Services will not be provided on the following occasions:    # Holidays  _______

	Date (s)
	
	Occasion

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     


[bookmark: _GoBack]Emergency Provisions:   Describe any special arrangements which have been made to handle emergencies, e.g. voice mail instructions, special telephone numbers etc.:________________________________________________



























Annex A Document-CCR&R FY18

Please review the Expectations and Performance Standards requirements as it relates to CCR&R agency’s administration, DFD child care subsidy programs and special initiatives. Respond to each requirement and indicate the Level of Compliance.  Detailed documentation must also be provided as directed.
Note: DFD reserves the right to reevaluate all or part of the Expectations and Performance Standards requirements to accommodate for new business changes. The CCR&R shall be required to conform to the requirements.  
Please refer to the RFP for the detailed list of Standards. 
	Administrative Oversight



Expectation – Demonstrates the capacity to coordinate, develop and carry out the administrative, fiscal and service delivery elements of the specific child care programs in accordance with the Annex A, RFP, federal and state laws, regulations, policies and procedures, and instructions as communicated by the DFD Program Staff.

Performance Standard – Written administrative standards for accountability and management performance goals.  Please submit one example of these standards.  

|_| Meets Standards  
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Maintains a financial management system that contains adequate internal controls to ensure fiscal and programmatic accountability.  Please identify which system or software your agency is using for this purpose.  

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Complies with all personnel requirements as outlined in the contract and RFP. Please provide job duties and responsibilities for all administrative, management, and supervisory staff, as well as your Lead Trainer. 

|_| Meets Standards    
|_| Not Implemented.  Provide target date for completion:



Performance Standard –Conducts annual self-assessments to ensure appropriate organizational capacity to deliver services and measure program compliance and performance standards as outlined in the contract.  Please provide a summary of your agency’s 2017 self- assessment findings.

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency structure and functional units (i.e. Intake unit, quality control assurance, qualified and required personnel) are aligned with the infrastructure requirements and meet desired outcomes as outlined in the contract.   Please provide a copy of your agency’s organizational chart.

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard - Ensures that all program and client outcomes are utilized in order to make recommendations to DFD on modifications in services and service delivery. Please provide some recommendations for our consideration based on either program or client (or both) outcomes or feedback.
 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Timely submits Program reports (minimum 90% timely).

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard –Maintains the required written policies on the storage, maintenance and sending and receiving of all confidential electronic and physical records and information. 
 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:


Please Indicate Level of Compliance - Administrative Oversight:     

|_|  Fully implemented – Meet all the Performance Standards outlined.  
|_|   Not fully implemented- The Agency must provide a specific implementation plan for achieving compliance with the standards that are not met, including planned activities and target completion date, by no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding:


	
Program Integrity 



Program integrity includes all efforts made to ensure effective internal controls over the administration of DHS/DFD subsidized child care assistance program and funds.  The Agency has the responsibility for monitoring programs and services, ensuring compliance with the rules of the program, and conducting administrative oversight of the expenditure of funds. 
Expectation - The Agency shall ensure that staff are collecting and adequately documenting referrals, outreach, assessments, prior authorizations, client services, and other program participation and compliance requirements deemed necessary to ensure the integrity of the program services and evaluation.
Performance Standard – Effective internal controls are in place, including accountability measures and strategies to prevent and/or minimize errors (including unintentional agency errors). Improper payment errors should not exceed 10% and program monitoring review errors findings should not exceed 20%.  Please provide your agency’s average improper payment error percentage based on internal quarterly reviews.
|_| Meets Standards.  
|_| Not Implemented.  Provide target date for completion:

Performance Standard - Developed appropriate measures and action steps to minimize and reduce errors.  Describe which steps have been developed and what actions your agency has taken?  

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Established protocols and procedures for coordination of services across operating units for improving outcomes and quality of service. Please provide a copy of your agency’s written standard operating procedures or guidance. 

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance – Program Integrity    

|_|  Fully implemented - Met all Performance Standards outlined  
|_|  Not fully implemented- The Agency must provide a specific implementation plan for achieving compliance with the standards that are not met, including planned activities and target completion date, by no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 


	Subsidy Program Management



Expectation:  The Agency must demonstrate the ability to effectively administer the child care subsidy program in accordance with established State regulations and policies. 
Performance Standard- Ensures that staff is familiar with program policies, and policy and system changes.  Please provide written materials or describe your agency’s approach to meeting this standard.
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Applications are processed and determined eligible in the quickest timeframe, no later than 45 days.  (Minimum 90% timely rate)
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard - Eligibility assessment and reviews are conducted within ten days.  
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard –Agreements are authorized not less than 12 months.  
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard - Quarterly internal audit reviews are conducted with results showing a 90% accuracy rate.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Customer service performance standards are established and met. (Calls returned within 3 days)  
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Written procedures for case management, document review and tracking workflow are available to all employees.
 |_| Meets Standards
 |_| Not Implemented.  Provide target date for completion:


Performance Standard – Quarterly provider meetings are conducted to inform of policies and address concerns.   Please provide FY 2017 dates and agendas
     
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard - The Agency ensures coordination with the operations of preschool programs such as Head Start grantee agencies; private schools, and summer camps as applicable  

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency shall establish a local process with DCF, CWA/BSS, and other key agencies to coordinate services and resolve child care concerns impacting access to child care services and prompt payment to providers.   Minimum of quarterly meetings - Please list dates meetings were held in FY 2017 

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:


Please Indicate Level of Compliance - Subsidy Program Management   

|_| Fully implemented – Meet all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.

Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 



	Health and Safety



DFD as the lead agency for CCDF has significant responsibility for ensuring the health and safety of children in child care receiving federal funds, and is also required to certify that procedures are valid and operational in order to ensure that child care providers caring for children receiving public funds comply with the applicable health and safety requirements. 
Expectation - The Agency has an effective system and process in place to ensure that all eligible providers meet DFD required health and safety requirements.  

Performance Standard – Valid license, certification and required documentation are verified and copies are in the case files.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Written procedures and internal controls are established and maintained in order to ensure each child’s placement of care is in accordance with program policies. Please provide a copy of your agency’s written standard operating procedures.    
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Onsite inspections are conducted prior to authorization of funds, and annual unannounced inspections for Family Child Care, Approved and In-home Providers are done timely.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Complaints are investigated within 72 hours, except those reporting serious injuries and/or danger are investigated within 24 hours.   Please identify what method your agency uses to track complaints
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard- Parental complaints about providers are documented and maintained. 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard - Complaints substantiated and/or which pose imminent danger (i.e., lack of supervision, child/staff ratio, and inappropriate discipline) are reported immediately to DFD and OOL.   
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:
Performance Standard – All Pre-service and Orientation Health and Safety Trainings must meet DFD professional development standards and requirements. Please provide Lead Trainer list.
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Health and safety trainings are accessible to providers and reflect the needs of the providers (offered at different times, different languages and modalities, and frequently to ensure providers can timely access and adhere to training requirements). Trainings shall be scheduled to meet the needs of providers receiving funds through CCDF, at a minimum of 16 instructor-led pre-service trainings per year. List the total number of trainings provided in FY 2017  
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Health and safety trainings are delivered by the Lead Trainer, qualified consultants or persons approved by DFD and funded through this contract as a trainer.  Please provide a list identifying staff other than Lead Trainer that has conducted trainings.  

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:




Please Indicate Level of Compliance – Health and Safety    

|_| Fully implemented – Meet all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 



	
Consumer Education



Families should be provided the most comprehensive social services information when choosing the appropriate child care setting for their children; thereby affording families the ability to make the best educational choices that will help their children attain their full potential.  This goal is achieved by family engagement through consumer education and supporting programs that will increase their quality of service so that more quality options are available to families.
Expectations: The Agency shall comply with all requirements outlined under consumer education services requirements.   
Provide families with information regarding health and safety (licensing and regulatory requirements, complaint procedures), risk factors, parental choice, and high quality child care choices; including but not limited to:  
· Child care requirements and process for accessing services 
· Other programs and resources that are applicable to the family
· Application and eligibility process (provide assistance as required) 
· Different types of child care programs (i.e., license, license exempt, center-based, home-based and setting options)  
· Key program quality indicators and high quality standard programs (i.e., NAEYC, Head Start, State Pre-K, Grow NJ Kids, etc.) 
· Health and safety regulations and requirements (i.e., required 10 training topics, monitoring inspection reports that outline violations) 
· Rights and responsibilities. 



Performance Standard – ensures that all families and providers represented in the service delivery area have access to services.  
· Promote, educate and inform the public and child care community about high quality child care and encourage providers to strive for high quality child care and/or accreditation.
· Publicize and disseminate information in various communication and outreach modes about DFD’s child care programs and services, i.e. website, brochures, community events and any other related public outreach.   
· Disseminate information (brochure/newsletter/publication, etc.) to ensure that parents and the public understand what quality settings look like and the effect of a quality program on their child’s development to guide decision-making. 

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard Assist DFD with communicating and disseminating information on quality initiatives and related programs.  Inform and promote DFD programs, services and initiatives on the Agency’s website.
· Utilize and distribute DFD materials, information and brochures.
· Incorporate DFD’s standard language on website.
· Uploaded DFD instructed Flyers and information posted on the agency website 
            
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Inform and educate parents about higher quality components as outlined in NJ Grow Kids Standards (i.e., competencies-learning environment and curricula, assess learning environment and child interaction, health and safety stepping stones, health and safety indicators, etc.).  Please provide a list identifying your agency’s QIS staff
|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:


Performance Standard - Incorporate consumer education directly into the intake and eligibility process for families applying and being re-determined.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency must coordinate a minimum of four community events to ensure the child care community is adequately aware of changes in program policies or informed of new initiatives. Please provide a list of the names of community events that have been held, include dates.  
|_| Meets Standards    
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Maintain bilingual or multilingual staff reflective of the community. List the number of bilingual or multilingual staff  

|_| Meets Standards  
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance   - Consumer Education  

|_| Fully implemented - Meet all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 

	Fiscal Accountability



Expectation - The Agency has fiscal and sound accounting practices to ensure funds are used appropriately for the intended purpose in accordance with all applicable laws, regulations, and contract cost principles.

Performance Standard – Written payment processes and procedures are established for staff handling fiscal activities, including outlining internal controls to ensure separation of payment authorization and eligibility determination roles.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Effective payment practices (tracking and monitoring, system detailing, payment authorized through either adjustments or manuals) to ensure accurate, unduplicated and timely authorization of payment, and reconciliation to resolve payment discrepancies within two pay cycles. Please submit a copy of the tracker.

|_| Meets Standards 
|_| Not Implemented.  Provide target date for completion:
Performance Standard – Ongoing review of payment authorization/approvals, reports, monitoring, discrepancies and complaints. Please describe the review process. Identify the job title of staff who are involved in this process and the frequency of reviews.  

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Internal controls established to ensure that transactions entered in the EPPIC automated system are processed correctly.  

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:


Please Indicate Level of Compliance - Fiscal Accountability
  
|_| Fully implemented Meeting all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 


	
Professional Development Training


Expectation – The Agency shall establish an integrated and unified system for tracking professional training and technical assistance that is aligned with improving the health, safety, and quality of child care services. 
Performance Standard – The Agency must utilize the Registry Training Module and DFD approved systems to record all trainings. All trainings must be entered in the Registry
|_| Meets Standards  
|_| Not Implemented.  Provide target date for completion:


Performance Standard – The Agency must provide the required targeted health and safety and other professional development trainings supported with this contract and in alignment with DFD’s goals.   
  
· Health and safety trainings must be named in the same matter as listed in this contract;
· Must comply with DFD professional development requirements and standards, including but not limited to:
· Promote the social, emotional, physical, and cognitive development of children and to improve the knowledge and skills of the child care workforce;
· Reflect current research and best practices relating to the skills necessary for the child care workforce to meet the developmental needs of participating children, and improve the quality of, and stability within, the child care workforce;
· Include content and objectives in alignment with national standards, GNJK,  and best practices (Caring for our Children, and American Academy of Pediatrics), as well as are designed within the framework of the CDA
· Include materials and resources  
· Utilize and promote  DFD’s approved online trainings;
· Provide a minimum of face/face orientations and pre-service health and safety trainings to meet the needs of the child care community;
· Ensure trainings are easily accessible to providers;
· Offer trainings in multiple languages to meet the diversity of providers; 
· Offer trainings at various dates and times.   

|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard - The Agency must provide the adequate number of professional development training(s) to meet the child care community needs and in alignment with DFD’s standards.
· Trainings must be offered at a minimum monthly.
· Trainers must be vetted through DFD’s approval process.   
· Administration of Medication Curriculum by American Academy of Pediatrics administered by a Health Consultant or other health care professional  
   
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Coordinate and assist with other trainings supported by DFD. 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – All trainers must be registered in the Registry as an approved instructor.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – All trainings must be identified correctly on the statewide calendar.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard - All professional development trainings must relate to the use of scientifically-based, developmentally-appropriate and age-appropriate strategies to promote the social, emotional, physical, and cognitive development of children, and designed to improve the quality of different types of child care providers and services.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:




Please Indicate Level of Compliance - Professional Development Training   

|_| Fully implemented Meet all the Performance Standards outlined.  
|_| Not fully implemented- Provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 

	Emergency Planning and Preparedness



Expectation – To develop and maintain a standardized and comprehensive emergency preparedness and response plan to address readiness and recovery efforts specific to child care services and all programs and providers in the event of a disaster; thereby, ensuring business continuity.
Performance Standard – The Agency shall utilize Child Care Aware “NACCRRA,” a Disaster Planning Guide for Child Care Resource & Referral Agencies as guidance or comparable document.  http://www.naccrra.org/sites/default/files/default_site_pages/2012/disaster_guide_v02-072706-2_0.pdf
Performance Standard – The Agency is required to annually submit an updated plan.  The plan must include the following: 
1. Contingency plan for continuation of services to families and providers;
2. Coordination efforts with local emergency management agency and key partners (OOL, DFD, CWA, etc.);
3. Outreach efforts to assess need and proving technical assistance to child care providers;
4. Assisting families and providers with rebuilding efforts after a disaster and;
5. Emergency contact person and team, relocation and evaluation plan, (Please refer to pages 98 to 101 in the sample forms as guidance.)
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard –Obtain alternative contact information, i.e., alternate phone number and email address from providers.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard –Use various modes of communication, i.e., email blast, group phone call, One-call, and/or website to inform providers and parents of emergencies and continuum service policies.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Provide technical assistance on Emergency Planning and Recovery.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Provide information and resources, and coordinate with key partners to help families and providers expedite recovery efforts.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance   - Emergency Planning and Preparedness 

|_| Fully implemented Meet all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 

	Data Management and Quality Assurance



The Agency shall implement a DFD approved Management of Information Systems procedure for tracking client services, referrals, utilization, client demographics, recommended and actual utilization of services, and other data as required by DFD.

Expectation - The Agency shall assure the accuracy and consistency of data to ensure data quality and integrity.  

Performance Standard – The Agency shall collect and capture information for the standard or general data fields in NACCRRAware or DFD approved system for DFD approved providers in accordance with DFD requirements. Please identity what non DFD systems are used and provide license agreement.   
 |_| Meets Standards
 |_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency shall have internal control and quality assurance measures to track data management accuracy and consistency across program areas.
  |_| Meets Standards
  |_| Not Implemented.  Provide target date for completion:

Performance Standard - The Agency is required to accurately submit all required program and level of service reports in the format prescribed by DFD.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance – Data Management and Quality Assurance   
|_| Fully implemented - Meet all the Performance Standards outlined.
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 





	


Quality Improvement and Special Initiatives



The Agency must follow established procedures and guidance for all special initiatives, such as Strengthening Families Initiative and Grow NJ Kids, and comply with the regulations governing the Family Child Care Registration.
Expectation - All quality activities shall be in alignment with DFD’s goals and program requirements and be aligned to support and help sustain quality efforts required by CCDBG, Grow NJ Kids, and other DFD funding efforts.
Performance Standard - Comply with all the special initiative program requirements.  
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:


	The Strengthening Families Initiative (SFI)



SFI focuses on a strength-based framework of five research-based Protective Factors that provides parents with comprehensive tools in order to an effective parent.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency is required to work with providers using the Department of Children and Families, Division of Family and Community Partnerships Strengthening Families approach to preventing child abuse and neglect by building protective factors among families being served through early care and education programs.    
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:


Performance Standard – The Agency is required to meet all program service deliverables and levels of service. 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:



Please Indicate Level of Compliance   - Quality Improvement and Special Initiatives 

|_| Fully implemented - Meet all the Performance Standards outlined.  
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.

Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 



Grow NJ Kids



Grow NJ Kids has a multi-layered technical assistance approach to efficiently support a program’s progressive movement through the framework of Grow NJ Kids (GNJK). Quality Improvement Specialists provide the first layer of technical assistance to help improve program quality and navigate through the Grow NJ Kids process.

Performance Standard – The Agency shall ensure QIS staff meets the educational and experience requirements as defined in the contract.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency shall ensure QIS staff is dedicated full-time to GNJK related activities as defined in the contract.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – The Agency shall effectively administer service deliverables in accordance with GNJK, Technical and QIS roles and responsibilities and Protocol documents.    
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard: The Agency shall meet all benchmarks as outlined in Technical Assistance, QIS role and responsibilities and Protocol documents.   
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance – Grow NJ Kids

|_| Fully implemented Meet all the Performance Standards outlined. 
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.

Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding. 


Family Child Care Registration, Family, Friends and Neighbors, and In-Home Provider Approval 





The Family Child Care Registration is a voluntary registration of family child care providers that must comply with requirements of the Manual of Requirements for Family Child Care Registration.   
Family, Friends and Neighbors (FFN) and In-Home Providers are individuals who have been evaluated and approved by CCR&Rs to provide child care services.
Expectation – The Agency must comply with the regulations governing sponsoring organizations, in accordance with the Manual of Requirements for Family Child Care Registration, and assumes responsibility for the regulatory, enforcement, and support aspects of the FCC registration program.
Additionally, the Agency must ensure FCC providers meet new CCDBG requirements to qualify and receive funds through CCDF. 
Performance Standard – Adequate number of inspectors to ensure timely annual unannounced inspections for all home-based providers paid through CCDF. (1FTE to 75-100 Providers)   
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Evaluate all prospective provider homes and existing homes for renewal, as well as monitoring at least 100% of all registered homes annually during the contract period.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Utilize various modes of communication to inform providers of new CCDBG requirements.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Offer free accessible orientation, in-service and pre-service trainings in alignment with CCDBG mandatory health and safety trainings focused on improving health and safety standards.
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Provide quarterly meetings at a minimum to inform of new policies and changes. Provide dates and agendas of quarterly meetings held in FY 2017.  
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Document, track and monitor all activities related to inspection, monitoring, complaints, investigations, training, technical assistance, and status change. 
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Performance Standard – Enforce effective internal controls and procedures to ensure providers meet program requirements prior to authorization of payment.  
     
|_| Meets Standards
|_| Not Implemented.  Provide target date for completion:

Please Indicate Level of Compliance – Family Child Care Registration 

|_| Fully implemented - Meet all the Performance Standards outlined.
|_| Not fully implemented- The Agency must provide specific implementation plan for achieving compliance with the standards that not met, including planned activities and target completion date, no later than April 30, 2018.
Tasks/Activities – Please list the specific measures your agency will implement in order to meet requirement standard(s) that are outstanding: 
For FY 2018 (October 1 – September 30, 2018) – Projections should be based on the number of active providers that are currently receiving payment through CCDF.
1. Please indicate the projected number of family child care providers inspections expected      to be conducted. |_|
	
2. [bookmark: Check2]Please indicate the projected number of family, friends and neighbor inspections expected    to be conducted. |_|

3. Please indicate the projected number of in-home provider inspections expected to be             conducted. |_|

	Required Pre-Service and Orientation Health and Safety Trainings



Pre-service Required Training    
· First-Aid		
· CPR Certification (Pediatric)  
· Prevention/ control infectious disease (immunization) 
· Safe Sleep or SID
· Shaken Baby and Abusive Head Trauma Prevention
· Administration of medication, consistent with standards for parental consent
· Prevention of and response to emergencies due to food and allergic reactions
· Building and physical premises safety
· Handling and storage of hazardous materials and the appropriate disposal of bio-contaminants
· Providers that offer transportation, if applicable, appropriate precautions in transporting children 
· Child abuse/neglect
· Emergency Preparedness
· Child Development  
· 
Ongoing Required Professional Development Trainings
· Preschool Learning Standards Guidance 
· Strengthening Families
· Financial literacy/Business Development 
· Nutrition and Physical Health and Development (particularly healthy eating and physical activity)
· ASQ Development Screening – Coordination 
· Administration of Medication – American Academy of Pediatric 6 hour training Curriculum – instructor must be a Child Care Health Consultant or Health Care Professional     
· Others – TBD  

