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Section 1 
Administrative Information and Overview 

	1.1 Purpose 

	The State of Idaho’s (“State”) Division of Purchasing (“DOP”), on behalf of Idaho Commission on Aging (“ICOA”) is issuing this Request For Proposal (“RFP”) to solicit Proposals from qualified and experienced firms (“Offerors”), that can operate the Senior Community Service Employment Program (SCSEP) in Idaho's Planning Service Area 3, providing part-time, work-based job training for low-income adults age 55 and over.  Background information is provided in Exhibit 2.  General Requirements are provided in Exhibit 3, and Scope of Work is provided in Exhibit 4.


	1.2 Procurement Schedule 


Pre-Proposal Meeting: 
Deadline to submit questions:
Closing Date (deadline to submit Proposal):
Public Opening Date:
Proposal Opening Link:

	The State will make every effort to adhere to the schedule below, but reserves the right, at its sole discretion, to adjust the schedule.  

06/24/2026 @ 1:00 pm MT
07/01/2026 @ 11:59 pm MT
See IPRO Event Main Page for current closing date and time.
07/15/2026 @ 10:30 am MT 
Join the meeting now


	1.3 RFP Lead 





Name:
Title & Agency:
Email:
	The individual listed below (referred to as “RFP Lead”) is responsible for the conduct of this procurement.  From the issue date of this RFP, until a contract is awarded, or the RFP is cancelled, Offerors are prohibited from communicating with any State employee, Official, or Evaluators regarding this RFP or procurement.  

Erik Schmidt
Buyer, Division of Purchasing
Erik.Schmidt@adm.idaho.gov 


	1.4 Pre-Proposal Conference






 Link:

	A non-mandatory pre-proposal conference will be held to provide an overview of the RFP process, the scope of work, and submission requirements. While attendance is highly encouraged, it is not mandatory. The meeting will be conducted virtually, with the access link provided below. To inform the State of your planned interest and attendance, please complete and submit Exhibit 9.

Join the meeting now


	1.5 IPRO eProcurement System 

	This Solicitation is issued by the State via the State’s eProcurement system, IPRO.  It is the Offeror’s responsibility to monitor IPRO for any updates or amendments.  

Link: IPRO POWERED BY LUMA


	1.6 Initial Term and Contract Renewal
	The term of this Contract will be for one (1) year.  Upon mutual, written agreement, the Contract may be renewed, extended or amended.  The anticipated total Contract term is five (5) years.



THE ADMINISTRATIVE FEE DETAILED IN ARTICLE 5 OF THE STATE’S STANDARD CONTRACT TERMS AND CONDITIONS WILL NOT APPLY TO THE CONTRACT(S) THAT RESULT FROM THIS SOLICITATION.

1.7 Questions 
The Offeror must review this entire RFP solicitation, including associated documents.  All questions, requests for clarification, or other correspondence must be submitted in writing via email to the RFP Lead. See Exhibit 10 for additional instructions.  Questions must be submitted using the table provided within Exhibit 10.   

1.8 Modifications and Exceptions to Requirements, Terms, and Conditions

1. 
0. 
0. 
0. 
0. 
0. 
0. 
0. 
0. 
7. Vendors are strongly encouraged to submit any proposed modifications to the requirements, terms, or conditions of the RFP on Exhibit 11 – Modifications and Exceptions prior to the deadline to submit questions.  Questions regarding these requirements must contain the following:

0. The rationale for the specific requirement being unacceptable to the party submitting the question (define the deficiency).

0. Recommended verbiage for the State’s consideration that is consistent in content, context, and form with the State’s requirement that is being questioned.

0. Explanation of how the State’s acceptance of the recommended verbiage is fair and equitable to both the State and to the party submitting the question.

7. In the event that a Proposal contains modifications or exceptions to any Solicitation requirements, terms, or conditions which are not addressed during the question and answer period, they must be identified and submitted on Exhibit 11 - Modification and Exception Form and must contain the same information outlined in Section 1.8, above.  The State will not consider any modifications or exceptions that are not identified specifically on Exhibit 11. 

7. The State has sole discretion to determine if the modifications or exceptions submitted by an Offeror would result in a material change or otherwise threaten the integrity of the procurement process.   See Idaho Terms and Conditions Background and Limitations.  Pursuant to IDAPA 38.05.01.084.e, the State may only negotiate non-material modifications or exceptions.  Modifications or exceptions which the State determines to be material, or which otherwise threaten the integrity of the procurement process, will not be accepted or negotiated.  If the Offeror has conditioned its Proposal on the State’s acceptance or negotiation of its proposed modifications or exceptions, and the modifications or exceptions are deemed material, the Offeror will be given the opportunity to retract the proposed modifications or exceptions from its Proposal.  Failure to do so will result in the Offeror’s Proposal being found non-responsive, after which it will receive no further consideration.

7. Non-material modifications or exceptions may be discussed with the apparent successful Offeror, at the discretion of the State; however, the State must have the right to reject any and all such modifications and/or exceptions, or to call an end to such discussions, and to instruct the Offeror to amend its Proposal and remove the modifications and/or exceptions.  Failure to do so may result in the State finding the Proposal non-responsive.

7. Except as otherwise provided within the Solicitation, the State will not consider modifications or exceptions to the requirements, terms, or conditions which are proposed after the RFP Closing Date.

1.9 Amendments
The State may issue amendments to make changes to the RFP, or to respond to any questions.  Amendments will be posted on IPRO.  Offerors are responsible for monitoring IPRO for updates and amendments. All published amendments must become part of this RFP, and must be considered by the Offeror in its Proposal. Oral interpretations or clarifications of this RFP are not binding and should not be relied upon. Any verbal responses or informal communications from the State regarding this RFP are considered unofficial and will not be binding.

1.10 Authority 
This procurement is conducted in accordance with IDAPA 38.05.01 and pursuant to Title 67, Chapter 92 of the Idaho Code. 











Section 2 
Format & Submission Requirements

2.1 Adherence to Requirements 
The Proposal must be submitted in accordance with the requirements set forth in this document. Any Proposal that does not adhere to the requirements may be deemed non-responsive and rejected. The State reserves the right, in its sole discretion, to waive any minor informalities or immaterial non-compliance.

2.2 Deadline to Submit 
All Proposals are due at the date and time specified in the Procurement Schedule (Section 1.2). Late Proposals must not be accepted or considered. The State must not be responsible for any technical issues, difficulties, or delays.  Offerors are strongly encouraged to begin the process of submitting the Proposal response far enough in advance of the Closing Date/Time to allow for resolution of any technical difficulties.

2.3 Submittal Form Templates 
The Offeror must ensure that their response meets all requirements detailed within this RFP. This RFP contains Submittal Forms, which must be used by the Offeror to submit their Proposal.  Offerors must not re-create these Submittal Forms, create their own Submittal Forms, or edit the format structure of the Submittal Forms. An electronic copy of each Submittal Form is posted along with this RFP. The Offeror must download, complete, and submit each Submittal Form in their response.  

2.4 General Format Requirements 
The Proposal response must meet the following requirements:
2.4.1 The Offeror must not embed information, embed files, or embed any links within the Submittals.
2.4.2 Be made on standard 8.5” x 11” paper size.
2.4.3 Use a minimum font size of ten (10) (images, figures, graphs, charts, are excluded from this font size).
2.4.4 Use a font style such as: Calibri, Arial, Times New Roman, or similar.
2.4.5 The Offeror must not attach additional information to any Submittal Form (unless it has been explicitly requested).  Any additional attachments submitted will not be considered in the evaluation process.
2.4.6 Cost information must only be contained within the Pricing Schedule Submittal Form.  No other document or Submittal Form may contain cost or pricing information.   

2.5 Page Limits
The Submittal Forms have maximum page limit requirements, as shown in the table below. The Offeror must ensure that their Proposal meets these page limit requirements. Offerors must not exceed the maximum page limits. Please note that the page limit applies exclusively to the front side of a page only (i.e. a '1 Page' implies that the Offeror can only provide a response on one side of a piece of paper). Additional text will be removed or redacted before being provided to evaluators; only the text within the page limit will be evaluated. Offerors may add a cover page and table of contents which will not affect the Maximum Page Limits and this information will not be used for evaluating Offerors Proposal. Any substantive content added to the cover page or table of contents will be removed or redacted before being provided to evaluators.

	Submittal Form
	Maximum Page Limits

	Submittal Form A
	Background, Declarations, & Certifications 
	n/a

	Submittal Form B
	Qualifications & Experience
	4 Pages

	
	Approach
	6 Pages

	
	Obstacles, Challenges, & Risks 
	2 Pages

	
	Scenarios
	6 Pages

	Submittal Form C
	Pricing Schedule
	n/a



2.6 Electronic Submission Instructions 
The Offeror must submit the Proposal as follows:
1. 
2. 
2.1. 
2.2. 
2.3. 
2.4. 
2.5. 
2.6. 

2.6.1. The Proposal must be submitted electronically through IPRO POWERED BY LUMA.  The State will not accept Proposals in any other manner (i.e. facsimile, email, or hardcopy submissions).  All Offerors participating in this Solicitation must establish an account in the IPRO system, as it is necessary in order to process and/or award the resulting Contract(s). Establishing an account is free.

Link: IPRO POWERED BY LUMA

Please make sure that the entity profile under which the Proposal is submitted in IPRO, is the same legal entity presented in the uploaded response materials.  If there are any discrepancies, the entity information provided within Submittal Form A prevails.

2.6.2. The Proposal must be submitted in the following forms:
	Forms
	Contents
	File Format 
	File Naming Conventions

	1
	Submittal Form A
	MS Word
	Form A – Insert Offeror Name

	2
	Submittal Form B
	MS Word/PDF
	Form B – Insert Offeror Name

	3
	Submittal Form C
	MS Excel
	Form C – Insert Offeror Name

	4* 
	Redacted Submittal Forms*
	PDF
	File Name REDACTED – Insert Offeror Name 


* If applicable. Applies to Proposals with trade secrets as discussed below.

2.6.3. All electronic files must be in Adobe PDF, Microsoft Word, or Microsoft Excel format as noted in the table above.    

2.6.4. The Proposal file(s) must not be password protected or locked in any way.

2.6.5. All submission materials must be submitted at the same time.  If multiple submissions are received, only the latest timely submission will be considered.

2.6.6. Alternate Proposals are not allowed.

2.6.7. Note: When submitting through IPRO, enter your Cost in IPRO as “$0.01”.

2.6.8. If your Proposal contains trade secrets (see Section 2.7), submit an additional redacted version. This submittal must have 'Redacted' in the file name.

2.7 Trade Secrets and Non-Public Information  
The Idaho Public Records Act, Idaho Code title 74, chapter 1 (the “Act”) defines trade secrets to “include a formula, pattern, compilation, program, computer program, device, method, technique or process that derives economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by other persons and is subject to the efforts that are reasonable under the circumstances to maintain its secrecy.”  The Act also defines other records that may be exempt from public disclosure.  

In addition to marking each page of the document with a trade secret or other exemption notation (as applicable; and as provided in Paragraph 28 of the Solicitation Instructions to Vendors), Offerors must also:
1. 
2. 
2.1. 
2.2. 
2.3. 
2.4. 
2.5. 
2.6. 
2.7. 

2.7.1. Identify with particularity the precise text, illustration, or other information contained within each page marked “trade secret” or “exempt from disclosure” (it is not sufficient to simply mark the entire page).  The specific information you deem “trade secret” or “exempt” within each noted page must be highlighted, italicized, identified by asterisks, contained within a text border, or otherwise clearly delineated from other text/information and specifically identified as a “trade secret” or “exempt from disclosure.”

2.7.2. Provide a separate document entitled “List of Redacted Trade Secret and Exempt Information” which provides a succinct list of all trade secret and exempt information noted in your Proposal; listed in the order it appears in your submittal documents, identified by Page #, Section #/Paragraph #, Title of Section/Paragraph, specific portions of text/illustrations; or in a manner otherwise sufficient to allow the State’s procurement personnel to determine the precise text/material subject to the notation.  Additionally, this list must identify with each notation the specific basis for your position that the material be treated as exempt from disclosure and how the exempting the material complies with the Act.

2.7.3. Submit a redacted copy of any Proposal response document (e.g. Scope of Work Response) with all trade secret and exempt information removed or blacked out. The redacted copy must be submitted electronically in the Supplier Attachments section of IPRO, with the word “redacted” in the file name.






Section 3 
Proposal Contents

3.1 Background, Declarations, and Certifications (Submittal Form A)
The Offeror must complete and submit all information requested in this Submittal Form. An Offerors failure to complete and submit Submittal Form A may be found non-responsive and given no further consideration.

3.2 Technical Proposal (Submittal Form B) 
The Offeror must complete and submit all information requested in Submittal Form B.  An Offerors failure to complete and submit Submittal Form B may be found non-responsive and given no further consideration. The Technical Proposal consists of four (4) parts, as described below:

3.2.1 Part 1 - Qualifications and Experience: The Offeror must summarize their experience and qualifications as it relates to the scope of work being requested in this RFP.  The Offeror must also outline the experience and qualification of the key personnel that will be assigned to this Contract.  The Offeror must highlight any unique attributes that make the team especially qualified for the scope of services.   If specifically asked for in this RFP please provide your resumes, otherwise resumes are not required, and should not be provided.

3.2.2 Part 2 - Approach: The Offeror must provide a brief overview of the approach that will be taken to successfully deliver this project/service.  This must include a brief roadmap, which describes the general approach (major activities or tasks), which will be utilized to successfully deliver the Project/Service and to meet the Agency’s expectations (cost, time, quality, etc.).  This must also include a high-level schedule of major activities or tasks that will be performed. Part 2 describes the Offeror's general methodology and approach. Specific staffing commitments, FTE allocations, and configuration-specific cost basis tied to Submittal Form C are addressed separately in Part 4.

3.2.3 Part 3 - Obstacles, Challenges, & Risks: The Offeror must identify and address issues, concerns, challenges, obstacles, or risks that may impact the successful delivery of this project or service.  This includes areas that may cause the project to not be completed on time, not finished within budget, generate any change orders, or may be a source of dissatisfaction for the Agency.  The Offeror must rely on and use their past experience and knowledge of completing similar projects to identify these potential risks, issues, or challenges.

Each item should  contain enough information to describe to a reader why the item is a valid risk/concern.  The Offeror should also explain how it will avoid or minimize the risks from occurring.   The Offeror should consider: 

3.2.3.1 Controllable Items: This includes risks, activities, or tasks that are controllable by the Offeror, or by entities/individuals that are contracted to by the Offeror. This includes things that are part of the technical scope of what the Offeror is being hired to do.  This may also include risks that have already been minimized before the project begins due to the Offeror’s expertise (i.e. risks that are no longer risks due to the Offeror’s expertise in delivering this type of project). All controllable risks and strategies to mitigate them MUST be included in the Offeror’s base Proposal cost and schedule (if there are any impacts at all).

3.2.3.2 [bookmark: _Hlk198289985]Non-Controllable Items: This includes risks, activities, or tasks that are not controllable by the Offeror.  This may include risks, issues, challenges, or obstacles attributed by the Agency, Agency personnel, parties hired by Agency, risks that are caused by other agencies, or completely uncontrollable risks.  These can also be areas/risks that can contribute to contingency.  Although these risks may not be controlled by the Offeror, the Offeror must identify a strategy that can be followed or used to mitigate these risks.  All non-controllable risks and strategies to mitigate them must not be included in the Offeror’s base Proposal cost or schedule.
Provide a brief description of each item (background of how the concern/issue may impact the project or service if it occurs), and a strategy to prevent/minimize the issue/concern from occurring, or strategy to minimize the impact of the risk if it does occur.  	

3.2.4 Part 4 - Scenario: The Offeror must respond to the scenario provided in Submittal Form B by demonstrating the specific application of their approach to the current operational configuration. Part 4 addresses configuration-specific commitments (staffing model, FTE allocations, direct cost basis, and operational specifics) that tie directly to the Cost Proposal in Submittal Form C (Sections 1–5). Methodology and general approach described in Part 2 should not be repeated in Part 4. The corresponding cost calculation is submitted via Submittal Form C.

3.3 Cost Proposal (Submittal Form C) 
The Offeror must complete and submit all information requested in Submittal Form C. Submittal Form C is organized around the federal SCSEP cost categories used for USDOL reporting and consists of five sections:

3.3 
3.3.1 Section 1 — Staffing, which captures all personnel costs, classified as Administration (1A) or Other Enrollee (1B) per 20 CFR Part 641. For each named position the Offeror enters the FTE committed to this Contract and the Full-Time Annual Salary (loaded with fringe); Loaded Annual Cost is calculated automatically as Salary × FTE;

3.3.2 Section 2 — Operating, which captures non-personnel costs, classified as Administration (2A: Travel; Supplies; Equipment; Other) and Other Enrollee (2B: Travel; Supplies; Equipment; Support Services; Training & Education);

3.3.3 Section 3 — Calculated Administrative Rate, computed as Total Administration Costs (1A + 2A) divided by the Total Annual Operating Cost; the federal Administrative cost cap allocated to the Contractor is nine percent (9%) of the total federal grant;

3.3.4 Section 4 — Local Match Commitment, which documents the required non-federal match of at least ten percent (10%) of total program costs (i.e., the federal share divided by 0.90, less the federal share) (compliance only; not scored); and

3.3.5 Section 5 — Total Annual Operating Cost, calculated as the sum of Section 1 (Staffing) and Section 2 (Operating). Participant wages, fringe benefits, and workers’ compensation are not entered on Form C; per federal requirements those costs are fixed at seventy-five percent (75%) of the total grant award and are paid from the Enrollee category of the federal grant.

3.3.6 The Total Annual Operating Cost calculated in Section 5 is the value used for cost evaluation under the formula described in Section 4.4. The Offeror is not permitted to adjust or modify Submittal Form C, and may not include additional rates, amounts, costs, information, exceptions, or limitations to their cost proposal. An Offeror's failure to meet these requirements may be found non-responsive and given no further consideration.




Section 4 
Evaluation & Award Procedures

4.1 Mandatory Submission Requirements 
All Proposals will be reviewed on a "pass" or "fail" basis to ensure compliance with all mandatory submission requirements. Proposals determined by the State, at its sole discretion, to be responsive in this regard will proceed to the evaluation process outlined in this Section. Proposals that do not meet the mandatory submission requirements will be deemed non-responsive. Mandatory submission requirements include, but are not limited to, the following:
1. 
2. 
3. 
4. 
4.1. 

4.1.1. The Proposal was submitted prior to the specified Closing Date and Time.
4.1.2. The Proposal complies with the submission instructions detailed in Section 2.6.
4.1.3. The Proposal includes a fully completed and signed Submittal Form A.
4.1.4. The Proposal includes all required Submittal Forms listed in Section 3.

4.2 Evaluation Criteria 
The objective of the State in soliciting and evaluating Proposals is to ensure the selection of a firm or individual that will produce the best possible results for the funds expended. Responsive Proposals will be evaluated as described in the table below. The Technical Proposal and Cost Proposal are worth 1000 points. If Presentations and/or Key Personnel Interviews are conducted, an additional 200 points will be added to the total points. 

	Criteria
	Weight

	Mandatory Submission Requirements 	
	Pass/Fail

	Submittal A - Background, Declarations, & Certifications 
	Pass/Fail

	Submittal B - Qualifications & Experience
	150

	Submittal B - Approach
	250

	Submittal B - Obstacles, Challenges, & Risks 
	150

	Submittal B - Scenario
	250

	Submittal C – Cost Proposal 
	200

	Oral Presentations & Key Personnel Interviews
	200

	Total Points:
	1,200



4.3 Evaluation Committee 
The Technical Proposal will be evaluated and scored utilizing one (1) or more Technical Proposal Evaluation Committee(s). The scores for the Technical Proposal will be normalized as described in Section 4.4.
	
4.4 Calculations 
The following approach will be used to normalize and calculate scores: 

Written Proposal Calculations

For each document that is evaluated and scored by the evaluation committee, the RFP Lead will:

4.4.1 Average evaluator scores for each Proposal.
4.4.2 Identify the highest raw average score among all Proposals.
4.4.3 Assign normalized points as follows:

4.4.3.1 The Proposal with the highest raw score will receive the maximum available points for Submittal B.
4.4.3.2 All other Proposals will receive a proportional share of the available Submittal B points using the formula:




Interviews, Presentations, and Demonstrations Calculations (if conducted)

The RFP Lead will average all evaluator scores for each Interview, Presentation, or Demonstration element. The averaged score will then be normalized as follows:

4.4.4 An Offeror receiving the highest raw average score for an element will be awarded the maximum available points for that element.
4.4.5 All remaining Offerors will receive a proportional share of the available points using the following formula:
 





Cost Calculations

Points for the Cost Proposal will be normalized as follows:

4.4.6 The Proposal with the lowest total evaluated cost will receive the maximum available points.
4.4.7 All remaining Proposals will receive a proportional share of the available points using the following formula:




4.5 Candidate Selection 
The RFP Lead may select Offerors to be invited to participate in presentations, interviews, and demonstrations. The State intends to only open Cost Proposals for the selected Offerors.

4.6 Presentations
The RFP Lead may invite selected Offerors to participate in presentations, which will be scored by an evaluation committee. The presentation may be performed in-person or virtually. The Offeror may prepare PowerPoint slides.  The Offeror will be provided a maximum of 90 minutes to cover the topics listed below.  The Offeror should allow for about 15 minutes of questions within the maximum time limit.  The Offeror is prohibited from disclosing their cost Proposal at any time during this presentation period. The Offeror can bring up to three (3) team members to participate in the presentation, one of which must be the Project Manager.  If an invited Offeror fails to perform a presentation, they will be given a “0” score, which may jeopardize the Offerors competitiveness.  

The Presentation should cover the following topics:
1. 
2. 
3. 
4. 
4.1. 
4.2. 
4.3. 
4.4. 
4.5. 
4.6. 

4.6.1. Qualifications & Experience of the Offer and the Key Personnel
4.6.2. Approach and Timeline


4.7 Key Personnel Interviews
The RFP Lead may invite selected Offerors to participate in key personnel interviews, which will be scored by the evaluation committee.

The Offeror is responsible for assigning Key Personnel (individuals) to this Contract. These individuals must be assigned to this role for the duration of the Contract, in accordance with Exhibit 4, Section 9 (Key Personnel), and may not be replaced or reassigned without the prior written consent of ICOA, except in cases of uncontrollable events such as retirement, medical emergency, injury, sickness, or resignation.
The following key personnel may be interviewed: 
1. 
2. 
3. 
4. 
4.1. 
4.2. 
4.3. 
4.4. 
4.5. 
4.6. 
4.7. 

4.7.1. Project Lead: The individual who will serve as the daily point of contact for this Contract and is responsible for managing the overall delivery of SCSEP services in PSA 3.

Additional Key Personnel may be identified by the Offeror in its Technical Proposal and, if agreed upon by the parties at contract execution, will be subject to the same interview, replacement, and consent requirements.

Interviews are expected to last approximately 30 minutes per individual.  The State will interview individuals separately (not as a team).  Interviewees may be asked questions regarding their experience, knowledge and understanding of the scope of work, obstacles and challenges, strategies, and their plan/approach.  

The State anticipates that the interviews may be performed in-person or virtually.  No other individuals from the Offeror’s organization can attend, participate, or observe the interview.  Interviewees may not bring notes or handouts.  Interviewees will be prohibited from making any reference to their submitted cost or fee Proposal.  No substitutes or proxies will be allowed.   Individuals who fail to attend the interview will be given a “0” score, which may jeopardize the Offerors competitiveness.  

4.8 Clarification Discussions 
The RFP Lead may, in the State’s sole discretion, perform clarification discussions with the Offeror(s) to verify and validate that the Proposal will meet the needs of the Agency.  At any time during this period, if it is discovered that the Offeror has not met a mandatory requirement, or has failed to adequately respond to an item below, the State may find the Offeror non-responsive.


4.9.1 The Offeror may be required to provide documentation to demonstrate its responsibility.  Failure to provide the requested documentation may result in the Offeror being deemed non-responsible. IDAPA 38.05.01.81.

4.9.2 If requested, provide any additional documentation that may be requested, which may include a detailed project/work plan, testing and commissioning plan, training, change management plan, safety plan, staffing plan, operational plan, maintenance plans, warranties, bonding and insurance, background checks, etc.

The clarification discussion cannot materially alter the Proposal. The State does not expect to negotiate any terms or conditions requested by the Offeror, unless they were submitted by the Offeror prior to the deadline for submitting questions (see Section 1.8), or they provide the State an opportunity to secure more advantageous terms or pricing.

4.9 Best-And-Final-Offer (BAFO)
The State reserves the right to request Best and Final Offers (BAFOs) from Offerors. If BAFOs are requested, the State will issue written instructions to the selected Offerors identifying the scope of the BAFO request and the deadline for submission. Offerors must not modify any aspect of their Proposal except as specifically requested by the State. BAFO responses must be submitted in accordance with the instructions provided. Failure to submit a BAFO, if requested, may result in the Offeror’s original Proposal being considered as its final offer.

4.10 Award
Award of Contract will be made to the responsive, responsible Offeror whose Proposal receives the highest number of total normalized points.

4.11 Resulting Contract 
If the State awards Contract(s) from this solicitation, it will do so by issuing a Contract Purchase Order (CPO) Contract document(s) from Luma, the State’s ERP system.  The State anticipates issuing a single contract from this solicitation, incorporating the Terms and Conditions, Scope of Work, General Requirements, Insurance Requirements, and some or all of the Offeror’s Technical Proposal.














EXHIBIT 1
Definitions 
This Exhibit defines terms used throughout this RFP and, where applicable, the resulting Contract. Where a term is defined in federal statute or regulation, the citation is provided. Where a term is defined in ICOA policy, the policy is referenced. Terms not defined below carry their ordinary meaning.

	Term
			Definition

	Administration for Community Living (ACL)
	The federal agency within the U.S. Department of Health and Human Services responsible for advancing the concerns and interests of older people and their caregivers. ACL works with and through the Aging Services Network to promote the development of a comprehensive and coordinated system of home and community-based long-term care. The Administration on Aging (AoA) is part of ACL and is headed by the Assistant Secretary for Aging.

	Administrative (Admin) Cost
	One of the three federal SCSEP cost categories. Covers allowable program administration costs, subject to the federally established administrative cost cap. The federal Administration cost cap is fifteen percent (15%) of total funding, of which nine percent (9%) is allocated to the Contractor. Positions classified as Administration in Submittal Form C, Section 1 (Staffing) include program management, fiscal administration, and contract management roles. See Exhibit 4, Section 10 (Budget Management) and Section 8 (Staffing Commitments).

	Aging and Disability Resource Center (ADRC)
	A “No Wrong Door” point of contact for support and service resources for older individuals and people with disabilities, intended to help them make their own lifespan care choices.

	Americans with Disabilities Act (ADA)
	The federal civil rights law (42 U.S.C. § 12101 et seq.) prohibiting discrimination against individuals with disabilities. For digital accessibility obligations under this Contract, see Exhibit 3, Section 9.

	Area Agency on Aging (AAA)
	An agency designated by the State to implement evidence-based programs that assist older individuals and their family caregivers in learning about and making behavioral changes intended to reduce the risk of injury, disease, and disability among older individuals. [OAA Title III § 306(7)(C)].

	Authorized Position (Authorized Slot)
	The number of authorized Participant positions is derived by dividing the total amount of funds appropriated during a program year by the national average unit cost per enrollee for that program year, as determined by USDOL. The national average unit cost includes all administration costs, other enrollee costs, and enrollee wage and fringe benefit costs. The Grantee’s allotment divided by the national unit cost yields the total number of authorized positions for each grant agreement.

	Code of Federal Regulations (CFR)
	The codification of the general and permanent rules published in the Federal Register by the executive departments and agencies of the federal government. SCSEP is governed by 20 CFR Part 641.

	Community Service Assignment (CSA)
	A publicly funded effort designed to offer employment, training, and/or placement services that enhance an individual’s employability. As used in the SCSEP context, the term includes SCSEP and WIOA or similar legislation and state or local programs of a similar nature.
A CSA is also the qualifying agency or non-profit location where a Participant is assigned to gain the training and skills needed to move into unsubsidized employment. Eligible assignment activities include social, health, welfare, and educational services (particularly literacy tutoring); legal assistance and other counseling services, including tax counseling and financial counseling; library, recreational, day care, and other similar services; conservation, maintenance, or restoration of natural resources; community betterment or beautification; pollution control and environmental quality efforts; weatherization activities; economic development; and intergenerational projects. Excluded activities include building and highway construction (except that which normally is performed by the project sponsor) and work that primarily benefits private, for-profit organizations. See OAA Title V § 518(a)(1) and 20 CFR Part 641.140.

	Contractor (Subgrantee)
	The legal entity awarded a Contract under this RFP. ICOA, as the Grantee, is the entity accountable to USDOL; the Contractor (also referred to in federal regulations as the Subgrantee) is accountable to ICOA for the use of funds and the operation of SCSEP in accordance with this Contract.

	Corrective Action Plan (CAP)
	A written plan required from the Contractor when a performance measure is not being met. The CAP must identify the measure(s) at risk, root-cause analysis, and concrete steps and timelines to return to compliance. See Exhibit 4, Section 15.

	Data Errors
	Errors that could have negative impact on data entered into GPMS. These must be cleared by the end of each quarter to ensure correct data.

	Data Quality Reports
	Reports in GPMS that indicate data errors requiring correction.

	Disability
	A physical or mental impairment of an individual that substantially limits one or more major life activities; a record of such impairment; or being regarded as having such an impairment. [29 CFR Part 32].

	Durational Limits
	The SCSEP Participant duration is 48 months. The average participation for all enrollees is capped at 27 months. An extension of the durational limit is possible in Idaho if the Participant meets the qualifications under ICOA’s Durational Limits Policy.

	Durational Limit Waiver
	A request from the Contractor for a one-year extension for a qualifying Participant who has reached or is approaching the 48-month maximum. The waiver must be renewed annually if the Participant continues to be eligible.

	Eligible Individual
	Any person who is at least 55 years old, unemployed (as defined in 20 CFR § 641.140), and a member of a family with an income that does not exceed 125 percent of the family income levels prepared by the U.S. Department of Health and Human Services and approved by OMB (federal poverty guidelines). See 20 CFR Part 641 § 500.

	Eligible Host Agency
	An organization legally capable of receiving and using federal funds under the Older Americans Act and entering into a grant or other agreement with USDOL to carry out the provisions of Title V. See OAA Title V § 502(b)(1).

	Enrollee
	An individual who has been determined eligible for the program and is enrolled. An enrollee becomes a Participant once assigned a Community Service Assignment.

	Enrollee Cost
	One of the three federal SCSEP cost categories. Covers Participant wages, Participant fringe benefits, and workers' compensation. Enrollee Costs are paid from the federal allocation but are excluded from the Total Annual Operating Cost calculated in Submittal Form C, Section 5, because they are formula-driven (minimum wage × 20 hours/week × 52 weeks × authorized slots) and identical across all proposals.

	Exit
	The point at which a Participant leaves SCSEP for any reason.

	Follow-ups
	Contacts that must be documented in GPMS after a Participant exits to unsubsidized employment. GPMS generates a report listing required follow-ups that must be completed within federally established timeframes.

	Full-Time Annual Salary
	The loaded cost of one (1.0) FTE for a named position, inclusive of base salary, employer payroll taxes (Social Security, Medicare, federal and state unemployment), workers' compensation insurance, employer-paid health and welfare benefits, retirement plan contributions, and any other employer-borne employee benefit costs charged in accordance with 2 CFR 200.431. Entered by the Offeror in Submittal Form C, Section 1 (Staffing); must reflect the Contractor's actual loaded cost for the named position. See Exhibit 4, Section 8 (Staffing Commitments).

	Full-Time Equivalent (FTE)
	The proportion of a full-time work schedule that an employee dedicates to performing services under the Contract. One (1.0) FTE represents a full-time schedule of forty (40) hours per week, or two thousand eighty (2,080) hours per year; fractional values represent the proportional share allocated to the Contract (for example, 0.50 FTE equals twenty (20) hours per week, and 0.25 FTE equals ten (10) hours per week). FTE values entered in Submittal Form C, Section 1 (Staffing) reflect the time committed to this Contract for each named position, irrespective of whether the same employee performs other work for the Contractor. See Exhibit 4, Section 8 (Staffing Commitments).

	Grantee
	An eligible organization that has entered into a grant agreement with USDOL. ICOA is the Grantee for the state-administered SCSEP in Idaho.

	Grantee Performance Management System (GPMS)
	USDOL’s performance management system used for SCSEP Participant data entry, reporting, and performance measurement. All Participant, enrollment, assignment, IEP, exit, and follow-up data must be entered into GPMS within USDOL-required timeframes.

	Greatest Economic Need
	The need resulting from an income level at or below the poverty guidelines established by the U.S. Department of Health and Human Services and approved by OMB. See 42 U.S.C. § 3002(29).

	Greatest Social Need
	Need caused by non-economic factors, including physical and mental disabilities; language barriers; and cultural, social, or geographical isolation, including isolation caused by racial or ethnic status, that restricts the ability of an individual to perform normal daily tasks or threatens the capacity of the individual to live independently. See 42 U.S.C. § 3002(24) and 20 CFR Part 641.140.

	Host Agency
	A public agency or a private nonprofit organization exempt from taxation under § 501(c)(3) of the Internal Revenue Code of 1986 that provides a training worksite and supervision for one or more Participants. Political parties cannot be Host Agencies. A Host Agency may be a religious organization provided that assignments do not involve the construction, operation, or maintenance of any facility used or to be used as a place for sectarian religious instruction or worship. See OAA § 502(b)(1)(D).

	Idaho Commission on Aging (ICOA)
	The designated State SCSEP Grantee for Idaho and the sole state agency designated to administer OAA programs and services for Idahoans age 60 and older.

	In-kind
	Non-federal dollars used by a Host Agency to support supervising and training SCSEP Participants. The total expenses for supervising, equipment, and space usage may be reported as in-kind match.

	Income
	Income received during the 12-month period ending on the date of application, or the annualized income for the 6-month period ending on the date of application, whichever is more beneficial to the applicant.

	Individual Employment Plan (IEP)
	A plan for a Participant based on an assessment conducted by the Grantee or Contractor, or a recent assessment or plan developed by another employment and training program, together with a related service strategy. The IEP must include an appropriate employment goal (except that after the first IEP, subsequent IEPs need not contain an employment goal if such a goal is not feasible), objectives that lead to the goal, a timeline for achieving the objectives, and must be jointly agreed upon with the Participant. See OAA § 502(b)(1)(N). In Idaho, the WIOA Individual Service Strategy (ISS) may be used to satisfy the IEP requirement for SCSEP enrollees where applicable.

	IPRO
	The State of Idaho’s eProcurement system (IPRO POWERED BY LUMA), through which this Solicitation is issued and all Proposal submissions are received.

	Job Ready
	Describes individuals who do not require further education or training to perform work that is available in their labor market.

	Loaded Annual Cost
	The calculated cost for a position in Submittal Form C, Section 1 (Staffing), equal to Full-Time Annual Salary × FTE. Represents the maximum annual amount reimbursable for the named position in a single program year, subject to the actual time and effort recorded under Exhibit 4, Section 8.3. See Exhibit 4, Section 8 (Staffing Commitments).

	Low Income
	Family income that, during the preceding six months on an annualized basis or during the preceding 12 months (whichever is more beneficial to the applicant), does not exceed 125 percent of the federal poverty levels established and periodically updated by the U.S. Department of Health and Human Services. Individuals who receive (or are a member of a family that receives) regular cash welfare payments are deemed to have low income for purposes of SCSEP.

	Maintenance of Effort (MoE)
	A Host Agency’s written commitment that it will not reduce its number of employees, displace its workers, impair existing contracts, or replace laid-off workers with a SCSEP Participant.

	Most-in-Need
	Participants meeting one or more USDOL-defined most-in-need characteristics (e.g., severe disability, frail, limited English proficiency, low literacy skills, residence in a rural area, veteran or eligible spouse status, low employment prospects, failed to find employment after using services through the American Job Center system, or homeless/at risk of homelessness). Service to Most-in-Need is a core USDOL performance measure.

	Non-Federal Cash
	Costs incurred by the Contractor and cash contributions of third parties involved in the project, including subgrantees, contractors, and consultants, that are considered eligible cash matching funds toward the 10 percent local match requirement.

	Office of Management and Budget (OMB)
	The federal agency that issues circulars establishing standards for the administration of federal grants to state and local governments and institutions of higher education.

	Older Americans Act (OAA)
	The Older Americans Act of 1965 [42 U.S.C. §§ 3056–3056p et seq.], as amended by Public Law 116-131 on March 25, 2020, which authorizes SCSEP under Title V.

	Operational Scenario
	The scenario described in Submittal Form B, Part 4, requiring the Offeror to demonstrate the application of its proposed methodology to the operational configuration priced in Submittal Form C through a narrative response addressing staffing model, allocation of staffing to operational functions, geographic coverage mechanics, direct cost basis, and Year 1 staffing adjustments. The Operational Scenario is distinct from, and complementary to, the Cost Proposal in Submittal Form C.

	Other Enrollee Cost
	One of the three federal SCSEP cost categories. Covers costs such as case manager wages and benefits, training and education costs, and supportive services provided to Participants. Positions classified as Other Enrollee in Submittal Form C, Section 1 (Staffing) include case management, training, recruitment, and direct Participant service roles. Direct program costs in this category are itemized in Submittal Form C, Section 2B.

	Participant
	An individual who is eligible for SCSEP, has been enrolled, and has been assigned a Community Service Assignment.

	Participant Slots
	The targeted number of Participant positions allocated to each county (or other geographic unit) by USDOL each program year, based on census data and available federal funding.

	Performance Measures [20 CFR § 641.710]
	Measures developed by USDOL as SCSEP program targets that must be met. Current measures include:
Core 1: Hours of Community Service Employment;
Core 2: Employment Rate, 2nd Quarter After Exit;
Core 3: Employment Rate, 4th Quarter After Exit;
Core 4: Median Earnings, 2nd Quarter After Exit;
Core 5: Indicators of Effectiveness in Serving Employers, Participants, and Host Agencies;
Core 6: Number of Eligible Individuals Served; and
Core 7: Service to Most-in-Need.

	Planning Service Area (PSA)
	A defined geographic area used for planning and delivering SCSEP services in Idaho. Idaho currently comprises six PSAs; SCSEP slots for the Contract period are allocated to PSA 3 (Southwest Idaho). See Exhibit 2, Section 5.1.

	Poor Employment Prospects
	The unlikelihood of an otherwise eligible individual obtaining employment without the assistance of this or other employment and training programs. Persons with poor employment prospects include, but are not limited to, those without a substantial employment history, basic skills, or English-language proficiency; displaced homemakers; school dropouts; disabled veterans; and individuals who are homeless or reside in socially and economically isolated rural or urban areas where employment opportunities are limited.

	Program Year
	The one-year period covered by a grant agreement, beginning July 1 and ending June 30.

	Proposal
	An Offeror’s complete response to this RFP, consisting of Submittal Form A, Submittal Form B, Submittal Form C, and any other required documents as described in Section 2.

	Quarterly Progress Reports (QPR)
	Federal reports accessed through GPMS that summarize quarterly performance measures.

	Recertification
	The annual (or more frequent) determination of a Participant’s continued eligibility for SCSEP, based on current age, unemployment status, and income.

	Rejections
	Errors listed in GPMS that must be cleared by quarter-end to ensure correct data.

	Residence
	An individual’s declared dwelling place or address. No requirement pertaining to length of residency prior to enrollment may be imposed.

	Section 508
	Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. § 794d), which requires federal agencies and those receiving federal funds to make electronic and information technology accessible to people with disabilities. See Exhibit 3, Section 9 for accessibility obligations under this Contract.

	Senior Community Service Employment Program (SCSEP)
	A work-based training program for low-income persons age 55 and over, designed to place Participants at public agencies and non-profit organizations to gain the skills needed to move into unsubsidized employment, as authorized under Title V of the Older Americans Act.

	Staffing Rates
	The schedule of staff positions, federal cost categorization, Full-Time Annual Salaries, FTE allocations, and calculated Loaded Annual Costs submitted by the Offeror in Submittal Form C, Section 1 (Staffing). The rates entered in Section 1 (Staffing) become binding contract rates upon contract execution. See Exhibit 4, Section 8 (Staffing Commitments).

	Subgrantee
	The legal entity to which a subgrant is awarded by a Grantee and which is accountable to the Grantee for the use of the funds provided. In this Contract, the successful Offeror serves as the Subgrantee to ICOA.

	Supportive Services
	Allowable services provided to address Participant barriers to program participation and employment, including (but not limited to) transportation assistance, work-related clothing, and tools. Supportive services are paid from the Other Enrollee cost category.

	Total Annual Operating Cost
	The value calculated in Submittal Form C, Section 5, representing the sum of (a) Total Annual Staff Labor (linked from Section 1, Staffing) and (b) Direct Program Costs for one program year at the operational configuration priced in Submittal Form C. The Total Annual Operating Cost is the value used for cost evaluation under the State's lowest-cost normalization formula. Participant wages, fringe benefits, and workers' compensation are excluded from this calculation, as those costs are formula-driven from the federal allocation and identical across all proposals.

	Training and Employment Guidance Letter (TEGL)
	Guidance letters issued by USDOL that must be implemented in the administration of SCSEP. Key current examples include TEGL 10-09 (Veterans’ Priority of Service) and TEGL 12-06 (Income Inclusions/Exclusions).

	Unique Entity Identifier (UEI)
	The 12-character alphanumeric identifier assigned by SAM.gov to uniquely identify entities receiving federal funds. As of April 2022, UEI replaced the DUNS number for federal award reporting. Offerors must provide their UEI in Submittal Form A.

	Unsubsidized Employment
	Employment for which wages are not subsidized by SCSEP or another publicly funded training program. Placement into unsubsidized employment is the primary exit goal for SCSEP Participants.

	U.S. Department of Labor (USDOL)
	The United States Department of Labor, including its agencies and organizational units that administer SCSEP.

	Validation (Data Validation)
	The annual review that ICOA, as Grantee, must conduct to validate information provided by the Contractor and Host Agencies. The review focuses on a system-generated sample of Participants and Host Agencies.

	Veteran / Qualified Spouse
	As defined in the Jobs for Veterans Act (38 U.S.C. § 4215(a)) and TEGL 10-09, an individual entitled to priority of service under federally funded workforce programs. See ICOA’s Veterans’ Priority of Service Policy (SCSEP-2010-06).

	Web Content Accessibility Guidelines (WCAG)
	International guidelines for making web content accessible to people with disabilities. This Contract requires WCAG 2.1 Level AA compliance for all digital products, services, and content. See Exhibit 3, Section 9.

	Workforce Innovation and Opportunity Act (WIOA)
	The federal law designed to help job seekers access employment, education, training, and support services to succeed in the labor market, and to match employers with qualified workers. SCSEP activities must be coordinated with WIOA Title I services and American Job Centers.





EXHIBIT 2
Background Information

1. About The Department / Agency 
The Idaho Commission on Aging (ICOA) is the designated State SCSEP Grantee for Idaho and the sole agency designated to administer Older Americans Act (OAA) programs for Idahoans age 60 and older. Additional information is available at www.aging.idaho.gov. 

2. Background Information
The Senior Community Service Employment Program (SCSEP) is a federally funded, work-based job training program authorized under Title V of the Older Americans Act. SCSEP provides part-time, subsidized training for low-income, unemployed individuals age 55 and older, with the dual goals of delivering community services and supporting Participants in transitioning to unsubsidized employment. The program is overseen and funded by the U.S. Department of Labor (USDOL) and governed by 20 CFR Part 641. Full eligibility criteria and program definitions are provided in Exhibit 1.

3. Summary of Scope
ICOA seeks a single qualified Contractor to operate SCSEP in Idaho, including the full range of Participant services, Host Agency management, GPMS data management, reporting, and compliance activities. The complete scope of work is provided in Exhibit 4.

4. Objectives and Expectations
The program’s goals are to:

4.1. Provide useful community service through part-time, work-based training assignments at public and non-profit host agencies; and

4.2. Equip Participants with the skills and support needed to transition to unsubsidized employment and achieve economic self-sufficiency.

5. Existing Data

5.1. Current Participant Slots and Geographic Coverage
Idaho’s current SCSEP allocation consists of 41 authorized Participant slots in Southwest Idaho (Planning Service Area 3):

	Planning Service Area
	Counties
	Slots

	PSA 3 – Southwest Idaho
	Ada County
	39

	
	Gem County
	2

	
	Total
	41



5.2. Current USDOL Performance Targets

	Performance Measure
	USDOL Target

	Community Service Hours
	65.4%

	Service to Most in Need
	3.1

	Employment Rate – 2nd Quarter Post-Exit
	23.9%

	Employment Rate – 4th Quarter Post-Exit
	21%

	Median Earnings – 2nd Quarter Post-Exit
	$3,236

	Effectiveness in Serving Participants
	81.9%

	Effectiveness in Serving Host Agencies
	85.4%



Note on Effectiveness in Serving Employers: Under 20 CFR 641.710(e), the Effectiveness in Serving Employers measure is defined as the combined results of customer assessments of services received by employers, host agencies, and project Participants. This measure is currently "N/A" under the active USDOL demonstration and has been removed from the performance targets table above. This measure is subject to reinstatement by USDOL. If reinstated during the contract period, ICOA will notify the Contractor in writing within ten (10) business days and the applicable target will be incorporated into the performance framework.

6. Reference Documents
The following federal statutes, regulations, and guidance documents govern SCSEP and are provided for offeror reference. Offerors are strongly encouraged to review these prior to submitting a Proposal.

6.1. Senior Community Service Employment Program | U.S. Department of Labor: 
https://www.dol.gov/agencies/eta/seniors. 
6.2. Federal Register: SCSEP Performance Accountability Final Rule (July 30, 2018): https://www.federalregister.gov/documents/2018/07/30/2018-16216/senior-community-service-employment-program-performance-accountability. 
6.3. Supporting Older Americans Act of 2020, Pub. L. 116-131 (March 25, 2020)
6.4. Older Americans Act of 1965, as Amended: https://www.govinfo.gov/content/pkg/COMPS-829/pdf/COMPS-829.pdf. 
6.5. 20 CFR Part 641, SCSEP Final Rule 2010. 
6.6. USDOL Guidance and Resources (TEGLs): https://www.dol.gov/agencies/eta/seniors/technical-assistance. 
6.7. Training and Employment Guidance Letter No. 12-06 (Income Inclusions/Exclusions): https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-12-06. 
6.8. TEGL 10-09 (Veterans’ Priority of Service): https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-10-09. 

7. Incorporated ICOA Policies
The following USDOL-approved ICOA policies are incorporated into the resulting Contract and are attached to this RFP as Exhibits 5 through 8. Offerors must review these policies prior to submitting a Proposal, as they directly govern Participant services, enrollment priority, terminations, and grievances:

7.1. Exhibit 5 - Veterans' Priority of Service Policy (Policy # SCSEP-2010-06)
7.2. Exhibit 6 - Durational Limits Policy (Policy # SCSEP-10/2018-D0525)
7.3. Exhibit 7 - Participant Termination Policy (Policy # SCSEP-2018-T0817)
7.4. Exhibit 8 - Participant Grievance Policy (Policy # SCSEP-2018-G0525)








EXHIBIT 3
General Requirements

1. Contract Term
The initial term of the Contract is one (1) year, subject to annual funding availability. Upon mutual written agreement, the Contract may be renewed, extended, or amended; the anticipated total Contract term, including renewals, is five (5) years. The Contract start date will be established at contract execution. The SCSEP program year runs July 1 through June 30.

2. Compliance with Laws, Rules, and Regulations
The Contractor must comply with all applicable federal and state laws, regulations, and program guidance throughout the term of the Contract, including but not limited to:

2.1. The Older Americans Act (OAA) of 1965, as amended by Pub. L. 116-131 (March 25, 2020), Title V;

2.2. 20 CFR Part 641, SCSEP Final Rule;

2.3. 20 CFR Part 641 SCSEP Performance Accountability Final Rule;

2.4. Workforce Innovation and Opportunity Act (WIOA) Final Rule;

2.5. All Training and Employment Guidance Letters (TEGLs) issued by USDOL;

2.6. All ICOA program guidance, including program manuals, technical guidance, memos, and data validation requirements;

2.7. Idaho Code and applicable state regulations; and

2.8. 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.

2.9. The Contractor must also implement the following USDOL-approved ICOA policies, as may be updated from time to time with USDOL approval:

2.9.1. Durational Limits Policy (Policy # SCSEP-10/2018-D0525);

2.9.2. Participant Grievance Policy (Policy # SCSEP-2018-G0525);

2.9.3. Participant Termination Policy (Policy # SCSEP-2018-T0817); and

2.9.4. Veterans' Priority of Service Policy (Policy # SCSEP-2010-06).

If the Contractor operates under a USDOL-approved alternative policy for any of the above, the Contractor must provide documentation of USDOL approval to ICOA prior to contract execution.

3. Subcontractors
The Contractor may utilize subcontractors to fulfill Contract requirements, subject to the following conditions:

3.1. The Contractor must disclose all intended subcontractors to ICOA prior to or at contract execution.

3.2. All subcontractors must comply with all applicable federal regulations, ICOA policies, and the full requirements of this Contract.

3.3. The Contractor remains solely responsible to ICOA for all subcontractor performance.

3.4. The Contractor must ensure subcontractors maintain all required insurance coverage.

3.5. Any changes to subcontractors during the contract term must be approved by ICOA in advance.

4. Records Maintenance
The Contractor must maintain or supervise the maintenance of all records necessary to properly account for all payments made to the Contractor pursuant to the Contract. In accordance with USDOL and OAA federal retention policies, the Contractor must retain all fiscal, programmatic, and Participant records for a minimum of three (3) years following the final follow-up activity, grant closeout, or completion of any applicable audit, whichever is later.

5. Audit Rights
The Contractor agrees to allow State and Federal auditors and State purchasing staff access to all records relating to this Contract for purposes of audit, inspection, and monitoring of services or performance. Such access will be during normal business hours or by appointment. This includes records maintained by any subcontractors.

6. Billing Procedure
The Contractor must provide an invoice monthly, no later than the 25th of the month following the close of each operating month. The Contractor is required to submit Idaho DOL and US DOL reports monthly and assist with State Plan development and WIOA reporting responsibilities as required. No invoice will be accepted or paid without receipt of required reports and supporting documentation. Invoices submitted without the required documentation will be returned to the Contractor for resubmission.

6.1. The Contractor must provide the following information with each invoice:

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
12.1. 
12.1.1. IPRO contract number (and name of project/product, if appropriate) and Agency PO number;

12.1.2. Identification of billing period;

12.1.3. Total amount billed for the billing period;

12.1.4. Detailed description of services/products provided and associated number of hours and dollar amounts, as appropriate; and

12.1.5. Name of authorized individual and contact information for Contractor.

12.2. Invoices are to be submitted to: 

12.2.1. Agency Billing E-Mail: Invoices@aging.idaho.gov

12.2.2. Agency Name: Idaho Commission on Aging

12.2.3. Address: 6305 W. Overland Rd Suite 110 Boise Idaho 83709

7. Contract Monitoring
ICOA will monitor Contractor performance on an ongoing basis through the following mechanisms:

7.1. Monthly program meetings and quarterly financial meetings (see Exhibit 4, Section 13);

7.2. Review of all required reports (see Exhibit 4, Section 16);

7.3. Review of monthly reimbursement requests and supporting documentation;

7.4.  Quarterly data validation review (USDOL system-generated sample, which may include an on-site review);

7.5. Annual programmatic review; and

7.6. GPMS performance data review.

8. Price Adjustment Clause
The Contract budget for each program year will be adjusted through a written amendment negotiated between ICOA and the Contractor each May and finalized no later than June 30. If USDOL has not communicated final funding amounts to ICOA by May 1 of a given year, ICOA will notify the Contractor in writing and the parties will negotiate an interim operating budget based on the prior year's funding level. A final amendment will be executed within thirty (30) days of ICOA receiving confirmed funding amounts from USDOL. The Contractor acknowledges that federal funding amounts may increase or decrease from year to year and that the Contract does not guarantee any specific funding level beyond the current program year.

9. ADA Accessibility Compliance 

9.1. The purposes of this Contract, this Section applies primarily to the accessibility of Participant-facing materials produced by the Contractor, the Contractor's website (if used to support program delivery), and any digital tools developed or procured by the Contractor for program delivery. The Contractor's use of GPMS, IPRO, and other systems administered by USDOL or the State of Idaho is governed by the accessibility standards of those system owners, not this Section. The Contractor must ensure that, at a minimum, all digital products, services, and content provided under this Agreement comply with the Americans with Disabilities Act (ADA), Section 508 of the Rehabilitation Act (as applicable), and the Web Content Accessibility Guidelines (WCAG) version 2.1, Level AA. This requirement applies, but is not limited, to:

9.1.1. Websites, web applications, and online systems;
9.1.2. Software and mobile applications;
9.1.3. PDFs, documents, and multimedia content; and
9.1.4. Any digital tools or services procured by the Contractor in support of this Contract.

9.2. Accessibility Documentation
For Consumer Off the Shelf (COTS) products, including Software as a Service (SaaS), prior to an Agreement, Contractor must submit accurate Accessibility Conformance Reports (ACRs) created using the applicable sections of the  Voluntary Product Accessibility Template® (VPAT®) Revised Section 508 Edition (Version 2.3 or higher) or links to ACRs located on Vendor websites for each proposed product or product family (as applicable). Instructions on how to complete this document are included in the template itself.

9.2.1. ACR must be based on the current product version.
9.2.2. ACR must be evaluated on current WCAG standards as of the date of this agreement.
9.2.3. ACRs based on earlier versions of the product must be made available to the state upon request.

For customized COTS products and solutions, Contractor must submit an ACR and complete the Vendor Accessibility Development Services Questionnaire, which documents Vendor's ability to produce accessible electronic and information resources. For non-COTS offerings (such as IT-related development services, services that include user-accessed online components, etc.), Contractor must complete a Vendor Accessibility Development Services Questionnaire, which documents Contractor’s ability to produce accessible electronic and information resources. Failure to provide a current ACR that meets these requirements may result in disqualification of the Offeror proposal, delay in Agreement execution, or cancellation of the Agreement. 

9.3. Accessibility Testing
Contractor must perform accessibility testing using both automated tools and manual testing methods, including assistive technologies (e.g., screen readers). Any accessibility barriers identified must be addressed prior to final acceptance.

9.4. Remediation Responsibilities
If any accessibility violation is known or becomes known to the Contractor during the term of the Agreement, whether by notice from the State of Idaho or through Contractor’s own testing, Contractor must remediate the violation within a time period mutually agreed upon by the parties at no additional cost to the state.
If the product or service cannot fully meet accessibility standards at the time of delivery, Contractor must:

9.4.1. Provide a detailed remediation plan with timelines;
9.4.2. Demonstrate reasonable efforts to mitigate impacts on users with disabilities;
9.4.3. Work in good faith with the purchasing agency to bring the product into compliance;
9.4.4. Provide alternative solutions upon request at no additional charge to the state; and
9.4.5. Document any undue burden or exemption with a sign-off by the Office of Information Technology ADA Manager.

9.5. Ongoing Accessibility Obligations
For any updates, patches, or content changes made during the Agreement term, Contractor must maintain accessibility compliance. The State reserves the right to request updated accessibility conformance documentation at any time.
When updates or upgrades are made to the products or services available through this Agreement, Contractor agrees to document how the changes will impact or improve accessibility and usability. This documentation must be provided to the State in advance of the change, occurring within an agreed-upon timeframe sufficient for the State to review the changes and either approve or request a remediation plan from the Contractor. If agreed-upon updates fail to improve accessibility or usability as planned, failure to comply with this requirement may be cause for Agreement cancellation or default. 

9.6. Training and Support
Unless agreed to otherwise in Contractor’s Terms and Conditions, Contractor must provide training or guidance to agency staff on how to use the product or platform in an accessible manner and how to maintain accessibility in ongoing content or service delivery. In facilitating Contractor trainings, Contractor must coordinate and cooperate with State in identifying prospective attendees who may require accommodations and provide such accommodations.
All administrator and end user documentation and training materials delivered by the Vendor must be in compliance with the WCAG 2.1, level AA. 

9.7. State Remedies for Non-Compliance
Failure to meet WCAG 2.1 Level AA may result in any remedies available under Idaho procurement law, including but not limited to: 

9.7.1. Require the Contractor to cure deficiencies;
9.7.2. State‑performed testing or remediation at no cost to the State;
9.7.3. Withholding payment; or
9.7.4. Termination of the Contract.


EXHIBIT 4
Scope of Work 

1. Transition and Operational Readiness

1.1. Operational Start Deadline
The Contractor must be fully operational no later than October 1, 2026. This date serves as the absolute deadline for operational readiness regardless of contract execution date. If the Contract is executed thirty (30) calendar days or more before October 1, 2026, the Contractor must achieve full operational readiness by October 1, 2026. If the Contract is executed fewer than thirty (30) calendar days before October 1, 2026, the Contractor must achieve full operational readiness by October 1, 2026, unless ICOA agrees in writing to a later operational start date. ICOA will make reasonable efforts to execute the Contract no later than August 1, 2026, in order to allow sufficient transition time.

1.2. Definition of Full Operational Readiness
For purposes of this Contract, "fully operational" means the Contractor has completed all of the following prior to the operational start date:

1.2.1. Hired and trained all required program staff;

1.2.2. Established or assumed all Host Agency agreements for all currently enrolled Participants;

1.2.3. Obtained GPMS system access and completed all required USDOL system training;

1.2.4. Received, reviewed, and documented the condition of all Participant records transferred from the current program operator; 

1.2.5. Established payroll systems and processes sufficient to ensure uninterrupted, timely payment of Participant wages from the first day of operation; and

1.2.6. Prepared Participant outreach and recruitment materials.

1.2.7. The requirements governing GPMS access and Participant records transfer are detailed in Sections 1.4 and 1.5 respectively.

1.3. Implementation Timeline

1.3.1. The Contractor must submit a preliminary implementation timeline as part of its Technical Proposal demonstrating how it will achieve full operational readiness by the deadline established in Section 1.1. The timeline must identify milestones for each element listed in Section 1.2, including key staffing, systems, and transition activities, with target completion dates.

1.3.2. A formal, binding project timeline will be finalized collaboratively with ICOA during pre-award contract discussions. The Contractor is responsible for managing its own transition activities in accordance with this timeline and must notify ICOA in writing within two (2) business days if any milestone is at risk of being missed.

1.4. GPMS System Access
ICOA will initiate the GPMS access request with USDOL on behalf of the Contractor within five (5) business days of contract execution. The Contractor is responsible for promptly completing all USDOL registration requirements, responding to any USDOL onboarding steps without delay, and completing required system training prior to the operational start date. ICOA will provide technical assistance and serve as the escalation point with USDOL if access issues arise during the transition period. Delays caused by the Contractor's failure to complete registration requirements in a timely manner do not extend the operational readiness deadline established in Section 1.1.

1.5. Participant Records Transfer
ICOA will support the Contractor's transition by:

1.5.1. Providing written introductions to the current program operator within five (5) business days of contract execution;

1.5.2. Facilitating access to all program records held by the current operator within fifteen (15) business days of contract execution; and

1.5.3. Serving as the escalation point if the current program operator fails to cooperate with the records transfer process in a timely manner.

1.5.4. The Contractor must document the condition and completeness of all received Participant files within ten (10) business days of receipt and notify ICOA in writing of any missing, incomplete, or inaccessible records. Upon receiving such notice, ICOA will work with the Contractor to resolve identified gaps prior to the operational start date. Notwithstanding any gaps identified during the transition, the Contractor remains responsible for establishing full file completeness as a condition of operational readiness under Section 1.2.

1.6. Host Agency Continuity
The Contractor is responsible for ensuring uninterrupted community service assignments for all Participants enrolled at the time of transition. The Contractor must contact all active host agencies and execute new or assumed Host Agency Agreements, as required under Exhibit 4, Section 6, prior to the operational start date. No Participant placement may continue at a Host Agency site without a fully executed Host Agency Agreement between that agency and the Contractor.

1.7. Payroll Continuity
The Contractor must establish payroll systems and processes sufficient to ensure that Participants experience no gap in wage payments during the transition from the current program operator. The Contractor must coordinate with the current operator and ICOA as needed to confirm the last payroll date of the preceding operator and ensure the first payroll cycle under the new Contract is processed without interruption.

2. Participant Intake and Enrollment
The Contractor must provide the intake and enrollment services described in this Section to SCSEP Participants. All services must comply with 20 CFR Part 641 and applicable TEGLs.

2.1. Documentation Requirement
Unless otherwise specified, all Participant services, contacts, case notes, and program actions required under Sections 2 through 5 of this Exhibit must be documented in both the Participant's case file and in GPMS within the timeframes required by USDOL.

2.2. Outreach and Recruitment
The Contractor must conduct ongoing outreach and recruitment to identify and enroll eligible individuals, with priority given to those with the greatest economic and social need. Outreach must:

2.2.1. Reach individuals in all geographic areas covered by the contract (currently Ada County and Gem County);

2.2.2. Prioritize outreach to the following populations:

2.2.2.1. Veterans and qualified spouses;

2.2.2.2. Individuals 65 and older; 

2.2.2.3. Individuals with disabilities; 

2.2.2.4. Individuals with limited English proficiency or low literacy; 

2.2.2.5. Rural residents;

2.2.2.6. Individuals who are homeless or at risk of homelessness;

2.2.2.7. Individuals who are formerly incarcerated; or 

2.2.2.8. Individuals with low employment prospects.

2.2.3. Utilize multiple outreach channels, including coordination with AAAs, ADRCs, American Job Centers, and community-based organizations; and

2.2.4. Maintain a waiting list in GPMS for all eligible individuals who cannot be immediately enrolled. The Contractor must:

2.2.4.1. Contact each individual on the waiting list at least every ninety (90) days to confirm continued interest and eligibility;

2.2.4.2. Offer enrollment to waiting list individuals in accordance with federal enrollment priority rules and ICOA’s Veterans’ Priority of Service Policy;

2.2.4.3. Remove individuals from the waiting list who cannot be contacted after two (2) documented attempts within a 30-day period, or who affirmatively decline enrollment; and

2.2.4.4. Document all waiting list contacts and actions in GPMS.

2.3. Eligibility Determination and Enrollment
The Contractor must conduct thorough eligibility determinations for all applicants prior to enrollment. Requirements include:

2.3.1. Verify all eligibility criteria: age (55+), unemployment status, and income (at or below 125% of federal poverty level);

2.3.2. Apply enrollment priority in accordance with federal regulations and ICOA's Veterans' Priority of Service Policy;

2.3.3. Complete and maintain all required intake documentation, including the application form and income determination documentation;

2.3.4. Enter all enrollment data into GPMS accurately and within required timeframes; and

2.3.5. Provide each new enrollee with a written orientation covering program purpose, Participant rights and responsibilities, the durational limit policy, the termination policy, and the grievance procedure.

2.4. Assessment
The Contractor must conduct an individualized assessment of each enrollee's employment barriers, skills, experience, interests, and training needs. The assessment must:

2.4.1. Be completed at or near the time of enrollment and updated as circumstances change;

2.4.2. Inform the development of the Individual Employment Plan (IEP);

2.4.3. Identify supportive services needed to enable participation; and

2.4.4. Be documented in the Participant's file and referenced in GPMS.

2.5. IEP Development
The Contractor must develop a written IEP jointly with each Participant based on the assessment. The IEP must:

2.5.1. Establish an appropriate employment goal (except for subsequent IEPs where an employment goal is not feasible);

2.5.2. Include measurable objectives and a timeline for achieving the goal;

2.5.3. Identify the community service assignment, training activities, and supportive services to support the employment goal;

2.5.4. Be updated at recertification and whenever there is a substantial change in the Participant's circumstances; and

2.5.5. Be documented in the Participant's file and reflected in GPMS.

2.5.6. Use of WIOA Individual Service Strategy (ISS) in Lieu of IEP
In Idaho, the WIOA Individual Service Strategy (ISS) may be used to satisfy the IEP requirement for SCSEP enrollees who are co-enrolled in WIOA Title I Adult or Dislocated Worker services, provided that the ISS addresses all elements required under 20 CFR Part 641 for a SCSEP IEP, including the establishment of an employment goal, a community service assignment, and applicable supportive services. The Contractor must document co-enrollment status in the Participant's file and note in GPMS that the ISS is being used in lieu of a standalone IEP. In all other cases, a separate SCSEP IEP is required.

3. Active Enrollment Services
The Contractor must provide the following active enrollment services to SCSEP Participants throughout their community service assignment.

3.1. Community Service Assignment (CSA) Placement
The Contractor must place each Participant in a Community Service Assignment (CSA) consistent with the Participant's IEP employment goal and assessed skills, at a qualifying public agency or non-profit organization. Requirements include:

3.1.1. Identify and develop CSA sites that align with the Participant's IEP employment goal, assessed skills, and training needs;

3.1.2. Conduct Host Agency screening and interviews to match Participants with appropriate assignments;

3.1.3. Ensure each CSA involves work that provides genuine training value and leads to skills transferable to unsubsidized employment;

3.1.4. Ensure Participants work an average of 20 hours per week;

3.1.5. Ensure all CSA sites meet maintenance of effort requirements and execute a signed Host Agency Agreement prior to any Participant placement;

3.1.6. Monitor Participant performance and Host Agency compliance on an ongoing basis; and

3.1.7. When multiple CSA placement options are available and otherwise equally appropriate for a Participant's IEP, the Contractor must give preference to placements in targeted industries including healthcare and social assistance, leisure and hospitality, and other sectors offering transferable skills and employment pathways.

3.1.8. The Contractor must report industry placement data in each Quarterly Status Report.

3.2. Counseling and Case Management
The Contractor must provide ongoing counseling and case management to each Participant throughout their enrollment. Requirements include:

3.2.1. Maintain at least monthly contact with each Participant to monitor progress toward IEP goals, address barriers, and adjust the plan as needed;

3.2.2. Provide supportive services to address barriers to employment (e.g., transportation assistance, work-related clothing, tools), within available funding; and

3.2.3. Document all case management activities, Participant contacts, and services provided in case notes and in GPMS.

3.3. Recertification
The Contractor must recertify each Participant's eligibility on an annual basis, or more frequently if there is a substantial change in the Participant's circumstances. If a Participant is determined to be no longer eligible at recertification, the Contractor must:

3.3.1. Notify the Participant in writing and provide a 30-day notice of termination;

3.3.2. Inform the Participant of their right to appeal through ICOA's grievance procedure; and

3.3.3. Document the recertification determination and outcome in GPMS and the Participant's file.

3.4. Durational Limit Management
The Contractor must actively manage Participant durational limits in accordance with ICOA's Durational Limits Policy (Policy # SCSEP-10/2018-D0525). Key requirements include:

3.4.1. Use GPMS to identify Participants approaching the one-year and six-month marks prior to the 48-month limit;

3.4.2. Notify Participants in writing at one (1) year and again at six (6) months before their durational limit date;

3.4.3. Develop a transition plan with each Participant beginning one year before their limit date and update it at six months and monthly thereafter;

3.4.4. For Participants who may qualify for a one-year waiver extension, submit a documented waiver request to ICOA within two months of the Participant reaching the limit; and

3.4.5. Issue a thirty (30) day termination letter for all Participants who do not qualify for a waiver extension.

4. Employment Transition and Exit
The Contractor must actively support Participants in transitioning to unsubsidized employment and conduct all required follow-up activities.

4.1. Job Search and Placement Assistance
The Contractor must actively support Participants in transitioning to unsubsidized employment. Requirements include:

4.1.1. Provide job search assistance, resume development support, and interview preparation;

4.1.2. Develop employer relationships and job leads for Participants;

4.1.3. Refer Participants to appropriate workforce resources, including American Job Centers and WIOA services; and

4.1.4. Document job development and employer engagement activities in case notes and GPMS.


4.2. Follow-Up Services
The Contractor must conduct follow-up contacts with all Participants who exit to unsubsidized employment. Requirements include:

4.2.1.      Complete required follow-up contacts within the timeframes specified in GPMS;

4.2.2. Document the Participant's employment status and wage information at the follow-up points required for performance measure tracking (2nd quarter and 4th quarter post-exit);

4.2.3. Enter all follow-up data into GPMS accurately and on time; and

4.2.4. Clear all pending follow-up flags in GPMS prior to each quarter-end.

5. Participant Rights and Compliance
The Contractor must administer the following Participant rights and compliance processes in accordance with ICOA-approved policies.

5.1. Participant Termination
The Contractor must follow ICOA's Participant Termination Policy (Policy # SCSEP-2018-T0817) for all involuntary terminations. The Contractor must:

5.1.1. Apply progressive discipline procedures before issuing termination notices, except in cases of serious misconduct requiring immediate removal;

5.1.2. Provide all Participants with a written 30-day termination notice that states the reason for termination and their right to appeal under ICOA's grievance procedure; and

5.1.3. Document all termination actions in GPMS and the Participant's file.

5.2. Participant Grievances
The Contractor must implement ICOA's Participant Grievance Policy (Policy # SCSEP-2018-G0525). The Contractor must:

5.2.1. Inform all Participants of the grievance procedure at orientation;

5.2.2. Attempt to resolve grievances informally at the local level within 10 business days of receipt;

5.2.3. Escalate unresolved grievances through the formal process described in the grievance policy; and

5.2.4. Maintain a grievance file for all formal complaints, including all documentation required by the policy.

5.3. Host Agency Satisfaction Surveys
The Contractor must distribute USDOL-required employer satisfaction surveys to all active host agencies at least once per program year, in accordance with GPMS requirements and applicable TEGLs. The Contractor is responsible for:

5.3.1. Distributing surveys to Host Agency supervisors within the required timeframe;

5.3.2. Collecting completed surveys and entering results into GPMS; and

5.3.3. Clearing all Pending Employer Survey flags in GPMS prior to each quarter-end. Survey results will be used to track performance against the Effectiveness in Serving Host Agencies measure.

6. Host Agency Management

6.1. Host Agency Recruitment and Selection
The Contractor must recruit, screen, and select a sufficient number of qualifying host agencies to maintain an active community service training assignment for each enrolled Participant at all times. Host agencies must be public agencies or non-profit organizations exempt from taxation under Section 501(c)(3) of the Internal Revenue Code. Political parties may not serve as host agencies. The Contractor must verify that all host agencies meet federal eligibility requirements prior to executing a Host Agency Agreement.

6.2. Host Agency Agreements
Prior to placing any Participant at a Host Agency, the Contractor must execute a written Host Agency Agreement with each agency. The agreement must:

6.2.1. Define the community service assignment and training provided;

6.2.2. Establish the maintenance of effort requirement and obtain the Host Agency's signed commitment;

6.2.3. Address Participant supervision responsibilities;

6.2.4. Define safety requirements and the process for reporting workplace incidents; and

6.2.5. Specify in-kind match reporting requirements.

6.3. Safety Monitoring

6.3.1. The Contractor must conduct a safety assessment at each Host Agency site prior to or concurrent with the initial placement of a Participant at that site, and at least annually thereafter for all active sites.

6.3.2. Where a pre-placement on-site visit is not feasible, the Contractor must complete a documented remote safety screening using a standardized checklist and conduct an in-person assessment within fifteen (15) calendar days of the Participant's first day at that site.

6.3.3. The Contractor must document and follow up in writing on any safety concerns identified during site visits or remote screenings, with corrective actions tracked to resolution.

6.3.4. The Contractor must maintain all safety assessment documentation in the Host Agency file, available to ICOA upon request.

6.3.5. The Contractor must ensure that all Participants are provided with a safe working environment throughout their CSA. If a safety concern cannot be resolved in a timely manner, the Contractor must remove the Participant from that site pending resolution and notify ICOA within two (2) business days.

6.4. In-Kind Match Documentation
The Contractor must document in-kind match contributed by host agencies. In-kind match includes the value of Host Agency supervision time, equipment, and space used to support SCSEP Participants. The Contractor must:

6.4.1. Obtain completed in-kind match documentation from each Host Agency monthly, coinciding with each invoice submission;

6.4.2. Aggregate and report in-kind contributions toward the 10% local match requirement on each invoice; and

6.4.3. Maintain in-kind documentation in program files, available for audit.

7. Program Administration

7.1. Participant Payroll
The Contractor is responsible for timely and accurate payment of Participant wages and fringe benefits. Requirements include:

7.1.1. Pay Participants at the highest applicable federal, state, or local minimum wage for their service area;

7.1.2. Process payroll at least bi-weekly, in accordance with applicable law and program requirements;

7.1.3. Collect and maintain signed Participant timesheets for each pay period; and

7.1.4. Administer all required fringe benefits, including workers' compensation coverage, for all enrolled Participants.

7.2. GPMS Data Management
The Contractor is responsible for timely and accurate data entry in USDOL's Grantee Performance Management System (GPMS). Requirements include:

7.2.1. Enter all required Participant, enrollment, CSA, IEP, exit, and follow-up data into GPMS within USDOL-required timeframes;

7.2.2. Clear all GPMS data errors (Rejections, Data Quality flags, and applicable Warnings) before each quarter-end;

7.2.3. Run and review required GPMS reports (including Waiting List, Waiver of Durational Limit, Participants with Approved Breaks, Pending Follow-ups, Most in Need/Waiver Factor Actions, Pending Employer Surveys, Durational Limit Rejections, and other Rejections) at least monthly; and

7.2.4. Ensure data accuracy sufficient to support USDOL data validation reviews.

7.3. Participant Files and Confidentiality
The Contractor must maintain a complete and organized file for each Participant. Participant files must contain all documentation required by 20 CFR Part 641 and ICOA program guidance, including but not limited to: eligibility documentation, income determination records, enrollment forms, IEPs, CSA documentation, case notes, timesheets, recertification records, and exit documentation. The Contractor must not disclose Participant information without written Participant consent, except as required by law or for program administration purposes.

7.4. Over-Enrollment Management
The Contractor must monitor enrollment levels against authorized slots on an ongoing basis. If the Contractor identifies an over-enrollment situation, the Contractor must:

7.4.1. Notify ICOA in writing within one (1) business day of identifying an over-enrollment situation;

7.4.2. Implement ICOA-approved over-enrollment procedures and return to authorized slot levels as quickly as operationally feasible, and in no event later than thirty (30) calendar days from the date of notification to ICOA; and

7.4.3. Document all over-enrollment actions in GPMS and program files.

8. Staffing Commitments 

8.1. Staffing Rates and FTE Commitments
The staff positions, Full-Time Annual Salaries, and FTE allocations submitted in the Contractor's Submittal Form C, Section 1 (Staffing) constitute binding contract terms. The Contractor must:

8.1.1. Maintain the staffing structure represented in the Staffing Rates (Section 1) throughout each program year, subject to the personnel replacement provisions in Section 9;

8.1.2. Honor the Full-Time Annual Salaries submitted in the Staffing Rates as maximum reimbursable rates for each named position; and

8.1.3. Allocate to this Contract no less than the FTE committed in the Staffing Rates for each named position, except as adjusted under Section 8.2 below.

8.2. Changes to FTE Commitments
The Contractor may not reduce committed FTE for any named position without prior written consent from ICOA. Increases to FTE allocation may be implemented at the Contractor's discretion within the approved program year budget but must be documented in writing to ICOA within five (5) business days of the change. Permanent changes to the staffing model that affect the Staffing Rates require a written contract amendment executed in accordance with Exhibit 3, Section 8 (Price Adjustment Clause).

8.3. FTE and Personnel Allocation Records
The Contractor must maintain personnel time and effort records sufficient to document that staff time charged to this Contract reflects the FTE commitments in the Staffing Rates. Records must comply with 2 CFR Part 200, Subpart E – Cost Principles, including the requirements at 2 CFR 200.430 (Compensation – personal services). Records must be available to ICOA and federal auditors upon request, in accordance with Exhibit 3, Sections 5 (Audit Rights) and 4 (Records Maintenance).

9. Key Personnel

9.1. The Contractor must assign a dedicated Project Lead to serve as the primary point of contact with ICOA for the duration of the Contract. The Project Lead may not be replaced without prior written consent from ICOA. Such consent will not be unreasonably withheld or delayed, provided an equally qualified replacement is proposed.

9.2. If any Key Personnel become unavailable due to resignation, illness, or other circumstances outside the Contractor’s reasonable control, the Contractor must provide an equally qualified replacement in time to avoid service disruption. Replacement personnel may not be charged at a rate higher than their predecessor.

9.3. Additional Key Personnel are those positions identified as such in the Contractor’s Technical Proposal and agreed upon in writing by the parties at contract execution. All Key Personnel positions, including those beyond the Project Lead, are subject to the prior written consent and replacement requirements set forth in this section.

9.4. Key Personnel Full-Time Annual Salaries and FTE allocations are subject to the staffing commitment requirements in Section 8 (Staffing Commitments).

10. Budget Management
The Contractor must manage the SCSEP budget within the allocated federal funding amount for each program year. The federal Administration cost cap is fifteen percent (15%) of total funding, of which nine percent (9%) is allocated to the Contractor and six percent (6%) is retained by ICOA. The Contractor's actual Administration costs charged to this Contract must not exceed nine percent (9%) of total federal funding in any program year. Specific requirements include:

10.1. Operate within the approved budget for each program year;

10.2. Monitor expenditures on an ongoing basis and submit a written strategy to ICOA if budget exceedances or significant underutilization are anticipated;

10.3. Submit reimbursement requests for all allowable costs in the three federal budget categories (Enrollee, Other Enrollee, and Administration) on the monthly schedule and in accordance with the procedure set out in Exhibit 3, Section 6 (Billing Procedure);

10.4. Submit all reimbursement requests using ICOA's invoice tracking forms (see Exhibit 3, Section 6); and

10.5. Honor the Staffing Rates (Section 1) submitted in Submittal Form C as binding maximum reimbursable rates for each named position, in accordance with Section 8 (Staffing Commitments).

11. Local Match
For each program year, the Contractor must provide a non-federal match equal to at least 10% of total program costs (the federal share divided by 0.90, less the federal share) through non-federal funding sources, consistent with 2 CFR 200.306 and 2 CFR Part 2900. Requirements include:

11.1. Identify and document the source(s) of non-federal matching funds prior to the start of each program year.

11.2. Provide ICOA with the methodology used to calculate local match requirements no later than thirty (30) calendar days prior to the start of each program year, and update the methodology documentation whenever the source or calculation approach changes during the program year.

11.3. Track and report local match on each monthly invoice submission.

11.4. Ensure local match documentation is available for audit and data validation review.

12. Data Access and Validation Support
The Contractor must make all SCSEP program files and records available to ICOA upon request for the purposes of data validation, programmatic review, and audit. Specifically:

12.1. All requested Participant files, Host Agency files, and other program documentation must be provided to ICOA within five (5) business days of the request.

12.2. The Contractor must support ICOA's quarterly data validation process, which may include an on-site review of a USDOL system-generated sample of Participants and host agencies.

12.3. The Contractor must support ICOA's annual programmatic review, including access to program records, staff interviews, and documentation of program procedures.

13. Communication and Coordination with ICOA
The Contractor must maintain open, cooperative, and transparent communication with ICOA throughout the term of the Contract. Specific requirements include:

13.1. Attend monthly program meetings with ICOA staff;

13.2. Attend quarterly financial meetings with ICOA staff;

13.3. Respond to ICOA requests for information, documentation, or clarification within five (5) business days of receipt, unless a different timeframe is specified by ICOA; and

13.4. Notify ICOA within two (2) business days of becoming aware of any issues, incidents, or developments that may affect program performance, Participant safety, or federal compliance.

14. Coordination with External Partners
The Contractor must actively coordinate with the following entities to support Participant access to a broad range of employment and support services:

14.1. U.S. Department of Labor (USDOL) and applicable regional offices;

14.2. WIOA Title I service providers and American Job Centers (One-Stop Career Centers);

14.3. Area Agencies on Aging (AAAs);

14.4. Aging and Disability Resource Centers (ADRCs);

14.5. Workforce Development Council of Idaho; and

14.6. Other community organizations as appropriate to support Participant employment goals.

15. Performance Measures

15.1. The Contractor must meet or exceed the annual USDOL-established performance measures for each program year. Current performance targets are listed in Exhibit 2, Section 5.2. Targets are subject to annual revision by USDOL.

15.2. If performance targets are not being met at any point during a program year, the Contractor must develop and submit a written Corrective Action Plan (CAP) to ICOA within thirty (30) calendar days of the date the deficiency is identified. For purposes of this Contract, a Corrective Action Plan is a USDOL-structured performance improvement plan as defined under 20 CFR Part 641 and applicable TEGLs, and is distinct from any state or agency contract administration corrective action processes. For purposes of this section, the deficiency is considered identified on the earlier of:

15.3. The date the Contractor becomes aware of the performance gap through its own monitoring; or

15.4. The date ICOA provides written notification to the Contractor of a performance concern.

15.5. The CAP must identify the specific measure(s) at risk, a root cause analysis, and concrete steps and timelines to return to compliance.

15.6. Failure to meet performance metrics for two consecutive years may result in contract termination.

16. Reporting Requirements
The Contractor must submit all required reports accurately and on time. Required reports are described below.

	Report
	Frequency
	Due Date
	Submission Method

	Community Service Hours (Core 1)
	Quarterly
	October 20, January 20, April 20, July 20
	GPMS direct entry

	Quarterly Status Report
	Quarterly
	October 20, January 20, April 20, July 20
	ICOA template (see Section 10.2)

	Quarterly Program Report (GPMS flags & issues)
	Quarterly
	No later than the 25th of the final month of each quarter
	Standalone PDF submitted directly to ICOA; copy also attached to following month’s invoice

	Monthly Reimbursement Request / Invoice
	Monthly
	By the 25th of the month following the close of each operating month
	ICOA invoice tracking form



16.1. Community Service Hours (Core 1 – GPMS Entry)
The Contractor must enter all Participant community service hours directly into GPMS by the quarterly deadlines listed above. The Contractor is responsible for clearing all GPMS data errors (Rejections and Data Quality flags) prior to each quarter-end to ensure accurate quarterly data.

16.2. Quarterly Status Report
The Quarterly Status Report must identify whether the program is on track to meet each USDOL performance measure and must include a comment section addressing any issues and Corrective Action Plans in place. The report must be submitted using the ICOA-provided template and must address the following:

16.2.1. Summary of grant activities for the quarter;

16.2.2. Enrollment levels for minority individuals (by demographic category vs. census data);

16.2.3. Year-to-date performance against each USDOL measure;

16.2.4. Steps being taken to address any measures not on track;

16.2.5. Outreach and recruitment activities;

16.2.6. Enrollment activities;

16.2.7. Job development and employer engagement activities;

16.2.8. Additional training activities outside of community service assignments; and

16.2.9. Key challenges, technical assistance needs, and promising practices.

16.3. Quarterly Program Report (GPMS Flags and Issues)
The Quarterly Program Report addresses unresolved data and operational issues identified through GPMS monitoring. The Contractor must submit this report no later than the 25th of the final month of each quarter, addressing all issues identified in the following GPMS reports:

16.3.1. Waiting List;

16.3.2. Waiver of Durational Limit;

16.3.3. Participants with Approved Breaks;

16.3.4. Pending Follow-ups;

16.3.5. Most in Need/Waiver Factor Actions;

16.3.6. Pending Employer Surveys;

16.3.7. Durational Limit Rejections;

16.3.8. Other Rejections; and

16.3.9. Applicable Warnings.

16.3.10. The report must include a comment section addressing any items not cleared by the end of the reporting period. This report must be submitted as a standalone PDF directly to ICOA; a copy must also be attached to the following month’s reimbursement request.

17. ICOA Support Responsibilities
ICOA, as the Grantee and the designated State SCSEP agency, will fulfill the following responsibilities under the Contract:

17.1. Serve as the primary point of contact with USDOL for all grant-related matters;

17.2. Negotiate and execute the annual USDOL grant agreement;

17.3. Communicate USDOL performance targets and any changes to federal requirements to the Contractor within ten (10) business days of receipt;

17.4. Process Contractor reimbursement requests and issue payment in accordance with Idaho law;

17.5. Conduct quarterly data validation and programmatic reviews;

17.6. Approve any changes to ICOA policies or durational limit waivers; and

17.7. Maintain the USDOL grant agreement and all associated federal compliance obligations.

EXHIBIT 5
Veterans’ Priority of Service Policy 
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EXHIBIT 6
Durational Limits Policy
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EXHIBIT 7
Participant Termination Policy 
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EXHIBIT 8
Participant Grievance Policy 
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EXHIBIT 9
Pre-Proposal Conference Registration Form 


	RFP Number:
	#1263

	RFP Title:
	Senior Community Service Employment Program




Instructions: Potential Offerors choosing to participate in the Pre-Proposal Conference must pre-register by uploading this completed form into the Q&A Forum section within IPRO. Attendees are asked to submit this registration at least 3 days prior to the Pre-Proposal Conference.

As a reminder, potential Offerors are cautioned against relying on any verbal information shared during the Conference.  The RFP may only be amended by written documentation, posted to the state’s eProcurement System, IPRO POWERED BY LUMA.


	Individuals Name
	Company
	Email Address
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








EXHIBIT 10
Questions 

Offeror Questions Form Instructions
The following instructions must be followed when submitting questions using the Offeror Question form on the following page.

· Questions form must be uploaded into the Q&A Forum section within IPRO. 
· Questions must be received by the deadline specified in the Procurement Schedule (Section 1.2).  
· The Offeror must use the Offeror Questions form on the following page, to submit all questions . 
· Do not change the format, font, font style, or font colors.
· Do not identify your name, your company’s name, or product names of intellectual property in your questions.
· Enter the RFP section number that the question is for in the “RFP Section” field (column 2).  If the question is a general question not related to a specific RFP section, enter “General” in column 2.  If the question is in regard to an attachment, enter the attachment identifier (example “Attachment 1”) in the “RFP Section” (column 2), and the attachment page number in the “RFP page” field (column 3).
· Do not enter text in the “Response” field (column 5).  This is for the State’s use only.








Offeror Questions
RFP #1263 - Senior Community Service Employment Program

	No
	RFP Section
	RFP Page
	Question
	Response

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
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	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	
	
	
	
	






EXHIBIT 11
Contract Modifications and Exceptions 
Instructions
Complete this form and submit with your RFP submittal if you are proposing modifications or taking exception to any of the requirements, terms, or conditions included in the RFP, including any documents incorporated by reference (such as the Standard Contract Terms and Conditions.)  See RFP Section 1.8 for a full explanation of the process surrounding vendor-proposed modifications and exceptions.

· All modifications and exceptions to the State’s Contract Terms and Conditions must be submitted using the Contract Modification and Exceptions form and upload the form into the Q&A Forum section within IPRO.
· All requested modifications and exceptions must be received by the deadline specified in the Procurement Schedule (Section 1.2).  
· Offerors must specifically address any and all proposed modifications and exceptions.  
· Blanket requests to negotiate requirements, terms, or conditions will not be considered.  
· Do not identify your name, your company’s name, or product names of intellectual property in your questions.
· Offerors must provide an explanation as to why the requirement, term, or condition should be considered non-material.  Offeror must also provide a reason for the proposed modification or alternative language, specifically addressing the issues itemized in RFP Section 1.7.1.

The determination of materiality will be made at the State’s sole discretion.  Non-material modifications or exceptions may be negotiated with the apparent successful Offeror, at the discretion of the State, and as otherwise provided in RFP Section 1.8.3.



Modification & Exception Form 
RFP #1263 - Senior Community Service Employment Program

	Section Number
	Section Title
	Rationale Why Language Is Unacceptable
	Proposed Modification, Alternative, or Exception
	Response

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






SUBMITTAL FORM A
Background, Declarations, & Certifications

All information requested in this Submittal Form is Mandatory.  
Failure to complete or respond to each question, failure to sign this Form, and failure to submit this Form 
may result in your Proposal being deemed non-responsive.


PROJECT INFORMATION 
	RFP Number:
	#1263

	Project Name:
	Senior Community Service Employment Program




OFFEROR INFORMATION
	Company Name:
	

	Company Address:
	

	Tax Identification Number (EIN):
	

	UEI Number:
	



	Legal Status:
	☐ Corporation 
☐ Limited Liability Company (LLC) 
☐ Limited Liability Partnership     
☐ Sole Proprietorship 
☐ Other (specify)




CONTACT INFORMATION
Individual responsible for preparing this Proposal, and who can be contacted for clarification on this Proposal

	Contact Name:
	

	Title:
	

	Email:
	

	Telephone:
	




AMENDMENT ACKNOWLEDGEMENT
	
	By checking this box, the Offeror acknowledges receipt of all amendments, and has incorporated all amendments into their Proposal.


		

CONFLICT OF INTEREST 
The Offeror must select an option below:

	☐	The Offeror declares that there is no potential, perceived, or actual conflicts of interest that may arise as a result of their response to this RFP and/or subsequent award of Contract.

	
☐
	
The Offeror declares that there are potential, perceived, or actual conflicts of interest that may arise as a result of their response to this RFP and/or subsequent award of Contract.  The Offeror must attach additional information to explain the conflicts. 



CERTIFICATIONS

	QUESTION
	RESPONSE*

	1) Is Offeror a legal entity with the legal right to contract?

	☐ Yes  ☐ No

	2) Is Offeror in compliance with applicable equal employment regulations?

	☐ Yes  ☐ No

	3) Does Offeror affirm that it is not currently suspended, debarred, or otherwise excluded from federal or state procurement and non-procurement programs? Note: vendor information is available at https://sam.gov

	☐ Yes  ☐ No

	4) Does the Offeror affirm that the Proposal will be firm and binding for ninety (90) calendar days from the Proposal opening date?

	☐ Yes  ☐ No

	5) Does Offeror warrant that it does not knowingly and willfully employ persons who cannot legally work in this country; and that Offeror takes steps to verify that it does not hire persons who have entered our nation illegally or cannot legally work in the United States; and that any misrepresentation in this regard or any employment of persons who have entered our nation illegally or cannot legally work in the United States constitutes a material breach and will be cause for the imposition of monetary penalties up to five percent (5%) of the Contract price, per violation, and/or termination of the Contract?
	☐ Yes  ☐ No

	6) The Offeror confirms that it has the financial strength to perform the services required under this RFP.  

	☐ Yes  ☐ No

	7) The Offeror confirms that they can provide financial information (records, documents, etc.) and financial statements (Balance Sheet, Income Statement, and Cash-Flow Statement), to the State upon request. 

	☐ Yes  ☐ No

	8) Does the Offeror affirm and acknowledge that the state manages all vendor profiles and payment preferences exclusively through PaymentWorks, and that organizations selected for award must register or update their PaymentWorks account to avoid delays in contract awards and payments.
	☐ Yes  ☐ No


* Failure to answer, or answering “No” may be grounds for disqualification. Attach additional information on any subject where the Offeror responded “No” to a question above. 



CONTRACT TERMS AND CONDITIONS
Important Note: Any modifications or exceptions to the Contract may be rejected by the State.  Therefore, the Offeror is strongly encouraged to submit any proposed modifications or exceptions during the Q&A period (see Section 1.8).  

	QUESTION
	RESPONSE*

	1) The Offeror accepts, and is willing to comply with, Idaho’s Terms and Conditions (located in IPRO)?
	☐ Yes  ☐ No


* Failure to answer, or answering “No” may be grounds for disqualification. Complete the information below if you have responded “No” to the question above.  

The Offeror must review Exhibit 11 for additional information regarding the State’s Terms and Conditions.  Non-material modifications or exceptions may be discussed with the apparent successful Offeror, at the discretion of the State.  The State has sole discretion to determine if the modifications or exceptions would result in a material change or otherwise threaten the integrity of the procurement process.   The State must have the right to reject any and all such modifications and/or exceptions, or to call an end to such discussions, and to instruct the Offeror to amend its Proposal and remove the modifications and/or exceptions.  Failure to do so may result in the State finding the Proposal non-responsive.  The determination of materiality will be made at the State’s sole discretion.  In the event that the Offeror has conditioned its Proposal on the State’s acceptance or negotiation of its proposed modifications or exceptions, and the modifications or exceptions are deemed material, the Offeror will be given the opportunity to retract the proposed modifications or exceptions from its Proposal.  Failure to do so will result in the Offeror’s Proposal being found non-responsive, after which it will receive no further consideration.  

The Offeror must identify all modifications or exceptions to the Contract Terms & Conditions provided in Exhibit 11.  The Offeror must use the template that is provided in Exhibit 11. Blanket requests to negotiate requirements, terms, or conditions will not be considered.  


ATTESTATION AND SIGNATURE 
This Submittal must be dated and signed by an officer or agent (“Representative”) duly authorized to execute contracts for the Offeror.  I certify that I have read and understand this RFP and I am authorized to sign this Proposal on behalf of the Offeror.



	
	
	
	
	

	Printed Name of Representative	
	
	Signature
	
	Date







SUBMITTAL FORM B
Part 1 - Qualifications & Experience 







SUBMITTAL FORM B
Part 2 - Approach 







SUBMITTAL FORM B
Part 3 - Obstacles, Challenges, & Risks 




SUBMITTAL FORM B
Part 4 - Scenario 
The Offeror must respond to the scenario below, demonstrating how their proposed staffing model, operational design, and direct cost approach will deliver the SCSEP scope of work under current operational parameters. Cost or pricing information must not appear in this Part. The corresponding cost calculation is submitted in Submittal Form C. This Part evaluates configuration-specific commitments tied to Submittal Form C. Do not repeat methodology described in Part 2.

Scenario Setup
Beginning on the operational start date established in the Contract, the Offeror will operate SCSEP for Idaho Planning Service Area 3 (PSA 3) under the following parameters:

· Authorized Slots: 41 (39 Ada County, 2 Gem County)
· Program Year: July 1, 2026 – June 30, 2027
· Performance Targets: Per current USDOL targets in Exhibit 2, Section 5.2
· Operating Conditions: Current USDOL demonstration; Effectiveness in Serving Employers measure N/A
· Inherited Caseload: 41 active Participants and an established Host Agency network in PSA 3
· Performance Period for Response: One full program year of steady-state operations (PY 2026-2027)


Required Response Elements
The Offeror's response must address each of the following. The response must be consistent with the Staffing (Section 1) and Operating (Section 2) entries in Submittal Form C; material inconsistencies may be grounds for clarification or a non-responsiveness determination.

1. Staffing Model. Provide a position-by-position breakdown of FTE allocations to this contract, including federal classification (OE or A), reporting relationships, and backup coverage for key roles during PTO, illness, or vacancy.

2. Allocation of Staffing to Operational Functions. Describe how FTE time across the staffing model is allocated to Participant intake and eligibility, IEP development, case management, Host Agency management, GPMS data entry, performance monitoring, and employer engagement. Methodology described in Part 2 should not be repeated.

3. Coverage Mechanics. Describe how staff time and effort are distributed between Ada County (39 slots) and Gem County (2 slots), including in-person versus remote service delivery and any local partnerships extending coverage.

4. Direct Cost Basis. Without disclosing dollar amounts, provide the assumptions and rationale for each operating (non-personnel) cost category submitted in Submittal Form C, Section 2 — Administration (2A: Travel; Supplies; Equipment; Other) and Other Enrollee (2B: Travel; Supplies; Equipment; Support Services; Training & Education). Where applicable, identify per-Participant or per-event estimates.

5. Year 1 Staffing Adjustments. Identify any FTE additions, temporary positions, or staffing reallocations for Year 1 to absorb transition activities. Detailed transition planning is addressed in Part 2; this element addresses only staffing implications.

Format and Page Limit
· Maximum page limit: 6 pages
· The response must be consistent with the Staffing (Section 1) position titles and FTE values entered in Submittal Form C, Section 1.
· Cost, salary, fringe, and dollar amount information must not appear in this Part.


SUBMITTAL FORM C
Cost Proposal 
















Submittal Form C – Cost Proposal is provided as an Excel sheet located in IPRO.
2
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ICOA POLICY & INSTRUCTION

Subject Author Policy#
Senior Community Service Employment Program (SCSEP) Kevin Bittner | SCSEP-2010-06
Veterans’ Priority of Service

Purpose:
‘The purpose is to ensure SCSEP eligible veterans and spouses have priority when placed on a waiting st
or enrolled into the program.

Scope:
“This policy applies to the documentation and application to ensure eligible veterans and spouses have.
been prioritized first on a wating lst or enrolled into SCSEP.

Definitions
= Jobs for Veterans Act: Creates a priority of service for veterans (and some spouses)
*  TEGLNo 5-03: Training & Employment Guidance Letter that explains the Jobs for Veterans Act.
= 20CFR Part 641, Final Rule: Gives the SCSEP program requirement.
* 20 CFR Part 1010, Final Rule: Gives veterans priority qualfications for job training programs

Procedures:

1) Documentation must show applicants with veteran's status or an eligible spouse were evaluated
first and if they met the following criteria were placed first on a waiting list or were enrolled into
scsep:

2. Anyone who is at least 55 years old, unemployed, and is a member of a family whose
income is not more than 125% of Health and Human Service levels. [Part 641.520(b]]

2) Documentation must show an eligible spouse of a veteran who meets the following criteria was
prioritized first on the waiting lst or entered enrollment:

. Spouse of a veteran who died of a service connected disabilty;

b. Spouse of a member of the Armed Forces on active duty who has been listed for a total
of more than 90 days as missing in action, captured in the line of duty by a hostile force,
or forcibly detained by a foreign government or power;

€. Spouse of any veteran who has a total disability resulting from a service connected
disability;

d. Spouse of any veteran who died while a disability so evaluated was in existence. [Part
641.520(b]]

Exception

1) No exceptions

References:

1) Jobs for Veterans Act Public Law 107-288 (2002). Section 2(a) of the Jobs for Veterans
‘Act, codified at 38 U.S.C. 4215(a)

2) Older Americans Act Section 518 (b)

) TEGL 05-03 https://www.dol.gov/agencies/eta/advisories/training-and-employment-

‘guidanceletter-no-05-03
4) 20 CFR 641, SCSEP Final Rule

5) 20 CFR Part 1010 Priority of Service for Covered Persons
Federal Requirement:
1) 20 CFR Part 641.520 () & (b) Selecting Eligible Incividuals
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ICOA POLICY & INSTRUCTION

Policy Subject Policy #
‘Senior Community Service Employment Program (SCSEP) SCSEP-2025-D0525
Durational Limits

Purpose:
‘The purpose s to ensure that SCSEP participants understand the durational imit policy.

Scope:
All participants who are one-year from reaching the 48-month durational limit must be informed of the.
duration imit policy, the waiver criteria and participate in the development of 3 transition plan.

‘The time period for calculating the 48-months begins from July 1, 2007, or when the participant first
enrols in the program after that date. ICOA will extend a onetime, one-year program extension in
situations where participant meets one of the following criteria:

1) Has a severe disabilty

2) Isfral

3) 175 0r older

4) Meets the eligibility requirements related to age, but do not receive benefits under Titl I of the
Social Security Act (42 USC 401 et seq)

5)  Lives in an area with persistent unemployment and are individuals with severely limited
employment prospects

6) s limited English proficiency or low literary skills

7) Formerly incarcerated within the last 5 years

Definitions:

 ICOA: 1daho Commission on Aging: SCSEP Grantee

+ GPMS: Federal SCSEP reporting system

© 20.CFR Part 641570 Final Rule: Gives the SCSEP program requirement.

Procedures:

1) Use GPMS to identify which participants have reached one-year or six-months from the 48 month
duration limit, and update their Individual Employment Plan and create a transition plan.

2) Review duration limits and waiver criteria with each participant during the inital orientation and
at one-year from reaching the durational imit

3) Develop an intial transition plan one-year from reaching the durational imit and update it at a
minimunm of six-months from reaching the durational limit date.

4) Within two-months from the participant reaching the durational limit, the case manager must
submit a “Request for Durational Limit Waiver” with supporting documentation o ICOA for
‘approval.

Exceptions:
1) Exceptions are based on unforeseen issues or ituations

References:
Federal Requirement:

1) SCSEP Final Rule part 641,570 Individual time limit:
2) SCSEP Final Rule part 641.730 Transition planning
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ICOA POLICY & INSTRUCTION

Policy Subject Policy #
Senior Community Service Employment Program (SCSEP) SCSEP-2015-
Tos17

Partcipant Involuntary Termination Policy
‘There are six () reasons a participant may be involurtaril temninated from SCSEP. T reasons ar listed below
along with an explanation. Tnis Termination Policy wil be folowed firly and equitaby when involuntariy terminating
participants. Particpants wil not be temminated based on age; there i o ugper age it fo particpation in SCSEP.
Except as noted below in the case of serious violations, partiipants wil receive progressive discpine and an
opportuniy for corectve acton before a fomaltermination noticeis issued. In all cases, prtiipants wil receive a
30 day terminatin letr roifing them of the date of ext, the reason forte terminaton, and the rightto appeal
under the Idaho Commission on Aging's ICO) grievance procedure. A copy of the grievance procedure wilbe
attached 10 th termination leter. Participants wil receive both a copy and 2 verbal explanaton ofthe Involuntary
‘Temination Policy during orietation. This poiiy s based on the Older Americans Act of 2020 and the SCSEP
Final Rule, effective on Apri 15, 2022

Types of Involuntary Teminations
A paricpant can be involuntariy terminated from the SCSEP for i (¢)reasons. Tne reasons are:

1. Knowingyproviding fase formato in e lghilty rocess
2.Beig ncorct deternine el a nrllmen or e annua ecetfcaton
3.8eig deterined o longe lighle a ecetfcaton

4. Reaching he marimum 48 montrs envllment it

5.Beconing employed urng evalment

6. For cause, including refusing to accept a reasonabie number of ob offers of eferrals fo unsubsidized employment
based on the Individual Employment Plan (IEP) (with no extenuating ccumstances hindering the partcipant rom
moving to unsutsicized employmen)

1. Termination Due to Knowingly Providing False information in the Eligbilty Process
A paricpant may be terminated for fraudulent actons, such s inentionally providing inaccurate information to
‘quaiy for the SCSEP. Ifthis occurs, the participant wil b placed on Leave without Pay immediatel, and a 30 day
notficaion of teminaton wil e sent o the participant.

2 Termination Due to Being Incorrecty Determined Eligile
A aricpant wilbe terminated i found ineigioe or paricipation n e SCSEP either after enroliment o after the
‘annual recerticaton though no fautofth participant A particpant may be enrolled or deemed efigitle for
‘continued enrollment based on an errr in determining program eligiby, & g.income may be recorded or caculated
inccurately. When tis occurs,the participant will e notfe regarding the erro and immediately sent a 30 day
notficaion f terminaton leter. Tne participant willbe abl to contnue participating inthe program unt the dete of
esitas noted n the leter.
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ICOA POLICY & INSTRUCTION

Policy Subject Policy #
‘Senior Community Service Employment Program (SCSEP) SCSEP2018-60525.
Participant Grievance

Purpose:
The purpose s to ensure SCSEP applicants, employees and participants understand the grievance
process and understand they can use it f they fee! they have been unfairly treated.
Scope:
This policy sets a process to resolve grievances informally at the local level (Case Manager), then
formally through the contractor's grievance procedures, which can be appealed to state (ICOA] for final
resolution. For allegations concerning federal law or Civil Rights that cannot be resolved with this
policy’s procedures, claimants may appeal directly to the U.S. Department of Labor as described in
exceptions below.
Definitions:

*  1C0A: daho Commission on Aging: SCSEP Grantee
Procedures:

1) Grievances shall first be resolved informally and in writing at the local level with the contractor's
State Director.

2) Ifresolution is not agreed upon within 10 business days, a formal complaint should be filed in
writing to the contractor’s Director of Operations with a copy to ICOA's SCSEP State Director.
‘The contractor’s Director of Operation has 10 business days to resolve the complaint.

3) Ifthe dispute remains unresolved, a written complaint may be filed with the Idaho Commission
on Aging within 10 business days following the contractor’s Director of Operations' decision. At
that time, the ICOA will establish a complaint file which contains all SCSEP participant's
application, enrollment forms, the complaint statement, chronologicallog of events, relevant
correspondence, and a record of the resolution attempted. Depending on the nature of the
complaint, the ICOA Administrator will render a decision or elevate the complaint to a hearing.
officer for final determination. Final determination will be made by ICOA within 30 business days.
of receiving the complaint.

Exceptions:

1) Complaints alleging violations of law, which cannot be resolved within 60 business days as a
result of the recipient's procedures, may be filed with the Director of Division of National
Programs, Tools and Technical Assistance, USDOL, 200 Constitution Avenue NW, Washington,
DC20210.

2) Complaints alleging discrimination on the basis of race, color, religion, sex, national origin,
disabilty, or age, may be directed or mailed to the Director, Civil Rights Center, U.S. Department
of Labor, Room N-4123, 200 Constitution Avenue, NW, Washington, DC 20210.

References:

1) 20 CFR part 641: SCSEP Final Rule

2) 29 CFR Administrative Requirements:

hitps://www.gpo. gov/fdsys/pkg/CFR-2011-ttie25-vol1/pdf/CFR-2011-title29-vol1-part34.pdf

Federal Requirement:
1) Grievance Procedures 20 CFR part 641.910
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