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I. Introduction and Schedule 
 
A. General 
 
Overview 
The San Francisco Office of Early Care and Education (OECE), in partnership with the Human 
Services Agency, is seeking applications for an integrated data management and reporting data 
system.   
 
OECE serves as convener, policy developer, and funder of early care and education (ECE) 
organizations to meet the needs of San Francisco’s children and families. To further advance San 
Francisco’s system of early care and education, OECE invites proposals for an integrated ECE 
data system(s) that will enhance the local early care and education system’s overarching goals, 
which are outlined in the San Francisco Citywide Plan for Early Care and Education. 
 
OECE is seeking proposals for an integrated data management and reporting system that tracks 
child and family enrollment information and payment information.   Respondents may submit 
responses that include one or more products from their organization and/or one or more products 
from subcontractors. The respondent will be responsible for all coordination and the delivery of 
all services and deliverables from subcontractors.  
 
OECE is seeking respondents who have early care and education sector experience and are 
committed to innovative approaches to improving San Francisco’s early care and education data 
systems.  
 
Selected proposer(s) will have a tentative term from March 1, 2019 to July 31, 2021, with the 
possibility for renewal for up to five years from the official start date of the contract.  
 
 
Background 
Decades of research show that the environment of a child’s earliest years can have effects that 
last a lifetime. High quality early education experiences can positively impact children’s brain 
development and provide them with interactions that foster their cognitive, social, physical and 
emotional development in ways that will impact them throughout their lifetime.  
 
OECE’s vision is that every child in San Francisco from birth to age five has access to high 
quality and affordable early care and education. OECE leverages federal and state funding, 
aligns local funding and resources, supports the early care and education workforce, and 
increases capacity to build a high quality, affordable, data driven and streamlined early care and 
education system. 

The core principles guiding all aspects of OECE’s work are: 
• Equity, Inclusion and Cultural Relevance 
• Collaboration 
• Openness and Transparency 
• Responsiveness 
• Respect 

 

http://sfoece.org/wp-content/uploads/2016/09/Final-OECE-V5.pdf


P-590 (11-07) 
OECE Data Systems Mgmt. RFQ #819  2 of 34     September 11, 2018 
   

OECE serves as convener, policy developer, and funder of early care and education 
organizations to meet the needs of San Francisco’s children and families.  Today, OECE’s 
network of funded agencies includes approximately 325 direct service programs, including early 
care and education centers, family child care small businesses, and licensed exempt providers 
(also known as Family Friend and Neighbor care) as well as nonprofit organizations and city 
departments providing services to increase access to and improve the quality of early care and 
education in our city. 

In FY 2017-18, OECE revamped its funding for ECE programs based on a year-long 
Comprehensive Fiscal Analysis that included a review of all federal, state and local funding used 
to support ECE services and analysis of revenues and expenses of a diverse variety of San 
Francisco ECE programs.  More than 100 local stakeholders participated in the process, which 
resulted in recommendations to streamline and improve the existing local funding approaches.  

OECE provides Early Learning Scholarship funding and Preschool for All funding to qualified 
ECE programs who agree to meet citywide minimum program quality standards, which are 
defined by the Quality Rating and Improvement System (QRIS). Preschool for All funding is to 
provide families with a tuition credit for half day preschool programming to any 4 year-old 
living in San Francisco. Early Learning Scholarship funding provides funding to qualified 
programs with the intent of covering the cost of providing quality programming, as determined 
by Tier 3 of the QRIS. If a child is supported by a state or federal funding stream, such as Title 5, 
a CalWORKs voucher or the California Alternative Payment Program, the Early Learning 
Scholarship amount will be calculated as the difference between the underlying state or federal 
funding and the cost of delivering quality programming. OECE contracts with some ECE 
programs for some of the Early Learning Scholarship funding, while some of it is voucher-based 
funding.  Both Preschool for All and Early Learning Scholarship funding is on a per child basis 
and based on days of enrollment. . Preschool for All funding amounts vary according to the 
education level of the preschool lead teacher. Early Learning Scholarship funding amounts vary 
by setting (center or family child care), child’s schedule, child’s age, and family fee amount. 

OECE aims to provide continuity of care for priority children receiving Early Learning 
Scholarships until they reach Kindergarten (whether or not they enroll in different qualified 
programs throughout that time period). Several of the Early Learning Scholarship funding types 
require that programs enroll families through the centralized waiting and eligibility list (the new 
version of which will be Early Learning SF which is scheduled to launch in October 2018.) 
OECE contracts with two nonprofit organizations, Children’s Council of San Francisco and Wu 
Yee Children’s Services, to determine families’ need and eligibility for most of the Early 
Learning Scholarships. 

OECE also funds ECE programs with Annual Quality Grants, which are additional annual, per 
child amounts (calculated on subsidized enrollments) if the ECE program is rated as Tier 4 or 5 
on the QRIS. This funding stream signals that the City recognizes increasing levels of quality, 
and over time, aims to enhance funding to incentivize and reward ECE programs for higher 
QRIS ratings.  
 
OECE continues to work with its partners to refine and build on the multi-year efforts to 
strengthen coordination and alignment across ECE systems and programs while improving 
system-level efficiencies. The goals of these efforts include increasing quality of programs, 
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access and ease of utilization, and professional capacity in order to positively impact early 
educators, children and families, and all system partners and stakeholders. These efforts were 
identified and will be implemented collaboratively with OECE’s partners – direct service ECE 
programs and systems partners, such as the county’s two Resource & Referral agencies, our 
school district, and city departments that invest in resources for children ages 0 to 5 years old.   
 
To further advance San Francisco’s system of early care and education, OECE invites proposals 
for an integrated child enrollment and payment data system(s) that will enhance the local early 
care and education system’s overarching goals, which are outlined in the San Francisco Citywide 
Plan for Early Care and Education. Currently, child enrollment and payment data lives in at least 
five different data systems managed independently of each other. Four of the data systems are 
managed by non-profit organizations who are partners of OECE, but in several cases also use the 
data systems to manage contracts they receive directly from the state. OECE is seeking a data 
system that can address the needs of OECE-funded ECE programs, its system partners, its own 
needs, while also serving its systems partners’ own unique needs given their other funding 
sources. OECE’s vision statement for such an integrated data system is: 

 
The data system will be a well-coordinated, integrated, and efficient system that allows 
families, programs, OECE, and its partners to use high quality, real-time data to promote 
favorable outcomes for children, age birth to five. The goal is not only to build an 
integrated data system, but to use it to inform decisions that support children and families 
in San Francisco. 

 
OECE has launched an initiative to integrate and leverage administrative data to make progress 
toward this vision. Part of this initiative focuses on engaging OECE staff and stakeholders in 
developing a shared learning agenda and establishing data governance structures and processes 
to ensure the systems are in place to address questions/key issues that are part of the learning 
agenda. Based on San Francisco’s context of having multiple data systems managed by various 
partners with different data standards, data governance is a method for creating more cohesion 
across existing data systems and helping OECE and its partners answer key questions about how 
to best invest local resources for maximum impact. Another aspect of the initiative has been an 
assessment of current data systems used in the publicly funded ECE system and the development 
of a road map for improving the functionality and connectivity of those systems over time. 
Below is a summary of the current vision of the road map, which will be revisited and updated 
on an ongoing basis: 

 
First step:  Develop a new waitlist system. This step is underway. OECE has 

contracted with MCT. Technology, Inc. to collaborate with key system 
partners and OECE to develop a centralized waiting list system that will 
gather more robust information from families and programs with 
vacancies to make “best fit” matches. The system will be live on October 
1, 2018, and additional development to enhance the system is planned 
through the first half of 2019. 

 
Second Step:   Establish a Learning Agenda: What are the system questions we could 

answer through improved and integrated data? This process is underway, 
and will be informed by various community engagement and system 
partner activities. 

http://sfoece.org/wp-content/uploads/2016/09/Final-OECE-V5.pdf
http://sfoece.org/wp-content/uploads/2016/09/Final-OECE-V5.pdf
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Third Step:      Develop technical solutions for management of enrollment and payment 

data, and integration of select data from the new waitlist system, the CA 
Early Care and Education Registry, and WELS. This is the focus of this 
RFQ.  

 
Fourth Step:    Improve the workforce and quality support data systems (which are 

currently the California ECE Workforce Registry and WELS), and 
integration of such data 

 
A simultaneous, multi-phased process will entail developing data warehousing 
capabilities that would potentially encompass all data from all relevant data systems. 

 
As outlined in the recommendations from national data experts, these steps do not necessarily 
need to be implemented in sequential order, and several will be iterative processes over time.  
For more information on OECE’s data initiative, please see http://sfoece.org/wp-
content/uploads/2018/09/OECE_DataRoadMap-ECDataWorks-Aug-2018.pdf. 
 
OECE is seeking respondents who are committed to innovative approaches to improving San 
Francisco’s early care and education data systems, and that are flexible to iteration as OECE and 
its partners refine its approaches over time.  
 
Selected proposer(s) will have a tentative term from March 1, 2019 to July 31, 2021, with the 
possibility for renewal for up to five years from the official start date of the contract. OECE/HSA 
has the sole, absolute discretion to exercise this option, and reserves the right to enter into 
contracts of a shorter duration. 
 
Payment for all services provided in accordance with provisions under this contract shall be 
contingent upon the availability of funds. The City shall not be required to provide any definite 
units of service nor does the City guarantee any minimum amount of funding for these services. 
 

 
B.  Schedule 
 
The anticipated schedule for selecting awards is:  
 
                        Proposal Phase                                        Date                
 
RFQ is issued by the City     September 11, 2018 
 
Pre-proposal conference     September 20, 2018 @ 2pm 
         1650 Mission Street, Suite 312 
 
Deadline for submission of written questions 
or requests for clarification     September 24, 2018 
 
Proposals due       November 8, 2018 @ 5pm 

 

http://sfoece.org/wp-content/uploads/2018/09/OECE_DataRoadMap-ECDataWorks-Aug-2018.pdf
http://sfoece.org/wp-content/uploads/2018/09/OECE_DataRoadMap-ECDataWorks-Aug-2018.pdf
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Review panel will qualify proposers   Late November, 2018 
 
OECE will contact selected qualified proposers  
to participate in a secondary competitive  
process to select the final vendor(s)   by December 5, 2018 

 
Secondary competitive process for select  
qualified proposers. See description below.  December 13, 2018 from 10am –noon 

December 13, 2018 from 1-3pm 
December 13, 2018 from 6:30-8:30 pm 

 
Dates and times subject to change 

 
 
C.  Selection Processes 
 
Initial Competitive Process 
OECE will convene a review panel to evaluate proposals based on the criteria listed in Section 
IV. Proposals that score the minimum threshold for qualification will be included on the 
qualified list. 
 
Secondary Competitive Process 
OECE will then conduct a secondary evaluation process to select a contractor(s) off of the 
qualified list. Qualified proposers will be invited to deliver multiple presentations to a variety of 
audiences. In the event that OECE receives a high volume of proposals, OECE will invite a 
select number of the qualified proposers whose proposals most closely meet the specifications 
outlined in the Scope of Work.  
 
The presentations should include a summary of their data system’s features and a demonstration 
of the data system, and should be tailored to the respective audience.  
 
OECE has scheduled three different presentation times for different sets of stakeholders to vote 
on proposers who are under consideration for a contract. There will be one meeting with OECE 
staff and systems partners, including representatives from OECE’s Integrated Service Agencies, 
HelpDesk, homeless case management services, Family Child Care Quality Networks, and other 
system services. There will be one meeting with ECE center-based programs who participate in 
the OECE-funded network, including representatives from shared services organizations and 
local child care associations and membership groups. There will also be one meeting with 
Family Child Care Homes who participate in the OECE-funded network, including 
representatives from the OECE-funded Family Child Care Quality Networks and local child care 
associations and membership groups.  The meeting focused on Family Child Care Homes will 
offer multi-lingual support and be held in the evening. 
 
Attendees at the presentations will score the proposers using a standardized scoring tool, and the 
highest scoring proposer(s) will be awarded the contract. 
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D. Definitions 

 

CA Early Care and 
Education Workforce 
Registry 

The California ECE Workforce Registry is a statewide web-
based data system designed to track and promote the education, 
training and experience of the early care and education 
workforce for the purpose of improving professionalism and 
workforce quality to positively impact children. San Francisco is 
a founding partner. 

Care Control 3 

Care Control 3 is the data system Children’s Council of SF and 
Wu Yee Children’s Services uses to track family need and 
eligibility, child enrollment, program, and payment information, 
and make payments for OECE-funded voucher enrollments, in 
addition to other state contracts they manage. The data system is 
licensed from MCT Technology, Inc. Many OECE-funded ECE 
programs, Children’s Council and Wu Yee staff use the data 
system. 

Cocoa 

Cocoa is the data system OECE uses to track child enrollment, 
child assessment, daily attendance, program, and payment 
information for most OECE-funded ECE programs. The data 
system is licensed from WestEd. Many OECE-funded ECE 
programs, OECE staff, and system partners use the data system. 

Early Learning SF 

This is a new waiting list data system being developed for 
OECE and its partners by MCT Technology, Inc. The new 
system will replace the City’s current centralized eligibility list 
called SF3C. The new system will launch in October 2018. 

ECE Early Care and Education 

Enrollment data Data related to a child(ren)’s enrollment in an ECE program. 

First 5 San Francisco 

First 5 San Francisco receives local and state funds that it 
invests back into the community through more than 200 
community grant programs dedicated to the well-being of 
children and families. Its initiatives increase access to and raise 
the quality of valuable services in our focus areas: family 
support, child development, and child health. First 5 SF 
manages the continuous quality improvement efforts for ECE 
programs, including the QRIS system, coaching and training for 
programs. In this role, First 5 SF stewards the WELS data 
system. 

HSA San Francisco Human Services Agency 
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Integrated Service 
Agency partners 

OECE contracts with two agencies to administer subsidies on 
behalf of OECE and to deliver Resource & Referral services to 
OECE’s target population families. The two agencies are 
Children’s Council of SF and Wu Yee Children’s Services. 
These are integral system partners. 

Low-Income Families under 85% of the State Median Income as determined 
by the California Department Education 

Kid Kare/Minute Menu 

Kid Kare/Minute Menu are the data systems Children’s Council 
of SF and Wu Yee Children’s Services use to track child 
enrollment, program, payment, and federal food program-related 
information for ECE programs. The data system is licensed 
from Minute Menu Systems, LLC. Many OECE-funded ECE 
programs, Children’s Council of SF and Wu Yee Children’s 
Services staff use the data systems. 

OECE 

Office of Early Care and Education, a city department that 
reports to the Mayor and which is housed within and receives 
budget, contracts, human resources and IT support from the 
Human Services Agency. For the purposes of this RFQ, OECE 
will hold any contract which may result from this RFQ and will 
be the client.  OECE will convene and coordinate input from 
collaborative systems partners for the design, development and 
continuous improvement for the services described herein. 

Payment data Data related to funding from OECE and/or another public entity 
to an ECE program on behalf of an eligible child/family. 

San Francisco Citywide 
Plan for Early Care and 
Education   

The San Francisco Board of Supervisors approved the San 
Francisco Citywide Plan for Early Care and Education, which 
aligns early education goals, frameworks, funding, and 
outcomes targeting children birth through age five. 

San Francisco Unified 
School District (SFUSD) 

SFUSD offers Pre-K programs citywide using state and local 
resources. SFUSD also administers a Kindergarten Readiness 
assessment of incoming Kindergarteners. SFUSD uses its own 
enrollment system for its Pre-K programs, which would need to 
be integrated into the new data system described in this RFQ. 
SFUSD is interested in data systems that are Ed-Fi compatible 
to enhance the district’s ability to share data with OECE. 

WELS 

WELS is the data system First 5 San Francisco uses to track 
quality rating improvement systems (QRIS) ratings and quality 
support efforts. The data system is licensed from the WELS 
Systems Foundation. Many OECE-funded ECE programs, First 
5 SF staff, and funded quality support partners use the data 
system. 

 
 

http://sfoece.org/wp-content/uploads/2016/09/Final-OECE-V5.pdf
http://sfoece.org/wp-content/uploads/2016/09/Final-OECE-V5.pdf
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II. Scope of Work 

 
The Scope of Work is to be used as a general guide and is not intended to be a complete list of all 
work necessary to complete the project. Contractors should use this description when designing 
their proposed programs.  However, contractors may suggest modifications and/or additions that 
will, in their estimation, make the program more feasible or effective.   
 
Data System Specifications 
 
Contractor shall provide licensure for approximately 3,220 users and the system permissions 
should allow for the creation of various roles that users can be assigned to. At a minimum the 
system will need to have five differing roles of an integrated data management and reporting 
system for OECE.  Contractor shall provide a reliable, user-friendly, web-based application that 
can be accessed 24 hours a day from all standard desktop and mobile device operating systems 
(including, but not limited to, Windows, OSX, iOS, Android, etc.)  , and that supports Internet 
Explorer, Chrome, Firefox, and Safari web browsers in their current version and two previous 
versions.  
 
All data and content entered into the system is owned by OECE. Upon request OECE can 
request a full copy of the data and corresponding documentation (i.e. Data dictionary and ERD). 
 
Respondents may submit responses that include one or more products from their organization 
and/or one or more products from subcontractors. The respondent will be responsible for all 
coordination and the delivery of all services and deliverables from subcontractors.  
 
OECE is seeking a system with the following required features, and is interested in data systems 
that also encompass some desired features. The required features include the following: 

 
Required Features for System 

 
1. Users accounts with username and password and support  
2. Data entry screens and functionality 
3. Data synchronization, upload and integration  
4. Export and reporting 
5. General requirements 
6. Project and system management 

 
 

1. Users accounts and support  
 

1.1 Creation of user accounts 
Support creation of user accounts with secure multi-factor authentication for the following 
user groups: 
 

User group name Description Estimated 
Quantity* 

ECE program staff Administrative staff from licensed centers 640 center-
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and family child care homes. Users are 
literate in English, Spanish or Chinese and 
have varying levels of literacy and 
computer skills. 

based  
320 Family 
Child Care (of 
which 50% 
read in 
Chinese and 
30% read in 
Spanish). 

ECE teaching staff Teaching staff from licensed centers and 
family child care homes. These staff, as 
differentiated from ECE program staff, can 
only view data related to the children and 
families enrolled in their 
sessions/classrooms. Users are literate in 
English, Spanish or Chinese and have 
varying levels of literacy and computer 
skills. 

1,360 center-
based  
640 Family 
Child Care (of 
which 50% 
read in 
Chinese and 
30% read in 
Spanish). 

Subsidy 
Administrators 

Administrative staff at Children’s Council 
and Wu Yee Children’s Services. OECE 
contracts with these agencies to administer 
subsidies. 

225 

OECE 
Administrators 

Administrative staff at OECE charged with 
monitoring, trouble shooting, analyzing 
and developing policy related to OECE’s 
funds to ECE programs. 

25 

Help Desk 
Administrators 

Administrative staff at Children’s Council. 
OECE contracts with this agency to 
provide one-on-one and group technical 
assistance in multiple languages to ECE 
programs funded by OECE on use of 
required data systems. 

10 

*These estimates are based on near-term projected growth. OECE is seeking a data 
system that is scalable as its network of ECE program partners and funding portfolio 
expands. 

 
1.2 Assigning roles and permissions 
Ability for OECE administrative users to create the various user types, at least the five types of 
accounts identified, Help Desk Administrative users to create ECE program staff user accounts 
and ECE teaching staff user accounts, and Licensed ECE program staff users to create ECE 
teaching program user accounts for colleagues in their program (such as teachers who may only 
be inputting child assessment data) and ECE program staff user accounts for additional 
administrative staff (such as a staff member to track payments, etc.). The roles and permissions 
of each type of user account will be determined by OECE.   
 
1.3 Customizing user interface 
ECE program staff users can customize their user interface to hide fields and reports that are not 
relevant to them. 
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2. Data entry screens and functionality 
The data system will have a simple user-friendly interface that allows users to enter data, update 
data, upload files, flag and filter data. The selected vendor is responsible for gathering 
requirements for data elements and system design from OECE staff.  
 
2.1 Child and family information 
Allow ECE program users and administrative users to enter and update contact, demographic, 
income/need information, family information, and other fields for children linked to unique child 
ID and other fields for families linked to unique family ID.  The system should utilize validation 
checks and business logic to reduce duplicate records and prevent user errors. 
 
2.2 Need and eligibility 
Using information entered by families, ECE programs, and administrative users, the system will 
determine and track need and eligibility information for families and children participating in 
state and/or local subsidy programs in accordance with applicable state and local statute, 
regulation, and policy.  
 
2.3 Assessment information 
Allows ECE program users to enter assessment information about children including, but not 
limited to, completing the appropriate Desired Results Developmental Profile (DRDP) 
assessment at least twice a year for each child, and tracking completion date of the Ages & 
Stages Questionnaire. System must include alerts to end users about deadlines and/or missing 
assessment data. System must generate an export of all DRDP data in a file format compatible 
with the state’s DRDP Tech export. OECE may request additional assessments to be included in 
the system in the future. 
 
2.4 Enrollment information 
Allow ECE program users and administrative users to enter and update enrollment attribute 
information for child enrollments linked to unique enrollment ID. Enrollment information would 
include the child’s schedule, which may include a variable schedule that changes each week 
according to family needs (for example, a child is authorized for up to 35 hours of programming 
a week, but the start and end time for each day of the week changes from one week to the next 
depending on the parent’s work schedule). A child may also be concurrently enrolled with 
multiple ECE programs. 
 
2.5 Staff/teacher information 
Allow ECE program users, ECE teaching staff users, and administrative users to enter and 
update ECE programs’ administration and teaching staff information for individual staff linked 
to unique staff ID and to CA ECE Workforce Registry.  The system should utilize validation 
checks and business logic to reduce duplicate records and prevent user errors. 
 
2.6 Session and class information 
Allow ECE program users and administrative users to enter and update curriculum, schedule and 
other information for sessions and classrooms linked to unique session ID and class ID and to 
quality rating system.  System should include approaches to continuity for rolling over data from 
year to year. (Note: Sessions are the programs for children. For example, one classroom may 
have a morning session and an afternoon session, with different children enrolled in each 
session.)  
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2.7 Site and agency information 
Allows ECE program users and administrative users to enter and update contact information, 
information needed to process payments, state and federal contract information, holiday and 
closure calendars, and other fields, linked to unique site ID and unique agency ID.   
 
2.8 Attendance information 
Allows ECE program users and ECE teaching staff users to use an electronic signature system 
for daily sign-in and sign-out with guardians, with the ability for ECE program staff to input data 
for corrections, missing records, etc. Stores the information and generates a variety of reports 
related to attendance. Each guardian or adult designated by the guardian as someone who can 
pick up the child must be assigned a unique PIN to access the electronic signature system. 
 
2.9 Case notes 
Allows all users to add time stamped case notes to child, family, session, classroom, site and 
agency records in some manner. OECE would determine which case notes would be viewable by 
which users and user groups. Users would be able to search case notes by name, date, and 
keywords, in addition to exporting case notes. 
 
 
3. Data synchronization, upload and integration 
 
3.1 Legacy  
Vendor will propose a strategy to implement a migration of data from at least one fiscal year 
from legacy systems to new system. At this point in time, that could include data from up to five 
existing data systems, and include thousands of records. The following data systems may be 
included in the data migration plan: 
 

• Cocoa by WestEd, which includes ECE program, family/child, enrollment, 
funding/payment, daily attendance, child assessment data, and other information 

• Care Control 3 by MCT Technology, Inc. housed at Children’s Council of SF, which 
includes ECE program, family/child, enrollment, funding/payment, need and eligibility, 
and other information 

• Care Control 3 by MCT Technology, Inc. housed at Wu Yee Children’s Services, which 
includes ECE program, family/child, enrollment, funding/payment, need and eligibility, 
and other information (Note: this version of CC3 is configured differently from 
Children’s Council’s version, and contains different records.) 

• Minute Menu/Kid Kare housed at Children’s Council of SF, which includes ECE 
program, family/child, enrollment, funding/payment, meal, and other information  

• Minute Menu/Kid Kare housed at Wu Yee Children’s Services, which includes ECE 
program, family/child, enrollment, funding/payment, meal, and other information  

OECE will work with the selected vendor to confirm which data systems, records, and fields 
will need to be migrated. 

 
3.2 Data synchronization with California Early Care and Education Workforce Registry data 
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Ability to import select data easily and automatically using an API from California Early Care 
and Education Workforce Registry: OECE would like to import data related to ECE program 
staff demographics, training, education, and roles into the proposed system.  
 
3.3 Data synchronization of  enrollment data from OECE-funded central eligibility and waiting 
list 
Ability to import select data easily and automatically using an API from Early Learning SF: 
OECE would like to import data related to family and child demographics and program 
enrollment into the proposed system. This system will launch in October 2018 and be licensed 
from MCT Technology, Inc. 
 
3.4 Data synchronization of continuous quality improvement and QRIS data from WELS 
Ability to import select data easily and automatically using an API from WELS: OECE would 
like to import data related to QRIS ratings and continuous quality improvement efforts into the 
proposed system.  
 
3.5 Data synchronization of other data 
Ability to import family and child demographics, enrollment data, and assessment data 
(including DRDP data) easily either manually (using a designated template of data fields and 
formats) or using an API from ECE program partners’ legacy enrollment systems. OECE would 
identify the ECE program partners interested in uploads and facilitate communication between 
the ECE program partners, such as the San Francisco Unified School District which has its own 
enrollment data system, and vendor. 
 
 
 
4. Data export and reporting 
 
4.1 Standard reports: 10 monthly extracts based on OECE requirements 
Supply OECE with up to 10 data extracts (CSV format flat files) monthly based on templated 
queries supplied by OECE. Vendor will need to work with OECE to gather the business 
requirements for the queries. These extracts will allow OECE to conduct analytics until it has a 
more robust data warehouse system in place. 
 
4.2 Repository with monthly snapshot of production data 
Supply a repository accessible to OECE with monthly snapshots (mirror copy) of the data 
system. The repository is planned for future use that will inform OECE monitoring and policy 
development efforts. Respondents will ensure the data is available for OECE and/or its 
contractors to use. At this point in time, OECE views this as a short-term strategy to analyze data 
from multiple systems. Per the OECE data initiative roadmap referenced earlier, OECE plans to 
develop data warehousing capabilities to replace this requirement. In addition to the monthly 
snapshots, the contractor will supply OECE with a snapshot of the data in a timely manner upon 
request from OECE. 
 
4.3 End user reports  
Generates approximately 30 on-demand reports for system-end users using data from an 
individual child, family, session, classroom, site, agency, and aggregate-ECE programs, location,  
or funding type  basis, that do not require formulas or calculations, such as session/classroom 

https://caregistry.org/
https://caregistry.org/
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rosters, classroom sign-in sheets, emergency contact rosters, DRDP reports by child for 
distributing to guardians, teacher rosters by permit expiration date, mailing labels for families, 
etc.. The reports will involve filtering and grouping of child, family, teacher, session, classroom, 
site and agency data. Vendor will need to work with OECE to gather the business requirements 
for the reports building from user and stakeholder feedback. Reports will be available in CSV, 
Excel and PDF file formats. 
 
4.4 End user formula-based fiscal reports  
Generates reports for system-end users that allow for tracking fiscal data on an individual child, 
family, session, classroom, site, agency, and aggregate-programs level basis, such as monthly 
and year-to-date spending reports by funding type and payment projections by funding type, 
including the various types of OECE funds, Alternative Payment Program funds, Family Child 
Care Home Education Network funds, and other local and/or state funds administered by OECE 
and its Integrated Service Agency partners. The formulas will involve aggregation of enrollment 
information based on child attribute data (age, eligibility, etc.) and include mathematical 
operations such as summation, averaging, weighted averaging and use of multipliers. Formulas 
will also include if/then logic to set maximum limits. OECE must be able to update all 
multipliers (i.e. rates) and maximum values (i.e. funding caps), such as through reference tables. 
(see 5.3). Vendor will need to work with OECE to gather the business requirements for the 
reports. Reports will be available in CSV, Excel and PDF file formats. End-users would also be 
able to export all of the data in the system in CSV format, if desired. 
 
4.5 End user formula-based other reports  
Generates reports for system-end users that allow for tracking a variety of non-fiscal metrics on 
an individual child, family, session, classroom, site, agency, and aggregate-programs level basis, 
such as distinct count of child enrollment reports, summaries of DRDP assessment results by 
demographic subgroups, children missing attendance data, and other such topics used for 
managing operations.. The formulas will involve aggregation of enrollment information based on 
child attribute data (age, eligibility, etc.) and include mathematical operations such as 
summation, averaging, weighted averaging and use of multipliers. Formulas will also include 
if/then logic. Vendor will need to work with OECE to gather the business requirements for the 
reports. Reports will be available in CSV, Excel and PDF file formats. End-users would also be 
able to export all of the data in the system in CSV format, if desired. 
 
4.6 Reports related to state funding 
Generates required California state reports, including at this time, but not limited to: 

• Notice of Actions (NOA) (CDE 7617) 
• Confidential Application Child Development Services & Certification of Eligibility 

(CDE 9600) 
• 801A Monthly Report 
• 8501 Attendance and Fiscal Quarterly Report 
• 8501 SF Attendance and Fiscal Quarterly Report 
• 9400 Enrollment and Attendance Register 
• 9500 Attendance and Fiscal Report 
• Desired Results Developmental Profile Tech Export 
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4. 7  
In addition to calculating payment, tracks and processes payments, system should include basic 
accounting functions, including ability to adjust, void, record and export payment information 
for upload into other systems, such as files required for bank ACH transactions. 
 
 
5. General requirements 
Proposers should describe qualifications and plans to accomplish the following: 
 
5.1 Meets security and privacy standards  
Vendor is responsible to meet the security and privacy standards required by the City & County 
of San Francisco. Details and examples are outlined in Appendix A. 
 
5.2 Unique IDs 
Vendor is responsible to create and/or use existing unique numeric IDs for child, assessment, 
enrollment, family, staff, session, classroom, site, and agency as indicated in the table below:  
 

Unique ID Category Description 
Child Each child served in the OECE-funded ECE system. 

Some children change ECE programs or are 
simultaneously enrolled in two ECE programs, and 
Child ID should remain the same across enrollments. 

Assessment Each assessment of a child in the system, such as a 
Desired Results Developmental Profile assessment 
issued on a certain date for a specific child 

Enrollment The ECE program, schedule and enrollment start and 
end date for a specific child. Some children are 
simultaneously enrolled in two ECE programs, so each 
enrollment would have a unique ID.  

Family Each family whose child(ren) is served in the OECE-
funded ECE system 

Staff Each teaching staff serving children enrolled in the 
OECE-funded program. OECE would like to use the 
existing Registry IDs assigned by the California ECE 
Workforce Registry. 

Session A class that occurs within a classroom for a specified 
period of time (e.g. the Winter 2018 session from 9am 
to noon). There may be multiple sessions in one 
classroom each day. 

Classroom The room where one or more sessions occur at a site. 
Site The physical location/building where children are 

enrolled and attend the ECE program. 
Agency The organization or FCC owner who is ultimately 

responsible for the ECE program and the children 
while they are enrolled in the program. 
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5.3 Flexibility to update values in drop down menus and formulas 
Ensure OECE administrative users control the reference table for values used in the data 
system’s fields. OECE will seek input from appropriate user groups in defining field and values 
through its emerging data governance structure. 
 
5.4 Notifications and alerts 
Allows administrative users, ECE program users, and ECE teaching staff users to send group and 
individual notifications manually or automatically to families or programs or partners via email, 
and text and/or robo call.  
 
6. Project and System Management 
Proposers should describe qualifications and plans to accomplish the following: 
 
6.1 User acceptance testing 
Vendor will manage process of iterative, multiple rounds of user acceptance testing on the 
functionality of the data system and data migration, and correct any identified problems or 
missed requirements.  
 
6.2 Training 
Contractor shall provide 150 hours of initial user training and consultation. (utilizing a train-the-
trainer model). Contractor shall provide OECE a training environment or sandbox accounts for 
OECE to use when training new staff and when training staff on new features. 
 
Desired Features for System 
OECE seeks data systems that include following desired features: 

 
i. While it is required that the data system has the ability to be accessed from any mobile 

device, OECE desires a data system that is mobile friendly and/or uses responsive 
design to enhance usability on mobile devices. 

ii. The interface pages used by ECE programs are available in English, Spanish and 
traditional Chinese. The translation can be provided by the respondent and/or in 
partnership with a local SF Bay Area translation firm or experts. 

iii. The City and County of San Francisco recognizes its obligation under the Americans 
with Disabilities Act (ADA) and other disability civil rights laws to provide equal 
access to all City and County programs and activities. The data system should aim to 
meet accessibility guidelines and standards in order to provide users with disabilities, 
using assistive technology, equal access to online content. At the core of these 
Accessibility standards is the adoption of the US Federal Access Board’s “revised” 
Section 508 Standards, https://section508.gov/create/software-websites. 

iv. Allows end-users to generate a variety of custom reports for system-end users designed 
by system-end users selecting the available fields and values they are interested in and 
the time period and sessions/classrooms/sites/agencies they are interested in. Reports 
will be available in CSV and PDF file formats. 

v. Ability to generate export reports easily either manually or automatically using an API 
to several other data systems identified by OECE. OECE views this as an interim 
approach while it completes the multi-phases data integration plan discussed in the 
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introduction of this RFQ. One example of a possible export, would be exporting 
program and staff data into WELS. Vendor will need to work with OECE to gather the 
business requirements for the export. OECE will facilitate conversations between the 
vendor and the contractors managing the other data systems. 

vi. Tracks and calculates payments for the California Department of Education’s Child and 
Adult Care Food Program, including generating CDE-required reports. 

vii. Allows families of enrolled children to view information related to their child(ren)’s 
enrollment via an online, secure portal. The family portals would be available in 
English, Spanish and traditional Chinese. 

viii. Features designed to support individual teaching staff’s lesson planning such that the 
approaches adjust to the needs/strengths of the children currently enrolled in their 
classroom and align with expertise in the field 

ix. Ability to link to Microsoft Outlook and Google features, such as calendar 
notifications, work flow tools, and contacts, and the capacity to work on integration of 
such features with has, OECE’s Integrated Services Agency partners, and system 
stakeholders’ IT representatives. 

 
Licensing and Maintenance 
Contractor will provide licensing, hosting, and maintenance of the data management and 
reporting system. The Contractor will provide the following maintenance and support services: 
 

a) Platform licensing, datacenter operations, secure hosting of the data, all software and 
licenses required for hosting, maintenance of hardware, application monitoring, regular 
backups and recovery functionality, error correction, and browser compatibility testing. 

b) Functioning system available to end users 24 hours a day, 7 days a week with an 
execution speed of less than the response time of 0.439 seconds at peak hours.  

c) Conduct ongoing upgrades to the system’s underlying software before support for the 
current version reaches end of life; 

d) Update and fix system, as needed to respond to technical glitches; 

e) Contractor will be up to date and in compliance of all security patches for the 
infrastructure (i.e. servers) and the application software  

f) Contractor shall provide on-going maintenance services that ensure the integrity of the 
data management and reporting system. Vendor is responsible to ongoing project 
meetings to communicate and address ongoing maintenance issues as well as facilitate 
communication and planning for system change requests. 

g) If the system needs to go offline for maintenance, Contractor will first notify OECE and 
its Integrated Services Agency partners of the maintenance date(s) and time(s). A 
notification banner communicating to all users of the scheduled maintenance will be 
created and displayed on the application’s user interface one week prior to the scheduled 
maintenance. Additionally, notification messages will be sent to all users of the system.  

h) Provide Hosting/Systems Administration – maintain the system on the Contractor’s web 
servers, monitor data system to ensure effective operation, and safeguard data system 
against system failure;  
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i) Provide usage reports, including frequency of error messages, log-ins, Google Analytics, 
other metrics/reports TBD by OECE and Contractor, as needed. 

j) Retention of all data in the system until approval is granted by OECE to be purged any 
San Francisco data from the system. 

k) Contractor will accommodate unexpected and planned growth in users by OECE. 

 
Customer Service & Technical Support 
Contractor shall provide responsive, high-quality customer service and demonstrate the ability to 
respond to OECE’s program growth, evolving program level needs, and continued effort to meet 
new state and federal ECE requirements in a timely fashion.  Contractor will provide phone and 
email-based support to OECE and its designated systems partners (not all end users) during 
business hours (M-F, 8AM-5PM PST).  OECE staff and designated systems partners may submit 
an unlimited number of support requests.  Contractor staff offering support shall have a sufficient 
understanding of the OECE data management and reporting system to be able to field support 
calls.   
 
Contractor will meet the following performance measures for technical support: 

i. Critical Defects: Acknowledged and responded to within 60 minutes, through telephonic 
or email communication. 

ii. Major Defects: Acknowledged within 90 minutes and responded to within 180 minutes, 
through telephonic or email communication. 

iii. General Service Call or Email: Acknowledged within sixty (60) minutes and responded 
to within one business day through telephonic or email communication 

 
 
Custom Development and Project Management 
Contractor will provide project management in the form of meetings, email and phone 
communications.  Management tasks include development of the system specifications, oversight 
of custom programming, collection of user feedback, project reporting, project schedule, risk 
management, and exploring adjustments to the system based on growth and changes to the 
OECE-funded network and funding types.  OECE will involve many of its system partners in the 
development of business requirements and workflows, and will take responsibility for the 
logistics of scheduling meetings with its partners. 
 
Contractor shall designate a principal contact person who shall act as a liaison between 
Contractor and OECE, and who shall have sufficient authority to grant or communicate the 
necessary information and approvals required. Contractor shall design/implement OECE tools 
and reports tailored to OECE’s specifications. 
 
The following is a list of planned deliverables and activities: 
 

a) Reporting and Workflow Development 

b) Requirements Gathering from Variety of User Levels 

c) Establish Data Conversion and Data Maintenance Plan 
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d) Custom Report Writing Requirements  

e) User Testing 

f) Early Learning SF System Integration 

g) CA ECE Workforce Registry System Integration 

h) Data Migration from Current Systems to New System 

i) Disaster Recovery and Business Continuity Plan. Contractor shall work with OECE to 
develop a disaster recovery and business continuity plan. This tailored system will enable 
access to and management of active client data in the event of an emergency.  

j) Documentation Delivery (Data dictionary, User Guides, etc.)  

k) User Level Training for OECE and its system partners – which OECE anticipates would 
be at least a 4-week activity 

l) User Level Go-Live  

m) User Level Satisfaction/Feedback Surveys Conducted  

n) User Interface Enhancements 

o) Project Schedule 

p) Requirements Document 

q) Test Cases 

r) User acceptance criteria 

s) Load testing  

 
A schedule for these deliverables and activities will be developed and mutually agreed upon by 
OECE and the vendor. OECE would like the user-level go-live launch to take place by February 
2020. 

 
After launch of the system for OECE, the Contractor will also provide the following services: 
 

a) Convene monthly regular and ad-hoc meetings with OECE to solicit feedback for 
improvements and to troubleshoot system; 

b) Update Documentation to incorporate new features or modifications and provide this to 
OECE prior to the release of the new features and or modifications 

c) Provide a testing environment that mirrors production to allow OECE to review and 
approve new features and bug fixes prior to release to production. 

 
 

III. Submission Requirements 
 
A. Time and Place for Submission of Proposals 
 
Proposers shall submit one (1) electronic PDF copy of the proposal to the following: 
ella.lee@sfgov.org and HSARFP@sfgov.org.  Electronic file title should include RFQ number, 

mailto:ella.lee@sfgov.org
mailto:HSARFP@sfgov.org
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agency name, number of files submitted i.e. 1 of 4.  Proposals must be received by 5:00 p.m. on 
November 8, 2018.  Late submissions will not be considered.  Supplemental documents or 
revisions after the deadline will not be accepted. 
 
HSA Contracts Office staff will confirm receipt of all Respondent submissions within one 
(1) business day after the deadline for receipt noted above. 
 
B. Format 
 
For word processing documents, text should be unjustified (i.e., with a ragged-right margin) 
using a 12 point serif font (e.g., Times Roman, and not Arial), and page margins should be at 
least 1” on all sides (excluding headers and footers).   
 
C. Content 
 
Organizations interested in responding to this RFQ must submit the following information, in the 
order specified below. All proposals for funding must be developed using the format below.  
This is necessary so that all proposals can receive fair and equal evaluation.  Proposals not 
following the required format will not be considered for funding.  Information must be at a level 
of detail that enables effective evaluation and comparison between proposals by the Proposal 
Evaluation Panel.  The proposer must ensure that the proposal addresses the Selection Criteria 
(listed in the next section). 

 
1. Table of Contents  

Each proposal package should contain a complete table of contents showing page 
numbers.  All pages in the package must be numbered consecutively, and major sections 
must be indexed. 
 

2. Introduction and Executive Summary -maximum two (2) pages 
Submit a letter of introduction and executive summary of the response package.  The 
letter must be signed by a person authorized by your organization to obligate your 
organization to perform the commitments contained in the proposal and appropriately 
convey the organization’s understanding of the scope of work specified under this RFQ.  
Submission of the letter will constitute a representation by your organization that your 
firm is willing and able to perform the commitments contained in the proposal. 
 
The Introduction and Executive Summary must be presented in a clear and concise 
manner. This section should convey the Respondent’s capacity and ability to provide 
the data system specified in the RFQ. 
 

3. Minimum Qualifications –up to 1 page 
All agencies submitting proposals for funding must provide a Minimum Qualifications 
Narrative describing in detail how the proposer meets each of the Minimum 
Qualifications.  Any proposals failing to demonstrate these qualifications will be 
considered non-responsive and will not be eligible for proposal review or award of grant. 
(refer to section IV, Item A) 
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4. Contracts (both public and private) –up to 2 pages 
Proposers should submit a statement listing relevant contracts with a description of the 
services which have been completed during the last three (3) years or are currently in 
progress.  The statement must also list any failure or refusal to complete a contract, 
including details and dates.  Provide disclosure of any litigation including the proposer, 
subcontracts, or any principal officers thereof in connection with any contract or grant. 
 

5. Organizational Background -Maximum five (5) pages  
Please describe your organization’s background as it relates to the services contained in 
this RFQ. Be certain to address the following items in this section: 

• Organizational history, stability and success working on similar projects  
• Background and experience with governmental agencies. 

 
Please also provide information on your firm’s background and qualifications which 
addresses the following: 
 

a. A brief description of your organization, as well as how any joint venture or 
association would be structured; and 

 
b. Provide a description of not more than three projects similar in size and scope 

prepared by your firm including client, reference and telephone numbers, staff 
members who worked on each project, total budget, schedule and project 
summary.  Descriptions should be limited to one page for each project.  If joint 
consultants or subconsultants are proposed, provide the above information for 
each. 

 
c. For organizations submitting proposals that have previously been contracted by 

the City and County of San Francisco to provide goods and/or services, this 
must also include documentation that the organization has successfully 
demonstrated compliance with performance/monitoring requirements including 
any corrective action plans specified in previous grants/contracts. (This is not 
included in the page limit listed for this section.) 

 
d. Provide references for the organization, lead project manager, and all 

subconsultants, including the name, address and telephone number of two recent 
clients (preferably other public agencies/grantors). 

 
6. Organizational Capacity – Maximum five (5) pages (not including resumes) 

Please provide information on your organization’s capacity and qualifications which 
addresses the following: 
 

a. Staffing Plan – Describe organizational structure and staffing patterns needed to 
provide the proposed approaches/services including supervision and 
management.  

b. Provide a list identifying:  (1) each key person on the project team, (2) their 
resumes (Note: Resumes should not exceed 2 pages per person.), (3) the role 
each will play in the project, and (4) a written assurance that the key individuals 
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listed and identified will be performing the work and will not be substituted 
with other personnel or reassigned to another project without the City’s prior 
approval. 

c.  Provide a description of the experience of each project team member especially 
in relation to the minimum qualification requirements described in the 
“Minimum Qualifications” and their knowledge or work in the early care and 
education/child care field. 

d. Provide a description of how your organization has handled missed 
requirements on a previous or current project.  Please provide specific 
example(s) that demonstrate the processes/procedures your organization has in 
place to address missed requirements. 

e. Provide a description of the strategies your organization has in place to address 
system performance issues, such as outages, and your typical response time. 

 
7. Data System – Maximum fourteen (14) pages 
Please describe in sufficient detail how Respondent will meet the required and desired 
features of the data system identified in Section II. Please clearly specify which products 
contain which features and functions, and the organization that licenses those products.  
 
Please provide information which addresses the following: 

a. Provide a description of how your product(s) meet the required data system 
features. 

b. Provide a description of how your product(s) incorporate any of the desired 
features. (Note: No points will be assigned to descriptions of proposers’ ability to 
deliver desired features. However, proposers are strongly encouraged to describe 
any relevant features of their data system in their proposal). 

c. Provide a brief description of how you will meet the licensing and maintenance 
requirements. 

d. Provide a brief description of how you will meet the technical support 
requirements. 

e. Provide a brief description of how you will meet the custom development and 
project management requirements. 

 
8. Fiscal Capacity (Budget) –up to 2 pages (excluding budget forms, cost allocation 
plan and audited financial statement)  
Please refer to the instructions outlined in Section XII and use only HSA approved 
budget forms.  Provide Cost Allocation Plan and current audited financial statements.   
The SF Human Services Agency intends to award this grant to respondents that it 
considers will provide the best overall program services at a reasonable pricing structure.  
The SF Human Services Agency reserves the right to accept other than the lowest priced 
offer and to reject any proposals that are not responsive to this request.  

 
Using the budget forms, please provide the direct expenses for all proposed costs to be 
supported through this contract for the indicated term.  Please clearly indicate in the 
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budget forms the costs for licensing and maintaining the data system, versus the costs for 
proposed development. 
 
Respondents must also provide a budget narrative that clearly explains the basis for each  
expense listed on the budget forms.   
 
 

IV. Evaluation and Selection Criteria 
 
A. Minimum Qualifications 

 
In order to be considered for this RFQ, respondents must possess the following minimum 
qualifications listed below. 
 
1. 2 years of experience providing similar services specified in this RFQ. 
2. Capacity to meet the security guidelines outlined in Section XIII. 
3. Respondent must be a current certified vendor or the ability be become a certified vendor 

within ten (10) days after notice of intent to award. 
 
Please note: Respondents submitting proposals that have previously been contracted by the City 
and County of San Francisco to provide goods and/or services must successfully demonstrate 
compliance with performance/monitoring requirements specified in previous grants/contracts 
(corrective actions) in order to be considered responsive to this RFQ. Documented failure to 
correct performance/monitoring deficiencies identified in past City and County 
grants/contracts may result in disqualification of Respondent’s participation in this RFQ. 
 
Any response that does not demonstrate that the respondent meets these minimum requirements 
by the deadline for submittal of Qualifications will be considered non-responsive and will not be 
eligible for award of the contract. 
 
 
B. Selection Criteria 
 
A selection committee comprised of experienced staff will evaluate the qualifications.  The City 
may intend to evaluate the qualifications generally in accordance with the criteria itemized 
below.   
 
Total Possible Points: 100 
 
Respondents must receive a minimum of 65% of the available points to be considered for 
award. 
 

A) Organizational Experience 15 
• Organizational history and stability  

• Background and experience working with governmental agencies  
• Organization’s success working on similar projects 
• Quality of recently completed projects, including adherence to schedules, 
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deadlines 
B) Organizational Capacity 15 

• Respondent’s staffing plan 
• Staff’s depth and breadth of recent experience working with a similar 

project(s) 
• Staff’s skills and abilities to maintain/develop and make ongoing 

modifications to a database that meets the requirements described in the 
scope  

• Processes/procedures Respondent has in place to address missed 
requirements. 

• Strategies Respondent has in place to address system performance issues 
in similar contracts 

 

 
 
 
 

C) Data System 55 
• Respondent’s ability to deliver the required database features. 
• Respondent’s ability to deliver any desired features. (Note: No points will 

be assigned to descriptions of proposers’ ability to deliver desired 
features. However, proposers are strongly encouraged to describe any 
relevant features of their data system in their proposal). 

 

E) Fiscal Capacity 15 
• Respondent’s budget is specific and reasonable   

   Total Available Points 100 
 
 
 
 
 

 
V. Pre-proposal Conference and Contract/Grant Award  

 
A. Pre-Proposal Conference 
 
Proposers are encouraged to attend a pre-proposal conference on September 20, 2018 to be held 
at 1650 Mission Street, Suite 312, San Francisco, CA 94103 at 2pm. All questions will be 
addressed at this conference and any available new information will be provided at that time.  If 
you have further questions regarding the RFQ, please contact the individual designated in 
Section VI.B. 
 
B. Contract Award 
The Human Services Agency reserves the right to select one or more qualified providers from 
this list with whom Agency staff shall commence contract negotiations. The selection of any 
proposal shall not imply acceptance by the City of all terms of the proposal, which may be 
subject to further negotiations and approvals before the City may be legally bound thereby.  If a 
satisfactory contract cannot be negotiated in a reasonable time the Human Services Agency, in 
its sole discretion, may terminate negotiations and begin contract negotiations with another 
qualified applicant. Please see San Francisco Administrative Code Section 21.4(c) for more 
information. 
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C.       Written Questions 
Proposers are encouraged to submit written questions before the due date stated in Section I.B. to 
the individual designated in Section VI.B.  All questions will be addressed and any available new 
information will be provided in writing via email to proposers.  All written questions must be 
submitted on or prior to September 24, 2018.  
 
 
 

VI.  Terms and Conditions for Receipt of Proposals 
 
A. Errors and Omissions in RFP 
 
Proposers are responsible for reviewing all portions of this RFQ.  Proposers are to promptly 
notify the Department, in writing, if the proposer discovers any ambiguity, discrepancy, 
omission, or other error in the RFQ.  Any such notification should be directed to the Department 
promptly after discovery, but in no event later than five working days prior to the date for receipt 
of proposals.  Modifications and clarifications will be made by addenda as provided below. 
 
B. Inquiries Regarding RFQ 
 
Inquiries regarding the RFQ and all oral notifications of intent to request written modification or 
clarification of the RFQ, must be directed to: 

 
Elizabeth Leone elizabeth.leone@sfgov.org 
or 
Ella Lee ella.lee@sfgov.org 
 
Office of Contract Management  
San Francisco Human Services Agency  
1650 Mission Street, Suite 300  
San Francisco, CA 94103 

 
C. Objections to RFQ Terms 
 
Should a proposer object on any ground to any provision or legal requirement set forth in this 
RFQ, the proposer must, not more than ten calendar days after the RFQ is issued, provide written 
notice to the Department setting forth with specificity the grounds for the objection.  The failure 
of a proposer to object in the manner set forth in this paragraph shall constitute a complete and 
irrevocable waiver of any such objection. 
 
D. Change Notices 
 
The Department may modify the RFQ, prior to the proposal due date, by issuing Change Notices, 
which will be posted on the website.  The proposer shall be responsible for ensuring that its 
proposal reflects any and all Change Notices issued by the Department prior to the proposal due 
date regardless of when the proposal is submitted.  Therefore, the City recommends that the 

mailto:elizabeth.leone@sfgov.org
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proposer consult the website frequently, including shortly before the proposal due date, to 
determine if the proposer has downloaded all Change Notices. 
 
E. Term of Proposal 
 
Submission of a proposal signifies that the proposed services and prices are valid for 120 
calendar days from the proposal due date and that the quoted prices are genuine and not the 
result of collusion or any other anti-competitive activity. 
 
F. Revision of Proposal 
 
A proposer may revise a proposal on the proposer’s own initiative at any time before the 
deadline for submission of proposals.  The proposer must submit the revised proposal in the 
same manner as the original.  A revised proposal must be received on or before the proposal due 
date. 
 
In no case will a statement of intent to submit a revised proposal, or commencement of a revision 
process, extend the proposal due date for any proposer. 
 
At any time during the proposal evaluation process, the Department may require a proposer to 
provide oral or written clarification of its proposal.  The Department reserves the right to make 
an award without further clarifications of proposals received. 
 
G. Errors and Omissions in Proposal 
 
Failure by the Department to object to an error, omission, or deviation in the proposal will in no 
way modify the RFQ or excuse the vendor from full compliance with the specifications of the 
RFQ or any contract awarded pursuant to the RFQ. 
 
 
H. Financial Responsibility 
 
The City accepts no financial responsibility for any costs incurred by a firm in responding to this 
RFQ.  Submissions of the RFQ will become the property of the City and may be used by the City 
in any way deemed appropriate. 
 
I. Proposer’s Obligations under the Campaign Reform Ordinance 
 
Proposers must comply with Section 1.126 of the S.F. Campaign and Governmental Conduct 
Code, which states: 
 
No person who contracts with the City and County of San Francisco for the rendition of personal 
services, for the furnishing of any material, supplies or equipment to the City, or for selling any 
land or building to the City, whenever such transaction would require approval by a City elective 
officer, or the board on which that City elective officer serves, shall make any contribution to 
such an officer, or candidates for such an office, or committee controlled by such officer or 
candidate at any time between commencement of negotiations and the later of either (1) the 
termination of negotiations for such contract, or (2) three months have elapsed from the date the 
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contract is approved by the City elective officer or the board on which that City elective officer 
serves. 
 
If a proposer is negotiating for a contract that must be approved by an elected local officer or the 
board on which that officer serves, during the negotiation period the proposer is prohibited from 
making contributions to: 
 

• the officer’s re-election campaign 
• a candidate for that officer’s office 
• a committee controlled by the officer or candidate. 

 
The negotiation period begins with the first point of contact, either by telephone, in person, or in 
writing, when a contractor approaches any city officer or employee about a particular contract, or 
a city officer or employee initiates communication with a potential contractor about a contract.  
The negotiation period ends when a contract is awarded or not awarded to the contractor.  
Examples of initial contacts include:  (1) a vendor contacts a city officer or employee to promote 
himself or herself as a candidate for a contract; and (2) a city officer or employee contacts a 
contractor to propose that the contractor apply for a contract.  Inquiries for information about a 
particular contract, requests for documents relating to a Request for Proposal, and requests to be 
placed on a mailing list do not constitute negotiations. 
 
 Violation of Section 1.126 may result in the following criminal, civil, or administrative 
penalties: 
 

1. Criminal.  Any person who knowingly or willfully violates section 1.126 is subject to 
a fine of up to $5,000 and a jail term of not more than six months, or both. 

 
2. Civil.  Any person who intentionally or negligently violates section 1.126 may be 

held liable in a civil action brought by the civil prosecutor for an amount up to 
$5,000. 

 
3. Administrative.  Any person who intentionally or negligently violates section 1.126 

may be held liable in an administrative proceeding before the Ethics Commission 
held pursuant to the Charter for an amount up to $5,000 for each violation. 

 
For further information, proposers should contact the San Francisco Ethics Commission at  
(415) 581-2300. 
 
J. Sunshine Ordinance 
 
In accordance with S.F. Administrative Code Section 67.24(e), contractors’ bids, responses to 
RFQs and all other records of communications between the City and persons or firms seeking 
contracts shall be open to inspection immediately after a contract has been awarded.  Nothing in 
this provision requires the disclosure of a private person’s or organization’s net worth or other 
proprietary financial data submitted for qualification for a contract or other benefits until and 
unless that person or organization is awarded the contract or benefit.  Information provided 
which is covered by this paragraph will be made available to the public upon request. 
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K. Public Access to Meetings and Records 
 
If a proposer is a non-profit entity that receives a cumulative total per year of at least $250,000 in 
City funds or City-administered funds and is a non-profit organization as defined in Chapter 12L 
of the S.F. Administrative Code, the proposer must comply with Chapter 12L.  The proposer 
must include in its proposal (1) a statement describing its efforts to comply with the Chapter 12L 
provisions regarding public access to proposer’s meetings and records, and (2) a summary of all 
complaints concerning the proposer’s compliance with Chapter 12L that were filed with the City 
in the last two years and deemed by the City to be substantiated.  The summary shall also 
describe the disposition of each complaint.  If no such complaints were filed, the proposer shall 
include a statement to that effect.  Failure to comply with the reporting requirements of Chapter 
12L or material misrepresentation in proposer’s Chapter 12L submissions shall be grounds for 
rejection of the proposal and/or termination of any subsequent Agreement reached on the basis of 
the proposal.   
 
L. Reservations of Rights by the City 
 
The issuance of this RFQ does not constitute an agreement by the City that any contract will 
actually be entered into by the City.  The City expressly reserves the right at any time to: 
 

1. Waive or correct any defect or informality in any response, proposal, or proposal 
procedure; 
2. Reject any or all proposals; 
3. Reissue a Request for Proposals; 
4. Prior to submission deadline for proposals, modify all or any portion of the selection 

procedures, including deadlines for accepting responses, the specifications or 
requirements for any materials, equipment or services to be provided under this RFQ, 
or the requirements for contents or format of the proposals;  

5. Procure any materials, equipment or services specified in this RFQ by any other 
means; or 
6. Determine that no project will be pursued. 

 
M. No Waiver 
 
No waiver by the City of any provision of this RFQ shall be implied from any failure by the City 
to recognize or take action on account of any failure by a proposer to observe any provision of 
this RFQ. 
 
N. Local Business Enterprise Goals and Outreach 
Due to county, federal and state funding for these services, LBE bid discounts will not be used in 
this RFQ. 
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VII. Contract Requirements 
 
A. Standard Contract Provisions 
 
The successful proposer will be required to enter into a contract substantially in the form of the 
Agreement for Professional Services. Failure to timely execute the contract, or to furnish any and 
all insurance certificates and policy endorsement, surety bonds or other materials required in the 
contract, shall be deemed an abandonment of a contract offer.  The City, in its sole discretion, 
may select another firm and may proceed against the original selectee for damages. 
 
Proposers are urged to pay special attention to the requirements of Administrative Code Chapters 
12B and 12C, Nondiscrimination in Contracts and Benefits; the Minimum Compensation 
Ordinance; the Health Care Accountability Ordinance; the First Source Hiring Program; and 
applicable conflict of interest laws, as set forth in paragraphs B, C, D, E and F below. 
 
B. Nondiscrimination in Contracts and Benefits  
 
The successful proposer will be required to agree to comply fully with and be bound by the 
provisions of Chapters 12B and 12C of the San Francisco Administrative Code.  Generally, 
Chapter 12B prohibits the City and County of San Francisco from entering into contracts or 
leases with any entity that discriminates in the provision of benefits between employees with 
domestic partners and employees with spouses, and/or between the domestic partners and 
spouses of employees.  The Chapter 12C requires nondiscrimination in contracts in public 
accommodation.  Additional information on Chapters 12B and 12C is available on the CMD’s 
website at www.sfCMD.org. 
 
C. Minimum Compensation Ordinance (MCO) 
 
The successful proposer will be required to agree to comply fully with and be bound by the 
provisions of the Minimum Compensation Ordinance (MCO), as set forth in S.F. Administrative 
Code Chapter 12P.  Generally, this Ordinance requires contractors to provide employees covered 
by the Ordinance who do work funded under the contract with hourly gross compensation and 
paid and unpaid time off that meet certain minimum requirements.   

 
For the amount of hourly gross compensation currently required under the MCO, see 
www.sfgov.org/olse/mco.  Note that this hourly rate may increase on January 1 of each year and 
that contractors will be required to pay any such increases to covered employees during the term 
of the contract.  Additional information regarding the MCO is available on the web at 
www.sfgov.org/olse/mco. 
 
D. Health Care Accountability Ordinance (HCAO) 
 
The successful proposer will be required to agree to comply fully with and be bound by the 
provisions of the Health Care Accountability Ordinance (HCAO), as set forth in S.F. 
Administrative Code Chapter 12Q.  Contractors should consult the San Francisco Administrative 
Code to determine their compliance obligations under this chapter.  Additional information 
regarding the HCAO is available on the web at www.sfgov.org/olse/hcao. 
  

http://www.sfcmd.org/
http://www.sfgov.org/olse/mco
http://www.sfgov.org/olse/hcao
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E. First Source Hiring Program (FSHP) 
 
If the contract is for more than $50,000, then the First Source Hiring Program (Admin. Code 
Chapter 83) may apply.   Generally, this ordinance requires contractors to notify the First Source 
Hiring Program of available entry-level jobs and provide the Workforce Development System 
with the first opportunity to refer qualified individuals for employment. 

 
Contractors should consult the San Francisco Administrative Code to determine their compliance 
obligations under this chapter.  Additional information regarding the FSHP is available on the 
web at http://www.workforcedevelopmentsf.org/ and from the First Source Hiring Administrator, 
(415) 401-4960. 
 
F. Conflicts of Interest 
 
The successful proposer will be required to agree to comply fully with and be bound by the 
applicable provisions of state and local laws related to conflicts of interest, including Section 
15.103 of the City's Charter, Article III, Chapter 2 of City’s Campaign and Governmental 
Conduct Code, and Section 87100 et seq. and Section 1090 et seq. of the Government Code of 
the State of California.  The successful proposer will be required to acknowledge that it is 
familiar with these laws; certify that it does not know of any facts that constitute a violation of 
said provisions; and agree to immediately notify the City if it becomes aware of any such fact 
during the term of the Agreement. 

 
Individuals who will perform work for the City on behalf of the successful proposer might be 
deemed consultants under state and local conflict of interest laws.  If so, such individuals will be 
required to submit a Statement of Economic Interests, California Fair Political Practices 
Commission Form 700, to the City within ten calendar days of the City notifying the successful 
proposer that the City has selected the proposer. 
 
 

VIII. Protest Procedures 
 
A. Protest of Non-Responsiveness Determination 

Within five working days of the City's issuance of a notice of non-responsiveness, any firm 
that has submitted a proposal and believes that the City has incorrectly determined that its 
proposal is non-responsive may submit a written notice of protest.  Such notice of protest 
must be received by the City on or before the fifth working day following the City's issuance 
of the notice of non-responsiveness.  The notice of protest must include a written statement 
specifying in detail each and every one of the grounds asserted for the protest.  The protest 
must be signed by an individual authorized to represent the proposer, and must cite the law, 
rule, local ordinance, procedure or RFQ provision on which the protest is based.  In addition, 
the protestor must specify facts and evidence sufficient for the City to determine the validity 
of the protest. 

 
B. Protest of Contract Award 

Within ten calendar days of the City's issuance of a notice of intent to award the contract, any 
firm that has submitted a responsive proposal and believes that the City has incorrectly 
selected another proposer for award may submit a written notice of protest.  Such notice of 
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protest must be received by the City on or before the tenth calendar day after the City's 
issuance of the notice of intent to award. 
 
The notice of protest must include a written statement specifying in detail each and every one 
of the grounds asserted for the protest.  The protest must be signed by an individual 
authorized to represent the proposer, and must cite the law, rule, local ordinance, procedure 
or RFQ provision on which the protest is based.  In addition, the protestor must specify facts 
and evidence sufficient for the City to determine the validity of the protest. 

 
C. Delivery of Protests 

All protests must be received by the due date.  If a protest is mailed, the protestor bears the 
risk of non-delivery within the deadlines specified herein.  Protests should be transmitted by 
a means that will objectively establish the date the City received the protest.  Protests or 
notice of protests made orally (e.g., by telephone) will not be considered.  Protests must be 
delivered to: 

  
Director 

 Office of Early Care & Education 
 P.O. Box 7988 
 San Francisco, CA 94120 
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IX. Standard Forms 
 
Before the City can award any contract to a contractor, that contractor must file three standard 
City forms (items 1-3 on the chart).  Because many contractors have already completed these 
forms, and because some informational forms are rarely revised, the City has not included them 
in the RFQ package.  Instead, this Appendix describes the forms, where to find them on the 
Internet (see bottom of page 2), and where to file them.  If a contractor cannot get the documents 
off the Internet, the contractor should call (415) 554-6248 or e-mail Purchasing 
(purchasing@sfgov.org) and Purchasing will fax, mail or e-mail them to the contractor. 
 
If a contractor has already filled out items 1-3 (see note under item 3) on the chart, the 
contractor should not do so again unless the contractor’s answers have changed.  To find 
out whether these forms have been submitted, the contractor should call Vendor File Support in 
the Controller’s Office at (415) 554-6702.   
 
If a contractor would like to apply to be certified as a local business enterprise, it must submit 
item 4.  To find out about item 4 and certification, the contractor should call Contract Monitoring 
Division at (415) 252-2500. 
 
 
Item Form name and 

Internet location 
Form Description Return the form to; 

For more info 
1. Request for Taxpayer 

Identification Number 
and Certification 
 
http://sfgsa.org/index.
aspx?page=4762 
 
www.irs.gov/pub/irs-
fill/fw9.pdf 

W-9 The City needs the contractor’s 
taxpayer ID number on this 
form.  If a contractor has 
already done business with the 
City, this form is not necessary 
because the City already has the 
number. 

Controller’s Office 
Vendor File Support 
City Hall, Room 484 
San Francisco,  
CA  94102 
 
(415) 554-6702 

2. Business Tax 
Declaration 
 
http://sfgsa.org/index.
aspx?page=4762 

P-25 All contractors must sign this 
form to determine if they must 
register with the Tax Collector, 
even if not located in San 
Francisco.  All businesses that 
qualify as “conducting business 
in San Francisco” must register 
with the Tax Collector 

Controller’s Office 
Vendor File Support 
City Hall, Room 484 
San Francisco,  
CA  94102 
 
(415) 554-6702 

3. S.F. Administrative 
Code Chapters 12B & 
12C Declaration:  
Nondiscrimination in 
Contracts and Benefits 
 
http://sfgsa.org/index.
aspx?page=4762 
 

CMD-
12B-
101 

Contractors tell the City if their 
personnel policies meet the 
City’s requirements for 
nondiscrimination against 
protected classes of people, and 
in the provision of benefits 
between employees with 
spouses and employees with 
domestic partners.  Form 

Human Rights 
Comm. 
25 Van Ness, #800 
San Francisco,  
CA  94102-6059 
(415) 252-2500 
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Item Form name and 
Internet location 

Form Description Return the form to; 
For more info 

In Vendor Profile 
Application 

submission is not complete if it 
does not include the additional 
documentation asked for on the 
form.  Other forms may be 
required, depending on the 
answers on this form.  Contract-
by-Contract Compliance status 
vendors must fill out an 
additional form for each 
contract. 

4. CMD LBE 
Certification 
Application 
 
http://www.sfgsa.org/i
ndex.aspx?page=6058 
 
In Vendor Profile 
Application 

 Local businesses complete this 
form to be certified by CMD as 
LBEs.  Certified LBEs receive 
a rating bonus pursuant to 
Chapter 14B when bidding on 
City contracts if applicable.  To 
receive the bid discount, you 
must be certified by CMD by 
the proposal due date. 

Contract Monitoring 
Unit 
30 Van Ness 
Avenue, Suite 200  
San Francisco, CA 
94102  
Phone: (415) 581-
2310 

 
Where the forms are on the Internet 
 
Office of Contract Administration 
 

Homepage: www.sfgov.org/oca/ 
Purchasing forms: Click on “Required Vendor Forms” under the “Information for 

Vendors and Contractors” banner. 
 
Contract Monitoring Division   
 

CMD’s homepage: http://sfgsa.org/index.aspx?page=5365  
Equal Benefits forms: http://sfgsa.org/index.aspx?page=5359 
LBE certification form: http://sfgsa.org/index.aspx?page=5364#Section%20V 

http://sfgsa.org/index.aspx?page=5365
http://sfgsa.org/index.aspx?page=5359
http://sfgsa.org/index.aspx?page=5364#Section%20V
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X. San Francisco Office of Early Care & Education Cover Page 
 

 
NAME OF ORGANIZATION(S): __________________________________________ 
 
ADDRESS: __________________________________________ 
 
DIRECTOR: __________________________________________ 
 
PHONE/FAX#: __________________________________________ 
 
EMAIL: __________________________________________ 
 
FEDERAL EMPLOYER #: __________________________________________  
 
TOTAL AMOUNT(s) REQUESTED: $_________________ 
 
I understand that the San Francisco Human Services Agency (SFHSA) reserves the right to 
modify the specifics of this application at the time of funding and/or during the contract 
negotiation; that a contract may be negotiated for a portion of the amount requested; and that 
there is no contract until a written contract has been signed by both parties and approved by all 
applicable City Agencies.  Submission of a proposal signifies that the proposed services and 
prices are valid for 120 calendar days from the proposal due date and that the quoted prices are 
genuine and not the result of collusion or any other anti-competitive activity 
 
Signature of authorized representative(s): 
 
Name:      ________________________ Title:__________________________ 
 
Signature:________________________ Date:__________________________ 
 
Name:      ________________________ Title:__________________________ 
 
Signature:________________________ Date:__________________________ 
 
Submit an electronic copy to ella.lee@sfgov.org and HSARFP@sfgov.org 
 

  



P-590 (11-07) 
OECE Data Systems Mgmt. RFQ #819  34 of 34     September 11, 2018 
   

 
XI.   San Francisco Human Services Agency Budget Forms and Instructions 

 
Budgets should be submitted in the standard HSA format. Forms are available at: 
http://mission.sfgov.org/OCABidPublication/ReviewBids.aspx 
and click on the “Consultants and Professional Services” link and then the link for this RFQ. 

 
The following spreadsheets are in Excel.  There are 4 pages in the budget (in addition to the 
budget justification), as follows: Contract Budget Summary, Salaries and Benefits Detail, 
Operating Expense Detail, Capital Expenditure Detail. 
 
Please note the Salaries and Benefits, Operating Expense and Capital Expenditure are direct 
costs and must be clearly and easily attributable to a specific program.   
 
The Budget Justification is a narrative, which provides the detailed information and calculations 
supporting the amount allocated for each budget line item.  There is no form provided for the 
Budget Justification.  Please detail all mathematical computations for each line item.   Show how 
the total dollar amount was derived, e.g., the annual salary for each position multiplied by the 
FTE, the number of square feet of office space to be utilized multiplied by the rate per square 
foot, the cost per month for insurance multiplied by the number of months in the contract term, 
etc.  For the Salaries and Benefits section, list the position, a brief sentence of the position's 
responsibilities, the full-time equivalent (FTE), the percentage of FTE allocated to the activity, 
the salary per month, the salary per annum, and the mathematical computation used to arrive at 
the total dollar amount.   
 
The Cost Allocation Plan is required.  Respondents must follow the City’s cost allocation 
guidelines for nonprofit contractors, which largely follow those described by Generally Accepted 
Accounting Principles (GAAP) and in Federal OMB Circular A-122. The plan should include 
how indirect costs were calculated. 
 
If applicable, attach a separate detailed Subcontracting budget using the standard HSA format if 
there is a Subcontractor arrangement made under the terms of the contract.  Provide a brief 
explanation of the subcontracting arrangement, as well as a budget breakdown.  Please note, the 
total subcontractor budget amount should appear on the Operating Expense Detail sheet under 
the Subcontractor section.   
 
Indirect rates are not allowable on subcontractor indirect expenditures, capital expenditures, aid 
payments, other direct voucher payments, or any stipend, subsidy or expense paid on behalf of a 
client (i.e, security deposit, rental payment assistance, transportation vouchers, etc.). These 
examples are not intended to be a comprehensive list. If an organization is uncertain whether 
indirect costs can be applied to a particular expense, it should consult with the HSA Contract 
Manager. 
 
These guidelines provide general information. If further clarification or technical 
assistance is required, consult your HSA Office of Contract Management Contract 
Manager. 
 
 

http://mission.sfgov.org/OCABidPublication/ReviewBids.aspx
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