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The Structure Committee’s first objective was to prioritize the list of tasks under our charge.  That prioritization is as follows:

1. Examine various options for considering where coordinator position may be employed and housed during the pilot project.

2. Recommend the duties and responsibilities to be performed by the project coordinator (i.e., job description)

3. Review comparable salary and benefit scales for similar type of positions in local labor market area.

4. Clearly define the eligibility criteria and enrollment procedures for the program

5. Develop documentation elements of families enrolled and those not enrolled to the program

6. Develop the process and format for constructing participation agreements and family-specific plans to be executed by the family and project coordinator

7. Recommend procedures for review of families enrolled to the pilot

8. Develop procedures for tracking key indicators as evidenced by the pilot project logic model and others as needed by the project.

9. Recommend evaluation procedures to be used for the pilot project and how evaluative functions may be performed

No other items were added to this list during our two meetings.

Item #1:
Examine various options for considering where coordinator position may be employed and housed during the pilot project.

Discussion:

The position will require a private office, with mail, email, and phone capabilities with a completely confidential ability to meet with families.  It is also important to be located in a facility that has a full-time greeter that would welcome families when they arrive.  Locations discussed included a school, the Family Resource Center, and others.  Concerns were raised about the position being located in the schools (1) potential for stigma and 2) being housed in a school may adversely affect the project when it moves out of the pilot study phase as the schools are currently a condition of the pilot and not the long-term parameter).

Discussion: 

The committee discussed who the project coordinator should be employed by.  Possibilities discussed included the United Way, Health First, Land Trust, Community Action and other family-serving agencies.  As there was no consensus, it was decided to include this item with the RFP or letter of interest action item.  Rick emphasized that it is not uncommon to have a mixed bag approach to this and that there could well be a successful plan where multiple organizations work together to make this happen.

Item #2:
Recommend the duties and responsibilities to be performed by the project coordinator (i.e., job description)

Discussion:

The subcommittee first decided that there are two distinct roles that will be required in this position: 1) project coordinator with significant responsibilities for communicating with the Steering Committee and 2) working directly with families to assist with referrals.

In no particular order, here is a list of the job responsibilities:

1. Utilizing a family needs assessment tool, meet with families, assess their needs, offer options and connect families with appropriate resources in the community.  Develop a plan with family to reach agreed upon goals.

2. Conduct an entry orientation with family

3. Coordinate with agencies

4. Data collection and report results to steering committee

5. Build the capacity of families to strengthen their abilities

6. Monitor and follow up with families on their progress

7. Prepare de-identified cumulative data for steering committee.

8. Note impediments (gaps) and strengths in the system.

9. Recommend program policies and procedures and performance indicators.

10. Only within the confines of the pilot study, promote the initiative and meet with potential participants.

11. Communicate effectively in both oral and written methods.

Also included:

· Minimum of Bachelor’s degree in Social Work, Human Services, or related field.

· Minimum of two years experience working with families

· Must have reliable transportation

· Must have a valid New Hampshire Driver’s License

· Must be able to lift and carry 25 pounds

· Must agree to submit to a background check

· Demonstrate proficient use of internet and computer techniques that support the position (e.g. Microsoft Word, Power Point, Excel, etc.)

· Knows and supports the philosophical base of Family Centered Practice and is able to communicate such to families and others in the community.

· Ability to work independently

· Ability to maintain confidentiality and demonstrate non-judgmental demeanor with families

· Ability to work collaboratively with family and all individuals involved in the family’s life

· Ability to maintain open, respectful and effective communication with family members and others

· Knowledge of the Lakes Region community, state and federal resources, local services and social service system preferred
· Ability to facilitate meaningful community connections.
Item #3: 
Review comparable salary and benefit scales for similar types of positions in local labor market area.

Discussion:

The committee was in unanimous agreement that the position would be full-time with benefits.  The total estimate for salary, benefits, and initiative costs would be around $60,000.  

A proposed initiative budget follows:

	 
	Line Item
	Other funds
	Pilot Funds
	In-Kind
	Total
	

	 
	 
	Requested
	Requested
	 
	 
	

	1
	Total Salary
	 $                 -   
	 $     35,000.00 
	 $           -   
	 $  35,000.00 
	

	2
	Employee Benefits
	 $                 -   
	 $       9,800.00 
	 $           -   
	 $    9,800.00 
	

	3
	Consultants
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	4
	Equipment:
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Rental
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Repair…
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Purchase…
	 $                 -   
	 $       1,350.00 
	 $           -   
	 $    1,350.00 
	computer and printer

	5
	Supplies
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Educational
	 $                 -   
	 $           300.00 
	 $           -   
	 $        300.00 
	

	 
	   Lab
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Pharmacy
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Medical
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Office
	 $                 -   
	 $       1,000.00 
	 $           -   
	 $    1,000.00 
	

	6
	Travel
	 $                 -   
	 $           225.00 
	 $           -   
	 $        225.00 
	450 miles @ .50

	7
	Occupancy
	 $                 -   
	 $       1,200.00 
	 $           -   
	 $    1,200.00 
	

	8
	Current Expenses
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Telephone
	 $                 -   
	 $       1,200.00 
	 $           -   
	 $    1,200.00 
	

	 
	   Postage
	 $                 -   
	 $           500.00 
	 $           -   
	 $        500.00 
	

	 
	   Subscriptions
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Audit and…
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Insurance
	 $                 -   
	 $           895.00 
	 $  825.00 
	 $    1,720.00 
	professional liability building

	 
	   Board Expenses
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	9
	Software
	 $                 -   
	 $           225.00 
	 $           -   
	 $        225.00 
	

	10
	Marketing
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	11
	Staff Education
	 $                 -   
	 $       1,000.00 
	 $           -   
	 $    1,000.00 
	

	12
	Subcontracts
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	13
	Other (specified)
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	   Printing
	 $                 -   
	 $           700.00 
	 $           -   
	 $        700.00 
	

	 
	 
	 $                 -   
	 $                    -   
	 $           -   
	 $                 -   
	

	 
	Total Direct Costs
	 $                 -   
	 $     53,395.00 
	 $  825.00 
	 $  54,220.00 
	

	14
	Indirect Costs
	 $                 -   
	 $       5,339.50 
	 $           -   
	 $    5,339.50 
	

	 
	Total  
	 $                 -   
	 $     58,734.50 
	 $  825.00 
	 $  59,559.50 
	


Item #4: 
Clearly define the eligibility criteria and enrollment procedures for the program.

The criterion for participation in this pilot study has already been determined.

Proposed Intake and screening model (fluid under the best of circumstances):

1. Review application

2. Call applicant family to describe the program in order to decide interest level

3. If applicable, set up an in-person interview either at the family’s home or at the office

4. Meet family as a formal “in-take” either to convince family to participate or begin intake process.

5. Family signs commitment agreement (before in-take)

6. Assess needs to create action plan

Item #5:
Develop documentation elements of families enrolled and those not enrolled in the program

Item #6:
Develop the process and format for constructing participation agreements and family-specific plans to be executed by the family and project coordinator

An intake form from all participating providers is requested.

Next Meeting of the Structure Committee: Wednesday, May 18th from 12:00pm – 1:30pm at the United Way.
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