


1.0     PURPOSE AND BACKGROUND

1.1    PURPOSE 
The City of Austin, hereinafter referred to as the City, seeks proposals from Contractors   with   experience and specialization in   providing   suitable business examinations and which validates the Spanish language proficiency.   The language proficiency exam services will be provided for qualified City employees who participate in the bilingual pay program.

BACK GROUND: 
The   city   intends   to   expand   the   bilingual   pay   program   to   include proficiency examination services for other languages.   Potential proposers are encouraged to offer   expanded   services.   Proficiency   examination services for languages in addition to Spanish

	Requested Services

	[bookmark: _GoBack]Verbal Examination :for Spanish, French, German, Italian, Portuguese, Arabic, Thai

	Written Examination for Spanish, French, German, Italian, Portuguese, Arabic and Thai



Proposer may submit a proposal for any or all services.  The City may elect to award separate contracts for each service or combine services into one contract.  However, the City prefers an integrated approach for all services.  

The  City  desires  to  award  a  36-month  contract  with  one 36-month extension options to the best evaluated proposal, proposer.   The City anticipates that 150 employees annually   may be eligible to participate in the Bilingual Pay Program.

The City contemplates a fixed price per test, which includes costs for all services associated with the language proficiency exam services.

1.2    SCOPE

The City of Austin recognizes  the value of having eligible employees  that can speak and  understand  Spanish   well  enough   to  communicate  with  Spanish   speaking citizens  in both  emergency  and  non-emergency situations.   The City of Austin is willing to offer an incentive to City of Austin employees who meet program eligibility and successfully pass the Spanish language proficiency exam. A Contractor will administer a standard exam to City of Austin eligible employees in accordance with the Bilingual Pay Program.

Potential Proposers should reference Attachment A a checklist of items to ensure compliance by the Contractor with all of the requirements contained in this Scope of Work.

Additionally,  the  City  may  choose  to include  as part  of this contract  the need  to revise  the  Contractor's   standard  exam.   The  revisions  may  include,  but  are  not limited  to  the  expansion   of  an  additional   language   or  design   used  for  more specialized  areas as represented below:

• Medical - care and treatment of patients in a clinic setting

• Medical billing

• Court room administration


2.0 	EXAM ADMINISTRATOR PERFORMANCE REQUIREMENTS Language Proficiency

2.1    The City anticipates entering into an agreement with the successful proposer, hereinafter, referred to as "Contractor” for the administration and scoring of a Spanish language proficiency exam for eligible City of Austin employees.  Each exam administered shall be documented in the format of auditory or visual recordable media.

2.2 	The  Contractor  shall  administer  a Language  Proficiency  exam,  which measures  the skill level  of the Spanish  language  based  on standards set by established  language  skill authorities.  The language standards shall   comply with all applicable state, federal, local or professional authorities’ rules, regulations and laws.    The selected Contractor will recommend a standard for use in test administration.  In addition, the Contractor  shall  identify,  and  propose  a  recommended exam  to  the City, should a more  specialized target language  be necessary  to meet the business need of a particular work environment.

2.3    The  Contractor  will have  the sole  responsibility  of validating  the skill level  for each  employee  taking  the Language  Proficiency  exam,  and report the outcomes on a pass/fail basis to the City of Austin, Human Resources Compensation  Division.

2.4 	Contractor shall meet with the City of Austin to discuss the standard exam, revisions, scoring matrix and any other examination materials. Should the need arise for a revised exam, it must be submitted by the Contractor to the City of Austin within 10 working days in its final form. In addition, the Contractor is expected to be available to answer any questions concerning the exam material and grading process to assure that the City's program requirements are met.

2.5 	Contractor   shall   provide   all materials   and   equipment   required   to conduct all examinations   for eligible employees   on an appointment basis.

2.6     Contractor shall conduct exams within 5 working days from requested schedule date for City employees. The notification  will include the time, place  and  location  of  test  site,  in  addition  to  the  specific  testing guidelines.

2.7 	Exams   shall   be available   Monday   through   Friday   during normal business hours 8:00a.m.  - 5:00 p.m.   The City will provide advance notice, should   a test date   be required   outside   the   City's   normal business hours of operation.  The City estimates this will occur not more than 5 times a year.

2.8 	The location of the fixed business site needs to be within a 25-mile radius from the State Capital, and within the city limits of Austin.   The City reserves the right to inspect the facility and adequate parking accommodations prior to recommendation of an award and/or after the contract award to a vendor.


2.9 	The  City  requires  a local  representative, at either  the  supervisory  or program  management level   to be available  24 hours  a day/7 days  a week to respond to contract management issues.

2.10 	It is the Contractors  responsibility to produce  and provide  examination guideline  materials  which may include, notification  of testing date, and other program  information  directly to the eligible employee.

2.11 	Contractor shall submit a "pass/fail” notification directly to the City of Austin for each eligible employee who successfully passes the Oral Proficiency exam.  The Contractor will not provide any test results, related information city of Austin employees, or city staff outside of the Human   Resources   Department   Compensation   Division.     Contractor shall   provide   exam   results   to   City   within   5   working   days   after completion of the exam. The Contractor will not be responsible for processing any of the appeals, this responsibility shall remain  with the City.

2.12 	Employees who participate in an exam shall be able to appeal the results of the exam through procedures established by the City. The Contractor shall review the appeal within the parameters assigned to the pass/fail and be available for the appeal.

2.13 	Contractor   shall retain all employee   files.  Each  employee   file  is  to contain,   at  a  minimum,   a  copy   of  exam   results,   scoring   matrix, recordable  media,  and any additional  material  or information  compiled for the exam. The Contractor will maintain these records for a period of one year from the date of the exam.

2.14 	Contractor shall submit an invoice monthly to HRD for all tests conducted for the prior month.    The invoice   shall include the employee   name, employee   department   and type of test administered.   Employees   will NOT make payment directly to Contractor.

2.15   Contractor must defend the exam’s reliability and validity, if requested to do so through expert testimony in court or administrative proceedings.

3.0   CONTRACTOR REQUIREMENTS

3.1  Contractor  shall possess  an existing  Language  Proficiency  Exam  and submit  a  sample  with  the  proposal.      The  design  of  the  proficiency exam  reflects  a broad  understanding of  the  Spanish  language  and when   necessary   shall  be  revised   to  address   specialized  technical skills. Contractor shall perform minor customizations to the exam and scoring matrix in order to accommodate any additional departmental requirements.

3.2 	The individual conducting the Language Proficiency assessment shall have the following minimum qualifications:

A four (4} year degree (BA) in Spanish from an accredited  university  or a State  teaching  certificate  and  at least  two  (2}  years’ experience in teaching  the  Spanish  language,  administrating  Spanish/English language  assessments  or teaching  English  as a second  language  to Spanish speaking students.

The individual administering the Spanish language oral proficiency assessment shall speak English in a manner easily understood by the exam taker.

4.0     EXAMINATION SERVICES

4.1 	The  Contractor  shall  develop  and  administer   a  language  proficiency assessment   to eligible  employees   utilizing  a  face-to-face   interview  method  to determine  proficiency  using the Spanish  language  in various  work environments:

4.2    The Contractor shall be available to address contract management issues regarding the exam or to answer questions regarding certifications throughout the year.

4.3   Contractor  shall produce,  on request,  activity  reports,  detailing  number  of tests  administered,   by  department  and  language  and  outcomes   of each test.   It is anticipated that the City will require monthly reports for the initial 3 months and then quarterly thereafter.  The  Contractor  shall  submit  a monthly  program  report  to  the  City  of  Austin.  The  report  will  include  a minimum   of  the  following   information:   Employee   Name,   Exam   Type  (initial/Re-Exam), Results  of Scoring  Matrix, Exam  Date, Cost,  and  other information  pertinent  to any appeal or any inquiries submitted to Contractor by the City of Austin.   The reports shall include activity during the latest time period as well as year to date.

5.0    SUBMITTALS-   Proposers shall submit the following with their proposal:

PART I: BUSINESS ORGANIZATION: 
a.   Attachment A, Compliance Checklist, filled out and signed by a Contractor representative.
b. References from a minimum of five organizations for Spanish oral proficiency exam development and administration.
c.   Resumes of key personnel who will be conducting the exam.   Copies of college transcripts and/or teaching certificate to verify education/certification requirements.

PART III: PROGRAM:
d. Proposers shall be required to provide a written sample of Language Proficiency exam with a written summary of the scoring matrix grading criteria to the City of Austin with the proposal.  Failure to provide required exam sample with supporting documentation will result in Contractor disqualification. 
e. Information in the proposed plan including adding additional language proficiency tests in future years (for example, French/Haitian, Asian (Vietnamese, Cantonese, Thai, Korean, Japanese, and Malaysian).
f.   All other documents and information as required in the solicitation.
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ATTACHMENT A: Compliance Checklist


	PROPOSERS ARE REQUESTED TO CONFIRM BELOW THAT PROPOSALS OFFERED THE SERVICES AT A MINIMUM TO THE SCOPE OF WORK REQUIREMENTS IN THE RFP AND THAT PROPOSAL PROVIDES DETAILS OF PROGRAM IN ACCORDANCE TO ALL REQUIREMENTS FOR THIS RFP PROJECT.

	ITEM#

	REQUIREMENT
	YES
	NO

	1
	Expanded services may be required with pricing for providing these optional services.
	
	

	2
	Provide services  for 36-month contract term, and with 1-36 month extension option periods
	
	

	3
	re-examinations
	
	

	4
	fixed price per test
	
	

	5
	additional language  requirements
	
	

	6
	revision  of test to address  specialized  skill sets used in the medical  or legal work environment
	
	

	7
	provide  exam to an estimated  581 City of Austin employees
	
	

	8
	Provide sample  of auditory or visual recordable media
	
	

	9
	Display sample  of testing standards used for exam
	
	

	10
	Sample process  for scheduling exam
	
	

	11
	Sample notification (pass/fail)
	
	

	12
	Sample notification for rescheduling exam
	
	

	13.
	Sample of guides for test takers
	
	

	14.
	Sample reporting format
	
	

	15.
	Confirmation of identification of fixed cite location
	
	

	16.
	Review  of test taking facility
	
	

	17.
	A list of communication and other equipment
	
	

	18.
	Sample invoice for services  rendered
	
	

	19.
	Sample of Spanish exam
	
	

	20.
	Documents validating the degrees or teaching certificates of the exam administrators
	
	

	21.
	Documents used to show the validity of the exam
	
	

	22.
	Work hours of the exam administrators
	
	

	23.
	After hour contact of the exam administrators
	
	

	I hereby attest that all of the information contained herein is accurate.


_____________________________________________
Signature 	Date





