







Request for Proposals

Navigator Program
March 2017

Part 2: APPLICATION








1. Applicant and Project Information

If applicant is not currently a CSB–funded agency, please review CSB administrative and program standards at www.csb.org.  

	1. Applicant and Project Information

	Date:

	Project Name:

	Name of Lead Organization (project sponsor):


	Mailing Address:


	Contact Person:


	Telephone:                                  Fax:                                      E-mail:



		2. Authorization	
	Acting as a duly authorized representative, I hereby affirm that the governing body of the below named organization has reviewed and accepts all the guidelines, requirements and conditions described in the Community Shelter Board Request for Proposals.

	Applicant Organization:
	Date:

	Authorized Signature:

	Name/Title:






























3. Applicant Proposal Guidelines
	Proposal narrative questions (project narrative) and requests for information, set forth below, should demonstrate an overarching understanding of the purpose of the Navigator Program, as well as the applicant’s related experience and readiness. In particular, applicants should demonstrate the following:

a. Programmatic vision and approach for how your proposed project will enhance the effective and efficient re-housing of individuals in single adult shelters experiencing homelessness.

b. Utilization of evidence-based and promising practices that will be incorporated in services delivery including, but not limited to national rapid re-housing practice standards, Housing First, progressive engagement and assistance, motivational interviewing, and harm reduction strategies that will effectively and efficiently assist individuals resolving their immediate housing crisis.

c. Cultural Competency reflected in every process and structure of program service delivery and relevant to assisting a diverse array of people experiencing a housing crisis who may also have physical, mental or emotional conditions that impact their ability to obtain and maintain housing. 

d. Current success helping a wide diversity of people experiencing homelessness in their efforts to locate, secure and maintain permanent housing.

e. Existing and proposed community collaborations with various community-based housing and service partners to support rapid housing placement, increase participant choice, and facilitate access to housing and non-housing related community-based assistance, such as employment training and retention, legal assistance, cash and non-cash benefits, physical and behavioral health, etc.

f. Use of effective ongoing program management, performance and quality improvement practices, including effective management of staff productivity and performance, use of client input, and ongoing evaluation of program performance. 








4. Applicant Experience

a. How many years has the Applicant been offering housing to the homeless?  
|_|  6+ Years
|_|  3 – 5 Years
|_|  1 – 2 Years
|_|  Less than 1 Year

b. How many years has the Applicant been offering supportive services to the homeless?  

|_|  6+ Years
|_|  3 – 5 Years
|_|  1 – 2 Years
|_|  Less than 1 Year

c. How many years does the Applicant have experience operating a substantially similar rapid re-housing project(s)?   

|_|  6+ Years
|_|  3 – 5 Years
|_|  1 – 2 Years
|_|  Less than 1 Year
|_|  No experience

	
d. Experience and Capacity Description: Provide a brief (no more than 1 page) description of your organization’s experience operating rapid re-housing or similar project(s) and capacity to operate the Navigator Program as described in the RFP.  




[bookmark: _GoBack]5. Project Description
(Response to questions in the Project Description section should not to exceed 10 typewritten pages)

Project Summary: Provide a brief (1-2 paragraph) description of the project, including target population and their re-housing assistance needs, core program services, program staffing, and key housing and service partners.

Detailed Project Narrative:
1. Describe your proposed approach to initial engagement with individuals referred to the program, program intake and assessment process, and establishment of an Individualized Housing Stabilization Plan (IHSP) with program participants, including:

a. How each step (from initial referral to initial IHSP) will occur and the expected timeframes for each step; 
b. Process for determining if individual referred to the Navigator Program can be admitted based on current program capacity and, if unable to admit all referrals what criteria and process will be used to select participants; and 
c. How participants will be continuously engaged throughout program participation even if they exit shelter for unsheltered locations or move to another shelter program.

2. Describe your proposed approach to assisting participants in locating and securing permanent housing that is consistent with their IHSP, including:

a. How Navigators and Housing Specialists will coordinate efforts to quickly identify and match participants to appropriate housing options;
b. Common tenant screening barriers and approaches to resolving tenant screening barriers; and
c. Approaches to deciding when and how to provide more intensive Navigator Program assistance to ensure rapid permanent housing placement.

3. Describe your proposed approach to stabilizing participants in permanent housing, including:

a. Approaches to resolving known housing retention barriers (e.g., past history of unit damages) and emerging housing retention barriers (e.g., conflict with neighbors); and
b. Approaches to deciding when and how to provide more intensive Navigator Program assistance to ensure permanent housing retention.
 
4. Describe your proposed approach to engaging participants who are difficult to locate and/or engage in program services (e.g., creating a meaningful and achievable IHSP, working on actions identified in the IHSP, etc.), including approaches to avoiding program exits except in circumstances described in the RFP.
 
5. Describe your approach to regular (i.e., monthly) re-assessment post-permanent housing placement and how participant need for additional financial assistance and services to retain housing will be determined.

6. Describe your proposed approach to identifying, recruiting, and retaining landlord partners, including how Housing Specialists will work to ensure legitimate landlord needs are met and landlord relationships are maintained when a participant is having difficulty meeting their lease requirements. Include a description of proposed non-financial and financial incentives and supports for landlord partners. 

7. Describe the minimum staff qualifications for both Navigators and Housing Specialists, including formal education, training, relevant licensure, and experience. 

8. Describe the training all new staff will undergo upon hire and the ongoing training staff will be expected to complete, including specific topics and expected frequency of training. Specify the timeframe during which newly hired staff will be expected to complete initial training. 

9. Describe the proposed program staffing and productivity plan that will assure continuity of care, full staffing, and productivity once the program is fully implemented, including:

a. Any specialized Navigator staff or Navigator teams intended to assist participants with certain characteristics and/or service needs;
b. Proposed direct service productivity standards for non-Navigator staff (e.g., program manager, Housing Specialists, etc.) [note: the RFP specifies that Navigators must maintain 60% direct service productivity];
c. The plan for how direct client service productivity will be documented by each member of the Navigator Program providing direct services;
d. How management will assure productivity standards are being monitored and achieved; and
e. Hiring and staffing practices that allow for full Navigator and Housing Specialist staffing and productivity as staff turnover occurs. 

10. Provide a timetable for program start-up that accounts for the following milestones:

a. Program management staff employed
b. 50% of direct service staff (Navigators and Housing Specialists) employed
c. 100% of direct service staff employed
d. Program at 50% caseload capacity (point-in-time capacity)
e. Program at 100% caseload capacity (point-in-time capacity)

The applicant should describe if and how current Navigator Program staff will be considered for employment in the new program.

11. Describe the proposed program management and ongoing performance and quality improvement (PQI) efforts the agency will undertake including, but not limited to, how Columbus ServicePoint, other program data, and participant input will be obtained and used to support PQI activities.

12. Describe your agency and current or proposed program’s relationship with the ADAMH Board, including any current or proposed funding for the Navigator Program.

13. Describe any services your agency directly administers that will be made available to Navigator Program participants, including any special or prioritized referral arrangements, and how such services will address the housing or non-housing related needs of the target population. 

14. Describe the proposed approach for assisting participants who qualify for permanent supportive housing (PSH) through the Unified Supportive Housing System (USHS), including strategies for ensuring timely receipt of necessary documentation, completion of USHS application resulting in successful and timely placement in an available PSH unit.

15. Identify other key community services and resources the program will connect participants to in order to meet participant housing and non-housing related needs. Describe any current or proposed service referral and coordination arrangements, including any special or prioritized referral arrangements, and how such services will address the housing or non-housing related needs of the target population.



6. Budget

	Complete and submit electronically the following budget forms:

The agency should complete one Budget worksheet (FY18 CSB Gateway-Budget), including one Salary and Wages worksheet and a detailed Budget Narrative.  The budget template can be found online at www.csb.org. The budget should be completed for the entire grant period, 7/1/17 – 6/30/18. CSB will not reimburse the applicant for space costs, these can be shown as matching funds provided by the applicant (include the same amount under the revenue section).  

The budget narrative should include a thorough explanation of all the expenses associated with each line item.  The explanation should make clear the assumptions involved in determining the budgeted amounts.  The narrative should explain how the first year budget will be different from subsequent annual budgets.

The budget narrative should also address revenue (if the project will provide matching or leveraged funds).  State whether or not the funding has been secured or is pending, as well as time frames for funding and any limitations or funding parameters that are relevant.  This could include match fund requirements from other funders, funding that is designated for a particular use or expense such as a staff position, etc.

Provide summaries of job descriptions related to this project and included in the budget. 

If you have questions, please contact Lianna Barbu, Operations Director, at 715-2535 or lbarbu@csb.org.     

7. Applicant Certifications

If selected, we agree to:
a. Collaborate with CSB to develop and implement a Navigator Program consistent with the FY2018 Navigator Program Request for Proposal, including development and finalization of screening, triage, assessment, and housing plan templates and protocols.
b. Collaborate with CSB to develop and finalize ongoing performance and quality improvement (PQI) plan and monthly Navigator Program dashboard.
c. Participate in the local Homeless Management Information System, called Columbus Service Point (CSP).

 
	
	
	

	
	
	Applicant Agency

	
	
	Signature of Authorized Representative

	
	
	Date








Page 1 of 9

