APPENDIX – Scope of Work and Performance Measures Training


Open Window Scope of Work (SOW) Override
N. C. Department of Health and Human Service

Division of Public Health

SCOPE OF WORK


BACKGROUND
What is the primary goal or mission of the program? Delete all gray text before uploading file into Open Window.
Comparison Data:
Enter any national or state level statistics that can be used as reference points to your demand measure for the contract’s catchment area.

PURPOSE
What is purpose of this specific contract? Delete all gray text before uploading file into Open Window.
COUNTIES
This contract serves the following North Carolina County(ies):  

PERFORMANCE REQUIREMENTS
Who (population served or impacted: define the number of unduplicated participants)?

What (activities, tasks, services, deliverables)?

When (timeframes)?

Where [define specific service area(s)]? Delete all gray text before uploading file into Open Window.
The Contractor shall, for XXX unduplicated participants:  
PERFORMANCE STANDARDS
What is the performance expectation – what does a good job look like? Details any reporting due, timeframes, methods, qualifications, etc.
How is the service provided? Delete all gray text before uploading file into Open Window.
The Contractor shall:
PERFORMANCE MONITORING / QUALITY ASSURANCE PLAN
How will performance be monitored?  For each scope item and measure, indicate when it is to be reported upon; how it’s to be reported; to whom it’s to be reported; etc.

What if performance is below expectation? Note interventions to address performance. The following is standard language.  If this is not applicable to your contract, please delete and replace with relevant information.  Delete all gray text before uploading file into Open Window.
This contract will be monitored according to the following plan:
Deliverables will be monitored by site visits and required reports. The Contractor agrees to participate in periodic site visits as needed (with a minimum of one per year) as determined by the Program Manager. If the Contractor is deemed out of compliance, program staff will provide technical assistance; and funds may be withheld until Contractor is back in compliance with deliverables.  If technical assistance does not prove beneficial, the contract may then be terminated. 

REIMBURSEMENT
What are the terms of payment?  Define the plan for reimbursement of services. Do not repeat language from the contract cover. The following is standard language.  If this is not applicable to your contract, please delete and replace with relevant information.  Delete all gray text before uploading file into Open Window.
Contract Expenditure Reports (CERs) must be submitted even when no expenses are incurred in a given month.  Failure to submit monthly sequential reports may delay receipt of reimbursement.
PERFORMANCE MEASURES WORKSHEET

The following Measure Elements have been standardized for DPH Contracts.  You may copy and paste them into the appropriate place in the worksheet.

Frequency (reporting Actuals) – unless otherwise dictated by legislation or grant:  Annual
Input Measure (dollars)

Measure Definition:  Contract not to exceed amount.

Data Source:  Executed contract.

Collection Process and Calculation:

(If 100% Federal)  Federal funders provide a Notice of Grant Award and contracts are awarded.

(If 100% State)  State Appropriations are provided and contracts are awarded.

(If combination)  Federal funders provide a Notice of Grant Award, State Appropriations are provided and contracts are awarded.

Data Limitations: Funds could be increased, decreased or terminated.

Input Measure (FTEs)

Measure Definition:  Number of Full Time Equivalent (FTE) positions.

Data Source:  Contractor Budget and Contractor Reports

Collection Process and Calculation:  The Contractor Budget proposes the staff time spent on the contract.  Contractor documents how much staff time is spent on the project and it is included in submitted reports.

Data Limitations: Data could change based on Amendments. Positions could be eliminated or staff may resign.

Efficiency Measure (if based on participants – otherwise change wording as necessary)

Measure Definition:  Cost per unduplicated participant.

Data Source:  Total amount expended by Contractor is recorded in NCAS.  Total number of participants served is defined by Contractor's Final Report.

Collection Process and Calculation:  $XXX / XXX unduplicated participants = $XXX per unduplicated participant. Contractor submits Contract Expenditure Reports and expenditures are recorded by NCAS.  Contractor submits final report which detail the number of unduplicated participants served.

Data Limitations: Contractor may not spend all allocated funds or may not meet the target of unduplicated participants to be served; typographical and data entry errors.

Open Window Measures Worksheet – Copy and paste this page for each measure needed.

Contract System #:       


Contractor Name:       
Measure Definition:  The following information must be entered and saved in OW before additional measure info can be saved.  This is the Parent record in Open Window.

Measure Type:  Select:  Demand; Input, Output, Outcome, Service Quality; Efficiency
Which measure is this?  All measures must be entered in Open Window.

Reporting Frequency (reporting Actuals):  Select:  Monthly; Quarterly; Semi-Annual; Annual
The frequency in which you will report the actual performance results of the measure in Open Window.

Measure Definition:  

Enter a statement describing what measure is but, without any quantities. Think about the target value for that particular measure. Is it a number or percentage? It should follow the format of: Descriptor (number or percent) of Noun (thing being done, e.g., educational sessions, trainings, HIV tests, etc. ) + Past Participle (e.g., provided, developed, administered, held, etc.)  (e.g., Number of flu shots given.)

Explanatory Notes on Measures:  

Enter any notes needed to explain vast differences in measures between years.  These do NOT print out on the built contract. (e.g., The funding for this project has been cut, leading to a decrease in the number of clients able to be served.)

Value Set:  The previous measure definition information must be entered and saved in OW before the following value set information can be saved.  This is the Child record in Open Window.

Budget Year:  

OR
State Fiscal Year (SFY):  
All contracts 12 months or shorter in duration should use Budget Year configuration and the year will always be Budget Year 1.  Contracts longer than 12 months should use the Fiscal Year configuration.

Preferred Trend:  Select:  Increase; Decrease; Maintain; Other
What is the desired performance direction?

Baseline Value:  
Baseline is the relevant historical value on which you are basing this contracts performance or the starting point, and should never be zero (e.g., 5,000)
Target Value:  
Target is value you want the Contractor to achieve in the period defined above in “Frequency” (e.g., 6,000).

NOTE:  For the Demand measure, Target Value is not what the Contractor is going to achieve but rather, it is the statistical need for the service in the Contractor’s Service Area.
Actual Value:  
Actual is what the Contractor achieves in the “Frequency” period.  After each period, as defined in “Frequency” above, when the actual value must be reported. (e.g., 6,010)  Leave this blank upon contract entry – it will be filled in as part of the contract close out process

Data Source:  
Enter where you will be getting this information. The source is a valid entity from which the data are obtained, usually a database, tracking, case management system, survey, questionnaire or other mechanism.  It must be specific.  (e.g., Contractor progress reports; Epidemiology Flu Surveillance Database.)

Collection Process and Calculation:  

Explain how the Contractor is capturing, measuring and reporting the data you are listing as a measure.  (e.g., Contractor tracks flu shot recipients in a log. Results are tabulated and included in reports submitted to the Project Manager.)
Collection Frequency:  

Enter how often this information will be provided. Note: this is NOT the same as the Frequency listed above, but rather how often you are receiving data via reports or database entries. (e.g., Monthly; In real time, Quarterly, etc.)
Data Limitations:  

Enter the ways data could be inaccurate, misleading, or incorrect (e.g. Typographical errors; Clients lost to follow up, etc.)
Open Window Performance Measure Screenshot
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A measure is comprised of two parts, the measure definition and then the value sets (yearly driven). The measure is distinct,
where as the value sets can span many years.
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