REQUEST FOR PROPOSALS
Lawyer Assistance Program
Legal Services Advisory Committee
I. REQUEST FOR PROPOSAL.

A.  DEFINED.  The Legal Services Advisory Committee (hereinafter “LSAC”) is using a competitive selection process to select the vendor to provide Lawyer Assistance Program (hereinafter LAP) services for the Court per specifications contained in this Request for Proposals.     This is not a bid but a request for a proposal that could become the basis for negotiations leading to a contract with one or more vendors to provide lawyer assistance services.  The proposal shall be submitted for a 12 month period of time, from July 1, 2013 through June 30, 2014.
B.  RIGHT TO CANCEL.  LSAC IS NOT OBLIGATED TO RESPOND TO ANY PROPOSAL SUBMITTED NOR IS IT LEGALLY BOUND IN ANY MANNER WHATSOEVER BY THE SUBMISSION OF A PROPOSAL.  LSAC RESERVES THE RIGHT TO CANCEL OR WITHDRAW THE REQUEST FOR PROPOSAL AT ANY TIME IF IT IS CONSIDERED TO BE IN ITS BEST INTEREST.  IN THE EVENT THE REQUEST FOR PROPOSALS IS CANCELLED OR WITHDRAWN FOR ANY REASON, LSAC SHALL HAVE NO LIABILITY TO ANY PROPOSER FOR ANY COSTS OR EXPENSES INCURRED IN CONNECTION WITH THIS REQUEST FOR PROPOSALS OR OTHERWISE.  LSAC ALSO RESERVES THE RIGHT TO REJECT ANY OR ALL PROPOSALS, OR PARTS OF PROPOSALS, TO WAIVE ANY INFORMALITIES THEREIN, AND TO EXTEND PROPOSAL DUE DATES.

II.
OBJECTIVE.  The goal of this request for proposal is to enable LSAC to fund management of a statewide network to provide to lawyers and their families readily accessible consultation, referral and short term counseling services for mental health and chemical dependency issues. Any proposal must identify access points in greater Minnesota as well as the Twin Cities area. Any proposal must also include information about coordination with a volunteer lawyer network for peer support.
III.
DESCRIPTION OF SERVICES TO BE PERFORMED.   Following is a general overview of the network provider's primary responsibilities. A complete list of obligations will be contained in the fully executed grant agreement.
· Assessment/referral services or short-term counseling (maximum of four (4) sessions) for
lawyers and their families experiencing mental health or chemical dependency problems.
These services must be provided on a timely basis.
· Critical incident response services and related crisis intervention services for lawyers and
their families.
· After-hours crisis counseling services.
· Outreach activities designed to increase lawyer awareness of LAP services. These activities
may include LAP orientation sessions, participation in Bar Association sponsored activities
and distribution of promotional materials.
· Training on topics related to helping troubled legal professionals and making referrals to
LAP.
· Insuring the confidentiality of all client communications and complying with all applicable
state and federal privacy and confidentiality laws.
· Documentation that all client services are provided in a manner consistent with professional
standards.
· Participation in client satisfaction and service outcome studies.
•
Coordination with a volunteer lawyer network for peer support.
  
IV.
BASIS FOR PAYMENT.  The LSAC receives funding for these services from attorney registration fees and estimates the reimbursement rate for counseling services provided under the contract should not exceed $65.00 per billable hour. The maximum amount available for the administration of LAP services including any contracted counseling is estimated to be $375,000 for a twelve-month period. 

V.

CONTRACTOR REQUIREMENTS.  Below is a summary of the contractor qualifications.
· Experience in providing mental health and chemical dependency consultation and referral services. Specific experience is required with:
· In-person assessment and referral
· Brief, goal-oriented counseling

· Critical Incident Stress Debriefing (CISD) services and related crisis intervention services
· Experience in delivering mental health and chemical dependency consultation and assessment services to professionals. Experience facilitating access to extended treatment options also desirable.
· Staff responsible for providing direct clinical counseling services must, at a minimum, hold a
Master's Degree in a mental health-related field such as Counseling Psychology, Clinical
Psychology, or Social Work. State licensure in the clinician's field is preferred but not
required.
· Contractor must maintain a staffed office Monday through Friday and maintain after-hours
crisis counseling services.
· Contractor must provide on-site clinical supervision on a regular basis for all staff providing
clinical services to LAP clients.
· Contractor must demonstrate the effectiveness of its lawyer assistance services via service outcome surveys, client satisfaction summaries, or similar measurements.
VI.
PROPOSAL CONTENTS.  Each submission in response to this request for proposal must contain:

A.  Transmittal Letter.  A transmittal letter must accompany the proposal. The letter must be in a form of a standard business letter and be signed in ink by an individual authorized to legally bind the responder.  It must include:
· A statement indicating the responder is an individual, a group of individuals, or
corporation or other legal entity qualified to provide services set forth in the proposal.
· A statement identifying the individual involved in the preparation of the proposal.

· A statement summarizing the responder's guiding principles and values regarding the
delivery of employee assistance services.

B.  Deliverables.  The proposal should include a detailed description of the services available from the responder, including:
· Exact location of all access sites for LAP services
· Days and hours of operation for each site
· The scope of clinical or other LAP-related sendees available at each site
· The clinical assessment model(s) being used
· The critical incident response services and crisis intervention services available at
each site
· The after-hours crisis services available at each site

· The service delivery system, beginning with the client's initial contact, at each access
site. This should include the standard time frames established for access to services.


C.  Experience.  The proposal should include a summary of the responder's experience in the delivery of LAP services, with particular emphasis on experience with lawyers. Detailed examples of clinical services the responder has provided to other organizations are specifically requested.

D.  References.  The proposal should include three (3) references that the Lawyer Trust Account Board may contact to obtain information about the services responder has provided to other organizations.

E.  Organizational Structure and Staff Roster.  The proposal should include an organizational chart and complete staff roster. The staff roster should specify the credentials and competencies for each staff member.
f.  General Requirements  

1)
Certificate of Insurance   Each proposal shall contain acceptable evidence of compliance with the workers' compensation coverage requirements of § 176.181, subd. 2.  Contractor’s RFP response must include one of the following: (1) a certificate of insurance, or (2) a written order from the Commissioner of Insurance exempting you from insuring your liability for compensation and permitting him to self‑insure the liability, or (3) an affidavit certifying that you do not have employees and therefore are exempt pursuant to Minn. Stat. §§ 176.011, subd. 10; 176.031; and 176.041.  See section XV of the sample State contract in Appendix III for details on additional insurance requirements that must be provided on request of the State.
2)
Affirmative Action Certification If the contractor’s proposal exceeds $100,000.00, the RFP response must include a completed Affirmative Action Statement and Certificate of compliance, which are attached as Appendix I.  

3)
Non-collusion Affirmation Contractor must complete the Affidavit of Non-collusion (Appendix II) and include it with its RFP response.  

4)
Contract Terms No work can be started until a contract in the forms approved the State Court Administrator’s Legal Counsel Division, has been signed by all necessary parties in accordance with state court procurement and contract policies.  
5)
Financial Stability; Trade Secret.  Contractor’s RFP must provide evidence of Contractor’s financial stability as an indicator of Contractor’s ability to provide services irrespective of uneven cash flow.  Judicial Branch rules of public access permit contractors to submit evidence of financial stability as trade secret information according to the following:

a. the evidence-of-contractor's-financial-stability must qualify as a trade secret under Minn. Stat. section 325C.01 or as defined in the common law;

b. the contractor submits the evidence-of-contractor's-financial-stability on a separate document (but as part of their complete submission) and marks the document(s) containing only the evidence-of-contractor's-financial-stability as "confidential;"

c. the evidence-of-contractor's-financial-stability is not publicly available, already in the possession of the judicial branch, or known to or ascertainable by the judicial branch from third parties.

Except for financial stability information submitted in accordance with this section, do not place any information in your proposal that you do not want revealed to the public.  Proposals, once opened, become accessible to the public except for financial stability information submitted in accordance with this section.  Please also note that if a contractor’s proposal leads to a contract, the following information will also be accessible to the public:  the existence of any resulting contract, the parties to the contract, and the material terms of the contract, including price, projected term and scope of work. 
VII.
SUBMISSION OF PROPOSALS 

All proposals must be submitted in writing in a sealed envelope to the following address:
Bridget Gernander
Legal Services Advisory Committee
Minnesota Judicial Center
25 Rev Dr Martin Luther King Jr Boulevard, Suite 305
St. Paul, MN 55155-1500
A.  SIGNATURES.  Your proposal must be signed by, in the case of an individual, by that individual, and in the case of an individual employed by a firm, by the individual and an individual authorized to bind the firm.


B.  INK.  Prices and notations must be typed or printed in ink.  No erasures are permitted.  Mistakes may be crossed out and corrections must be initialed in ink by the person signing the proposal. Except in the case of obvious errors in math, the initial proposal should contain your best and final offer.  No additional offers will be entertained after the initial proposal.  


C.  DEADLINE.  Proposals must be received no later than 4:30 p.m. (CST) on April 12, 2013.  Proposals will be opened the following business day and once opened become accessible to the public.  Do not place any information in your proposal that you do not want revealed to the public.  All documentation shipped with the proposal, including the proposal, will become the property of the LSAC.  

LATE PROPOSALS WILL NOT BE CONSIDERED
Questions about the RFP or the selection process must be in writing and sent by email to Bridget Gernander at Bridget.Gernander@courts.state.mn.us.  Other court personnel are not allowed to discuss the Request for Proposal with any one including responders before the proposal submission deadline.  All questions submitted will be posted on the Minnesota Judicial Branch website at www.mncourts.gov along with responses and will be made available to the public.
VIII.
EVALUATION.  The Legal Services Advisory Committee will evaluate all proposals received by the deadline. Responses will be evaluated to determine that they meet the criteria described in the RFP. The factors and weighting on which proposals will be judged are:
· Level of experience and expertise with
40%
delivery of LAP services
· Program design provides readily accessible
30%
LAP services to lawyers throughout Minnesota
· Qualifications and experience of staff
30%
Oral interviews with the responders may also be a part of the evaluation process. It is expected that the evaluation process will be completed by June 1, 2013.
IX.
NOTIFICATION
It is anticipated that all respondents will be notified in writing on or about June 1, 2013 of the outcome of the RFP process.
The LSAC is not obligated to respond to any proposal submitted nor is it legally bound in any manner whatsoever by the submission of a proposal.  The LSAC reserves the right to cancel or withdraw the request for proposal at any time if it is considered to be in its best interest.  In the event the request for proposal is cancelled or withdrawn for any reason, the LSAC shall have no liability to any proposer for any reason for any costs or expenses incurred in connection with this request for proposals or otherwise.  The LSAC also reserves the right to reject any or all proposals, or parts of proposals, to waive any informalities therein, and to extend proposal due dates.
APPENDIX I

Affirmative Action Statement 

and 

Certification of Compliance

STATE OF MINNESOTA - AFFIRMATIVE ACTION STATEMENT

If your response to the RFP is estimated to exceed $100,000, you must complete the information requested:

BOX A:

1. Have you employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months?

 YES  FORMCHECKBOX 
 
NO  FORMCHECKBOX 

If your answer is “NO,” proceed to BOX B. If your answer is “YES,” your response will be rejected unless your firm or business has a Certificate of Compliance issued by the State of Minnesota, Commissioner of Human Rights, or has submitted an affirmative action plan to the Commissioner of Human Rights for approval by the time the responses are due for any proposal estimated to exceed $100,000.
2. Please check one of the following statements:

 FORMCHECKBOX 
 YES, we have a current Certificate of Compliance that has been issued by the State of Minnesota, Commissioner of Human Rights. (Include a copy of your certificate with your response.)

 FORMCHECKBOX 
 NO, we do not have a Certificate of Compliance; however, we submitted an affirmative Action plan to the Commissioner of Human Rights for approval on                           , . The plan must be approved by the Commissioner of Human Rights before any contract or agreement can be executed.

 FORMCHECKBOX 
 NO, we have not submitted a plan. If your plan is not submitted by the time the responses are due, your response will be rejected.
NOTE: Minnesota contractors must have a certificate issued by the Minnesota Department of Human Rights. Affirmative Action plans approved by the federal government, a county, or a municipality must still be reviewed and approved by the Minnesota Department of Human Rights for a certificate to be issued.

BOX B:

1. Have you employed more than 40 full-time employees on a single working day during the previous 12 months in a state in which you have your primary place of business and that primary place of business is outside of the State of Minnesota, but inside the United States?

YES  FORMCHECKBOX 
 
NO   FORMCHECKBOX 

If your answer is “NO,” proceed to BOX C. If your answer is “YES,” the state cannot execute a contract with your firm or business unless it is in compliance with the Minnesota Human Rights certification requirements. It is the sole responsibility of the firm or business to apply for and obtain a human rights certification prior to execution of a contract as applicable. You may achieve compliance with the Human Rights Act by having either a current Certificate of Compliance issued by the State of Minnesota, Commissioner of Human Rights, or by certifying that you are in compliance with federal Affirmative Action requirements.
2. Please check one of the following statements:

 FORMCHECKBOX 
 YES, we have a current Certificate of Compliance issued by the Minnesota Department of Human Rights. (Include a copy of your certificate with your response.)

 FORMCHECKBOX 
 YES, we are in compliance with federal Affirmative Action requirements.

 FORMCHECKBOX 
 NO, we do not have a current Certificate of Compliance and we cannot certify that we are in compliance with federal Affirmative Action requirements.

BOX C:  

1. If your answers to BOX A (Question 1) and Box B (Question 1) were “NO,” you are not subject to the Minnesota Human Rights Act certification requirement. Please, however, check one of the following:

 FORMCHECKBOX 
 NO, we have not employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months and we have not employed more than 40 full-time employees on a single working day during the previous 12 months in the state in which our primary place of business is located.

 FORMCHECKBOX 
 We are a business with our primary place of business outside of the United States that has not employed more than 40 full-time employees within Minnesota on a single working day during the previous 12 months.

  For further information regarding Minnesota Human Rights requirements, contact the Department of Human Rights, Compliance Services, 190 East 5th Street, Suite 700, St. Paul, MN 55101; Voice: 651.296.5663; Toll Free: 800.657.3704; or TTY: 651.296.1283. For further information regarding federal Affirmative Action requirements, call 800.669.4000 or visit its web site at http://www.eeoc.gov/.

By signing this statement, the Proposer certifies that the information provided is accurate.

NAME OF FIRM:_____________________________________________________________

AUTHORIZED SIGNATURE: __________________________________________________

TITLE: ______________________________________________________________________

DATE: _______________________________________________________________________

(See next page for notice to Proposers)

STATE OF MINNESOTA - AFFIRMATIVE ACTION CERTIFICATION OF COMPLIANCE 
The Minnesota Human Rights Act (Minn. Stat. § 363.073) divides the designation compliance program into two categories. Both categories apply to any designations for goods or services in excess of $100,000. 
The first category applies to businesses that have had more than 40 full-time employees within Minnesota on a single working day during the previous 12 months. The businesses in this category must have submitted an Affirmative Action plan to the Commissioner of the Department of Human Rights prior to the due date of the response and must have received a Certificate of Compliance prior to the execution of a designation. 
The second category applies to businesses that have had more than 40 full-time employees on a single working day in the previous 12 months in the State in which they have their primary place of business. The businesses in this category must have either a current Certificate of Compliance previously issued by the Department of Human Rights or certify to the STATE that they are in compliance with federal Affirmative Action requirements before execution of a designation. For further information, contact the Department of Human Rights, 190 East 5th Street, Suite 700, St. Paul, MN 55101; Voice: 651-296-5663; Toll Free: 800-657-3704; or TTY: 651-296-1283. 
Minnesota businesses must have a current Certificate of Compliance or submitted an affirmative action plan by the time proposals are due, or their proposal will be rejected. 
The STATE is under no obligation to delay the execution of a designation until a business has completed the Human Rights certification process. It is the sole responsibility of the business to apply for and obtain a Human Rights certificate prior to execution of a designation, as applicable. 

APPENDIX II
STATE OF MINNESOTA

AFFIDAVIT OF NONCOLLUSION

I swear (or affirm) under the penalty of perjury:

1. That I am the Proposer (if the Proposer is an individual), a partner in the company (if the Proposer is a partnership), or an officer or employee of the responding corporation having authority to sign on its behalf (if the Proposer is a corporation);

2. That the attached proposal submitted in response to the ________________________Request for Proposals has been arrived at by the Proposer independently and has been submitted without collusion with and without any agreement, understanding or planned common course of action with, any other Proposer of materials, supplies, equipment or services described in the Request for Proposal, designed to limit fair and open competition;

3. That the contents of the proposal have not been communicated by the Proposer or its employees or agents to any person not an employee or agent (including a partner) of the Proposer and will not be communicated to any such persons prior to the official opening of the proposals; and

4. That I am fully informed regarding the accuracy of the statements made in this affidavit.

Proposer’s Firm Name:___________________________________________

Authorized Signature: _____________________________________________

Date: __________________

Subscribed and sworn / affirmed to me 

this ________ day of ___________, 2012
Notary Public

RFP   LSAC
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