Tarrant City BOE Substitute Services Bid
The Tarrant City Board of Education is soliciting bids for temporary personnel/substitute services on an as needed basis.
Sealed Bids are due on or before May 12, 2023 at 10am and will be opened at 10am on that date at the Tarrant City Board of Education at 1318 Alabama St. Tarrant, AL 35217.
The specifications and bid information should be read carefully.
If there are any questions concerning the bid, please contact John Lewis, CSFO for Tarrant City Schools at 205-849-3700 or lewis.john@tarrant.k12.al.us 
Successful bidders will be notified after the next scheduled board meeting.  
There will be no bid bond required for this bid.
Bid Award 

The bid award shall be made to the lowest responsible bidder taking into consideration the quality of the services to be provided, their conformity with specifications, or any other criteria as allowed by law.  The Tarrant City BOE (the District”) has the right to reject any and all bids and/or to award portions of this contract to more than one bidder in the event that no bidder is able to provide all of the services and positions requested in this bid. In the event portions are awarded, multiple contracts would be issued to cover the positions in the bid form based on the District receiving the best services from the lowest responsible bidder. 
Evaluation 

· While cost is an important factor in considering the award, it will not be the only factor.
· Past performance of work with other school districts.

· Information obtained by Tarrant City BOE from the Bidder’s references.

· District’s assessment of the Bidder’s ability to meet the needs of the District, taking into account all information requested in this document. 

Contracting: Termination
If awarded the bid, the bidder will receive an initial term of contract equal to 36(thirty-six) months, commencing from the time of award through the next 36 months, and shall be automatically renewable on a month-to-month basis after initial 36-month term for two additional years. Alabama Bid Law does allow 5-year contracts, and even though the initial term is 3-years (36 months), if agreed upon and Board approved up to 2 option years could be awarded based on the bidder’s proposed rates and terms. 
Tarrant City BOE (the “District”) reserves the right to terminate this agreement with 30 (thirty) days written notice.
Insurance

The responsible bidder shall procure, maintain, and provide proof of adequate liability coverage as well as appropriate insurance coverage for injuries to persons and/or property damage as may arise from the work performed on behalf of the Board by the responsible bidder, their agents, representatives, employees, or subcontractors.
Overview of Expected Services
Successful Bidder must be able to manage substitute teachers, paraprofessionals as well as non-instructional staff such as cafeteria workers, administrative assistants (office personnel). 

A. The responsible bidder will be responsible for recruiting, pre-employment screening, hiring, qualifying, certifying, disciplining and terminating, if necessary, all participating employees.
B. Responsible bidder shall ensure that all personnel have received all required training and/or licensing, teaching certificates, substitute teacher’s license, fingerprint screening, as necessary, to fulfill the needs of the Board and/or comply with any applicable laws.
C. Place assigned employees according to Tarrant City Board of Education’s requirement in any one of the 3 Tarrant City schools. 
D. Pay assigned employees their wages, withhold all applicable payroll taxes and insurance premiums, and provide optional benefits. 

E. Require employees to agree to in writing to protect the confidentiality of Tarrant City BOE’s proprietary information. 
Training

A. The responsible bidder must include training on any offered software for all users, free of charge, as needed by the system and ensure all software is compatible with existing Tarrant City Board of Education software and set up all software free of charge.  
B. The responsible bidder shall provide their training plan which includes, at a minimum, Professional Development and Training in the areas of: special education basics for paraprofessionals, FERPA, IDEA, classroom management, school professionalism, and behavior intervention.
C. The successful bidder may be required to provide results of any skills test given for any position for which temporary personnel are hired.
Experience (complete Exhibit 2)
A. The responsible bidder should provide proof (length of time) that it has provided services to public schools and specialize in Pre-K-12 education. 
B. The responsible bidder shall have experience in Teacher and Instructional/Special Education Aide Professional Development Training Programs. The responsible bidder should be able to demonstrate that they have provided paraprofessionals and other support staff to schools.
C. The responsible bidder shall provide three (3) school district references. Each reference is to include the customer’s name, address, telephone number, point of contact, and email address. The references must be of a size and nature that reflect the bidder’s ability to service the contract requirements of the Board.
D. Length of time your firm has been doing business in Alabama. A Local presence is required. 

E. Length of time your firm has been in business under their current name. 

Software

The responsible bidder should provide a substitute management system/solution that receives scheduled Tarrant City BOE employee absences and fills the absence with a Substitute Teacher or applicable classification of employee. Absences recorded in the Substitute Management System should be importable into our Gorrie Regan AOD Timekeeping system, as well as, interface with our Harris Computers NextGen Payroll Software. All software must interface with Tarrant City BOE’s current Timekeeping and Payroll software as mentioned above.  
Other Specifications

A. Under no circumstances shall an employee or contractor of the responsible bidder be permitted on Board property if the employee or contractor reports to work under the influence of illegal drugs or alcohol or is a registered sex offender. The responsible bidder’s company policy on drug testing and background checks shall be included with the response to this request for proposal.

B. The responsible bidder must be an equal opportunity employer and, upon request, certification thereof must be provided.

C. The responsible bidder shall possess the required state and local business licenses and credentials needed to provide the services required.

D. The responsible bidder shall comply with all national, state, and local laws in the conduct of business.
E. The contract awarded as the result of this bid is non-transferable and not able to be subcontracted to a third party vendor without the express written consent of the Superintendent of the Tarrant City Board of Education.
F. Proprietary/confidential information should be indicated by the bidder in the respective bid. Any information considered confidential in nature should be disclosed at that time.
Billing
The successful bidder shall provide a weekly statement of services provided and be able to incorporate Tarrant City Board of Education’s General Ledger accounting numbers into invoices and software. 
E-Verify (complete Exhibit 1)
Effective April 1, 2012 (Beason-Hammon Act), every business entity or employer doing business in Alabama is required to enroll in E-Verify* and follow the related federal law and regulations for verifying employment eligibility of newly hired employees using the E-Verify program.

*If you are an out-of-state employer with NO EMPLOYEES located in the State, then registration in E-Verify is not required, but a statement to such is required.

Alabama laws require that, as a condition for the award of a contract by a school board to a business entity or employer with one or more employees working in Alabama, the business entity or employer must provide documentation of enrollment in the E-Verify program.  During the performance of the contract, the business entity or employer shall participate in the E-Verify program and shall verify every employee that is required to be verified according to the applicable federal rules and regulations.  The contractor’s E-Verify Memorandum of Understanding must be included with the bid.  
Bid Submission

All bids should be submitted in person or by mail to:

Tarrant City Board of Education

Attn: John Lewis
1318 Alabama St

Tarrant, AL 35217
Labeled in the bottom left corner:

Substitute Service Bids
Not to be opened until 5/12/2023 at 10am
Note: Late bids will not be opened. 

Bid Spreadsheet

Bids must be submitted on the following bid response form. Prices on the response form for the services specified in this bid should be expressed in percentage mark-up on the contracted gross pay rate for services, and prices shall be firm for the term of the contract. The pay rates will be established by the Tarrant City Board of Education, and will be competitively set in order to attract ideal candidates. The gross pay rate plus the percentage markup will equal the total amount due by the Board to the responsible bidder upon service performed. The percentage markup shall include the responsible bidder’s profit margin, fringe benefits, and all other overhead costs. All temporary personnel shall be employed by the responsible bidder. The responsible bidder shall be responsible for all payrolls, taxes, worker’s compensation, insurance, and other federal and state requirements. The Board shall only be responsible for actual hours or daily rates worked by temporary workers and shall only pay for those hours or daily rates according to the rates set out in the contract plus the percentage mark-up on the bid sheet.  Tarrant City Board of Education is tax-exempt under State and Federal law. Please do not include State Sales Tax, Federal Excise Tax or any other fees in your bid. Prices for any additional services or software not listed in the bid specifications may be listed separately but will not be considered in the awarding of the bid.  

Bid Response Form

	Position
	Hourly Rate
	Maximum Mark-Up %
	Hourly Billing Rate

	Substitute Teacher-Certified
	
	
	

	Substitute Teacher-Non-Certified
	
	
	

	Paraprofessional
	
	
	

	Special Ed Paraprofessional

	
	
	

	CNP Worker
	
	
	

	Custodial Subs
	
	
	

	
	
	
	

	
	
	
	


Sealed Bids are due on or before May 12, 2023 at 10am and will opened at 10am on that date at the Tarrant City Board of Education at 1318 Alabama St. Tarrant, AL 35217.
Offer and Acceptance
The undersigned hereby offers and agrees to furnish the services as described which are consistent with all terms, conditions, specifications and amendments in the Bid.  

This Bid must be notarized. 
Company: ______________________________________
Federal Employee Identification #: ___________________
Address: ________________________________________
Telephone Number: _______________________________
Name (Print or type): _______________________________

Title: ____________________________________________

Signature: ________________________________________

Email: ___________________________________________
This____day of _______ 2023
Notary Public

___________________________
EXHIBIT 1

ALABAMA IMMIGRATION LAW COMPLIANCE NOTIFICATION
All Vendors wishing to submit bids must be able to provide the Tarrant City Board of Education with evidence of their compliance with the Alabama Immigration Law as described in Section XII of this bid.

Please respond to the following and submit this form with your bid.

_____ I have read and understand the expectations for materials, which will demonstrate      
compliance with the Alabama Immigration Law.

_____ I understand that any award is contingent upon receipt of all materials necessary that 
demonstrate compliance.

_____ This company has no operations or employees within the state of Alabama, therefore the 
Alabama Immigration Law requirements do not apply.  However, should this company be 
awarded this contract and should this company later employ individuals in the state of 
Alabama, this company will comply with and submit all necessary documentation for 
compliance with this law.

Or

_____ This company has already submitted all necessary documents to the Tarrant Board of 
Education Accounting Department which verify compliance with the Alabama Immigration Law.   
Or

_____ This company meets the requirements for compliance with the Alabama Immigration Law 
and has included the necessary materials within this bid response.





Company: ___________________________________________





Address: ____________________________________________





Telephone Number: ___________________________________





Fax Number: _________________________________________





Name (Print or type): ___________________________________





Title: ________________________________________________





Signature: ___________________________________________

Failure to properly execute the above exhibit must be considered grounds for rejecting this bid.
EXHIBIT 2
COMPANY BACKGROUND, BILLING POLICY, WARRANTY OR GUARANTEE, AND REFERENCES

As is outlined in the Experience section of the Bid Specifications, please address the following questions.

1. The length of time your company has been doing business under its current name.

2. The length of time your company has been doing business in the State of Alabama.

3. The length of time your company has been conducting business with school systems.

4. In the space below, please indicate your company’s warranty or guarantee as it relates to the services under this bid.

5. In the space below, please indicate your company’s billing policy.

6. Please provide three (3) current Alabama school references that we may contact.  All fields must be complete.

1. Company: ______________________________________________________________________

Address: _______________________________________________________________________

               _______________________________________________________________________

Contact Person:__________________________________________________________________

Phone #: ________________________________Email: _________________________________

Date service began: ______________________________________________________________

2. Company: ______________________________________________________________________

Address: _______________________________________________________________________

               _______________________________________________________________________

Contact Person:__________________________________________________________________

Phone #: ________________________________Email: _________________________________

Date service began: ______________________________________________________________

3. Company: ______________________________________________________________________

Address: _______________________________________________________________________

               _______________________________________________________________________

Contact Person:__________________________________________________________________

Phone #: ________________________________Email: _________________________________

Date service began: ______________________________________________________________

