STATE OF CONNECTICUT

Department of Children and Families
Statement of Work For SACWIS Program 
===========================================
 (X) New Task    () Renewal
( ) Fixed Price

(X) On Site Support
( ) Remote Support

===========================================
1.  REQUIRED AGENCY:
Department of Children and Families
DCF IS Division
505 Hudson Street
Hartford, CT 06106

2. PROJECT/SYSTEM/PROGRAM OVERVIEW
DCF INFORMATION SYSTEMS BACKGROUND

The Department of Children and Families depends on a core, mission-critical application, LINK, Connecticut’s Federally-reimbursed SACWIS (Statewide Automated Child Welfare Information System).  Implemented in 1996, available on every desktop, and used by over 2,000 social workers and case managers, the application has been enhanced and modified continually to meet data capture and process functionality requirements driven by good child welfare case practice as well as State and Federal legislation and statute.  Additionally, LINK continues to experience change chiefly in compliance with the 1991 Juan F. Consent Decree as well as the agency’s ongoing goal of improving the safety, permanency and well-being of children in care.

Concurrently, the agency implemented a multi-faceted, agency-wide outcome measure improvement plan that specifically addresses each of the twenty-two (22) outcomes targeted for improvement driven by the original Consent Decree.  A number of initiatives that comprise this improvement plan require the support of information technology.

DCF Information Systems provides technology expertise and services as well as an information systems infrastructure to the agency and its roughly 4,000 employees.  DCF Information Systems strives to improve continually improving technology services that are cost-effective and of the highest effectiveness and quality.

ONGOING SACWIS APPLICATION AUTOMATION SUPPORT 
AND

THE SACWIS REPLACEMENT PROJECT 

DCF Information Systems (IS) is responsible for the enhancement, maintenance and support of a two-tier Statewide Automated Child Welfare Information System (SACWIS), known as LINK, written in PowerBuilder and relying on the State’s DB2 database environment.  The LINK application provides the Agency with a mission critical case management tool that offers the agency’s 3,500 users ready access to important information and data related to child welfare cases.

Each quarter, the Agency, in conjunction with IS, develop a list of proposed changes to the LINK application that require a thorough and thoughtful analysis and design and subsequent development, testing and release of the modified application.  This Statement of Work is intended to ensure that qualified and skilled resources are available to ensure the proper continuity of support for the LINK Application

In addition and as referenced previously, the agency, the agency has implemented a multi-faceted, agency-wide outcome measure improvement plan that specifically addresses each of  twenty-two (22) outcomes measures, targeted for improvement as driven by the original Consent Decree.  A number of initiatives that comprise this improvement plan require the support of information technology.  

3. SCOPE OF WORK
POSITION ROLE AND DELIVERABLES

The candidate will serve in the capacity of a technical writer and editor, providing business and technical writing and editing in support of the development of a SACWIS Replacement Project application.  The individual will be expected to:
· Possess excellent writing, editing and proofreading skills.

· Be able to ensure consistency of style within a document.

· Have the ability to edit documents paying close attention to matters of consistency in capitalization, spelling, and hyphenation; agreement of verbs and subjects, and other matters of syntax; punctuation; and many other similar details of style.  

· Be thoroughly versant with the features of Microsoft Word, including, but not limited to: templates, indices and tables of content, tables, footnotes and endnotes, inserting objects from other Office products, such as Visio. Must also be functional in the construction of documents in Word using document sections, page headers and footers, 

· Be knowledge of current desktop publishing and word processing programs is required.
Knowledge of art production software and Help authoring tools.

· Be skilled in writing original material and in synthesizing, organizing, rewriting, refining, formatting, and editing rough-draft material while maintaining the integrity of the ideas.
· Write and/or draft technical documents, articles or related material based on research, investigation or analysis. 

· Review and/or evaluate reports, documents, laws, rules, and regulations; edits prepares, or approves summaries of findings. 

· Review and edit the technical writing of others. 

· Draws/creates and/or selects graphic charts, working drawings, illustrations, tables, etc., for publications/displays or similar projects; adapts sketches/drawings to meet specific technical or publication requirements. 

· Reviews and coordinates the preparation of reports, papers, and presentations for the project team. 

· Provides consultation, makes recommendations, gives appropriate advice, and/or facilitates decisions. 
· Assist in the development of documentation standards.
· Other tasks as assigned. 

REQUIRED TECHNICAL SKILLS AND EXPERIENCE:
Refer to the State contracts for IT Professional Services Agreement (12PSX0251) for experience and skill requirements for the job classification Technical Writer/Editor.  In addition, the agency requires:

A minimum of five (5) years of prior experience demonstrating the following knowledge and skills: 

1. Demonstrated experience in creating usable business and/or technical documentation.

2. Experience with Microsoft Word and the Microsoft Office Suite.

3. Able to develop visually pleasing and informative graphics, illustrations and other visual materials.

4. Demonstrates strong time management skills.

5. Is an effective listener and can assimilate information quickly.

6. Is able to structure or classify multiple pieces of information and synthesize this information into a useful written narrative.

PREFERRED SKILLS AND EXPERIENCE
The following skills are desirable, but the lack of these skills would not preclude an individual from being a candidate for this position:
1. Experience in working with the State of Connecticut.

2. Experience with Adobe Photoshop and or Illustrator.

3. Experience with Macromedia Captivate

4. Experience with Microsoft Visio

5. Ability to train and/or mentor existing staff in improved documentation and writing skills.

6. Experience in working in a web development project setting.

4. ADMINISTRATIVE CONSIDERATIONS
Work Schedule: Monday - Friday, 8 AM - 5 PM
State Resources and Oversight: DCF IS Management
Security/Privacy Considerations: Comply with Vendor Qualification, DCF Child Protection Background Check and DCF Non-disclosure Agreement
General/Miscellaneous: N/A
Point of Contact:
Brian Clonan

IT Director, CT DCF IS
505 Hudson Street

Hartford, CT 06106
Phone - (860) 550-6480
