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PRIVATE 
SCOPE OF WORK

THE NORTH BAY AREA LANDSCAPE 

MANAGEMENT OUTREACH PARTNERSHIP

The Central Contra Costa Solid Waste Authority  (Contractor), acting as Partnership Manager and Fiscal Agent for the North Bay Area Landscape Outreach Steering Committee (Committee) will partner with the California Integrated Waste Management Board (CIWMB) to conduct a regional Landscape Management Outreach Program with participating local jurisdictions in Contra Costa, Napa and Solano Counties.    

The purpose of the North Bay Area Landscape Management Outreach Partnership (Partnership) is to develop and demonstrate the use of green materials management policies and landscape management practices that diminish the volume of municipal organic materials being disposed of in California landfills.  The Committee, working in alliance with local jurisdictions, landscape industry associations and landscape management educators will plan, sponsor, and carry out a series of outreach activities and events directed at local landscape maintenance operators and landscape site managers.   

The CIWMB’s Greening Team, established as part of the CIWMB’s strategic planning process, has identified landscape trimmings generated from urban landscapes as a primary target for assisting local jurisdictions achieve their mandated 50 percent diversion requirement.  In support of Greening Team Performance Plan Targets 1 and 5, the Partnership objectives are to focus on: 

(1) Implementing public agency policies for green materials management that provide disposal alternatives and diversion options for the local landscape maintenance industry;

(2) Disseminating information on the practical benefits of using landscape management techniques that reduce green materials generation and the advantages of on–site green materials reuse; and 

(3) Promoting procurement practices and landscape applications that increase the usage of recycled           organic products (i.e. municipal compost and mulches) in urban landscapes.          

Local landscape maintenance operators; public and private landscape site managers; landscape designers and installation contractors; along with public agency and private business organic product end users will be recruited to participate in a series of regional forums, seminars, informational presentations, workshops, and on-site demonstrations that will promote and demonstrate practical ways to reduce, reuse or recycle landscape trimmings using environmentally beneficial landscape management practices.

Contractor will oversee the tasks outlined below to fulfill its responsibilities as Partnership manager.  CIWMB will provide partial funding for these tasks in five phases as detailed below. The tasks detailed in this Scope of Work do not represent the total number of tasks or activities that the Contractor or Committee will be required to undertake to successfully fulfill the objectives of the Partnership. Contractor will actively seek additional funds from other partners or sources to fully fund all tasks or activities undertaken by the Committee. 

Phase One: Planning and Coordination

Contractor will assist the Committee in planning and coordinating Partnership activities in Contra Costa, Napa and Solano Counties.  Phase One tasks include organizing and coordinating Steering Committee actions; developing a Regional Landscape Outreach Action Plan; and administering matching funds and in-kind services for the Partnership. The following details the three tasks of this Phase. 

· Task One: Organize and Coordinate Steering Committee Actions 

Contractor will assist in the formation of the North Bay Area Landscape Outreach Steering Committee.  Participants should include but not be limited to representatives from: local public agencies and selected jurisdictions; landscape management educators and experts; landscape industry trade associations; landscape site managers and maintenance contractors; private sector business or commercial sponsors; waste haulers; local landfill operators; compost and mulch suppliers; environmental groups; and other state or federal public agency cooperators. 

Acting as Partnership Manager, Contractor will arrange and facilitate Partnership activities and actions as directed by the Committee. Contractor will organize Committee meetings, prepare and maintain meeting minutes, and prepare periodic reports as directed by the Committee to update the status of Partnership activities.  Contractor will distribute Committee minutes and status updates to Committee members and the CIWMB Contract Manager in a timely manner. 

· Task Two: Develop a Regional Landscape Outreach Action Plan 

Contractor will assist the Committee in preparing a Regional Landscape Outreach Action Plan (Action Plan) that sets goals, prescribes tasks and outlines activities that the Committee will undertake to implement Partnership objectives. The Action Plan will include a summary of existing green waste collection methods, disposal practices and diversion policies of local jurisdictions, waste haulers and solid waste facilities. The Action Plan will list outreach activities, assign responsibilities, prescribe actions and outline work products that Committee members and sub-contractors will undertake to implement the Partnership. The Action Plan will contain timelines and guidelines for assigned task completion. 

Contractor will submit a copy of the completed Action Plan to the CIWMB Contract Manager for review and approval upon completion. Contractor will oversee the implementation of the Action Plan. This will include all activities or tasks performed by Committee members or sub-contractors. 

· Task Three: Administer “Partnership Funds and In-kind Services”

Acting as Partnership Fiscal Agent, Contractor will deposit, track and monitor all monies collected from other partners to finance Partnership activities in a segregated interest bearing trust account.  Funds will only be disbursed from this account to pay for Partnership expenses as directed by the Committee.  Monies in this account in will be limited to funds provided from this contract, funds provided by local jurisdictions and funds obtained by soliciting sponsorships, donations, contributions or grants from private businesses or other public agencies.  Contractor will invoice the CIWMB for funds in arrears as detailed in the Schedule of Deliverables and attached Partnership Budget.

Contractor will actively solicit the in-kind services from Committee members to implement Partnership activities. Contractor will coordinate the use of in-kind services pledged by Committee members in implementing Partnership activities.
A Financial Status Summary detailing funds provided by local jurisdictions, funds pledged by sponsors, donors, contributors or granters, and listing each In-kind service provided by public agency or private business partners will be prepared.  Contractor will submit a copy of the Financial Status Summary to the CIWMB Contract Manager for review and approval upon completion.

Phase Two: Promotion and Recruitment

Contractor will oversee and coordinate Partnership promotion and publicity actions and the recruitment of participants for outreach activities.  Phase Two tasks include the following actions: identifying target audiences for outreach activities; developing an Outreach Promotion Schedule; disseminating outreach promotion and publicity materials; and coordinating outreach recruitment actions.  The following details the four tasks of this Phase.

· Task One: Identify Target Audiences for Outreach Activities

The various outreach events and activities undertaken by the Committee will be directed toward specific segments of the professional landscape industry.  Contractor will coordinate efforts to identify and locate members of the target audiences for each planned outreach activity.  Contractor will develop and maintain an Outreach Register that catalogues and identifies members of the professional landscape maintenance industry operating in the jurisdictions represented on the Committee. Information in the Outreach Register will be restricted and used only to disseminate promotional, educational or informational materials to targeted landscape industry members.

Upon completion of the Outreach Register, Contractor will submit a copy to the CIWMB Contract Manager for inspection and review.

· Task Two:  Develop Outreach Promotion Schedule 

Contractor will assist the Committee in preparing and developing elements of an Outreach Promotion Schedule.  This Schedule will outline the actions and activities the Committee will undertake to promote outreach activities toward specific segments of the identified target audiences.  The Schedule will contain a timetable for the development, preparation and printing of outreach informational and publicity materials. These materials should be translated, depending on local demographics and needs, into appropriate languages other than English when necessary to reach key segments of the target audience.  

Upon completion, Contractor will submit the Outreach Promotion Schedule to the CIWMB Contract Manager for review and approval.

· Task Three: Disseminate Outreach Promotion and Publicity Materials 

Contractor will oversee the dissemination and distribution of outreach promotion and publicity materials to targeted members of the landscape industry. This may include but not be limited to the following actions: direct mailing of printed informational materials to targeted industry members; providing informational articles and notices to industry and trade association publications; purchasing ads in industry newsletters; sending news releases to the local media; writing articles for local business newsletters, journals or publications; and releasing informational stories to local newspapers. 

· Task Four: Coordinate Outreach Recruitment Actions

Contractor will coordinate Committee actions to recruit participants in planned outreach activities. This may include but not be limited to the following: making informational recruitment presentations at regular meetings of local landscape industry groups, community service organizations, local gardening clubs, neighborhood or homeowner associations; networking with local target audience groups where outreach activities can be promoted; and making personal contact in the form of letters, phone calls and faxes to individual landscape industry members.

 Phase Three: Outreach Materials Development 

Contractor will oversee the development, translation and distribution of generic educational and instructional handout materials and site-specific support and guidance materials for use by participants at outreach activities. The following details the three tasks of this Phase. 

· Task One: Develop Activity Agendas and Instructional Topics 

Contractor will coordinate the development of agendas and instructional topics for all outreach activities outlined in the Action Plan.  Agendas at regional forums, success seminars and workshop events will combine classroom presentations from knowledgeable authorities with interactive group discussions led by experienced landscape industry professionals. 

Instructional topics presented, discussed or demonstrated at each planned activity will be developed to address the specific interest and needs of selected target audiences but emphasizing the Partnership’s major educational outreach themes. Upon completion of this task, Contractor will submit to the CIWMB Contract Manager for review and approval a Summary of Agendas and Topics that outlines agendas and specific topics to be discussed at all planned outreach activities. 

· Task Two: Prepare Informational/Guidance and Support Materials

Appropriate guidance materials, educational and informational publications, instructional handout materials and site-specific support materials will be gathered and prepared for use by participants at the various outreach activities. These materials will provide detailed but practical information to support the selected topics in easy to use, easy to understand formats. These materials can include but not be limited to such printed handout items as fact sheets, leaflets, brochures, pamphlets, reports and workbooks; and such visual aids as transparencies, charts or graphs, flip charts, color slides and videotapes.

Selected target audiences may consist of large numbers of landscape maintenance operators or crewmembers who may not be able to read or understand English as a first language.  Events will have to be programmed to include the special language skills of this audience. Educational and informational publications, instructional handout materials and site-specific support materials will be gathered, prepared and translated to meet this target audience’s specific language needs and abilities.  

Upon completion of this task, Contractor will submit a complete List or Copies of Support Materials that will be used at all outreach activities to the CIWMB Contract Manager for review.  This will include all translated materials.  Printed guidance publications, informational materials, text, associated graphics, and visual aids specifically developed or designed under this contract shall become subject to copyright by the CIWMB. 

· Task Three: Distribute Prepared Materials to Outreach Activity Sites

Contractor will arrange and coordinate the reproduction, assembly and delivery of prepared educational, informational, guidance and support materials to all scheduled Partnership activities and events in a timely manner. Sufficient quantities of prepared materials will be made available at each outreach activity site to insure that participants receive individual copies.  

Phase Four: Outreach Activity Arrangements

Contractor will oversee all outreach activity, set-up arrangements and assist the Committee in implementing Partnership outreach activities as outlined in the Action Plan. This includes such actions as making arrangements for appropriate outreach event speakers; locating and scheduling classroom and demonstration sites; obtaining continuing education credits; and organizing on-site visitations and tutoring. The following details the two tasks of this Phase.

· Task One: Secure Speakers and Schedule Event Venues 

Contractor will make arrangements to secure appropriate speakers, panelists, subject matter experts and presenters for all planned outreach activities. Speakers and presenters employed must be knowledgeable in one or more of the topics as outlined in the Summary of Agendas and Topics developed in Phase Three. 

Contractor will make arrangements to secure appropriate classroom facilities or demonstration sites to conduct Partnership outreach activities and events in accordance with the dates and schedules outlined in the Committee Action Plan. Where possible Partnership activities or events will be held in conjunction with landscape industry trade shows or educational events and conferences conducted by the various landscape industry associations. 

Continuing education credits (CEC’s) should be made available from the appropriate organizations as an added benefit to attract participants to Partnership activities and events.  Every effort should be made to search out information about obtaining these credits, secure the approval of the appropriate parties to provide the credits, and provide Partnership participants the necessary information to be issued the credits.

Upon completion of this task, Contractor will submit a Schedule of Speakers and Event Venues that list all confirmed outreach activity speakers and the dates and locations of all sites and facilities that will be used to conduct each planned activity and event to the CIWMB Contract Manager for review. 

· Task Two: Organize On-Site Visitations and Individualized Tutoring 

Visits to landscape sites that are successfully applying targeted landscape management techniques in their maintenance practices are the final step in the outreach Partnership. Contractor will make every effort to arrange, organize and provide Partnership participants an opportunity to make visitations to local landscape sites that are using the practices outlined or demonstrated at Partnership events. 

Some Partnership participants or landscape site managers will need individualized tutoring directed toward problem areas before they can implement a new practice.  Contractor will make every effort to arrange, organize and provide Partnership participants, who request special assistance in implementing a new practice on their specific site, an opportunity to receive individualized tutoring from appropriate subject matter experts. 

Contractor will submit a Schedule of Site Visitations that list the dates and locations of all landscape sites and facilities that will be visited to conduct educational demonstrations and a list of dates and location of landscapes sites that were visited to conduct individualized tutoring to the CIWMB Contract Manager.  

Phase Five: Partnership Tracking and Evaluation

Contractor will oversee the development, preparation and implementation of mechanisms for analyzing and evaluating the effectiveness and impact of Partnership outreach activities. The Partnership Tracking and Evaluation Phase includes the following activities: conducting baseline survey and audits; integrating evaluation methods into outreach activities; supervising follow-up survey and audits; and preparing an analysis and evaluation summary. The following details the four tasks of this Phase. 
· Task One: Conduct Baseline Survey and Landscape Audits

An appropriate baseline survey mechanism will be developed to measure the current greenwaste status of participating landscape industry members and for a baseline landscape audit for participating managers and owners of large to medium landscape sites. Information will be gathered regarding current green materials generation and disposal practices, site size and estimated volume and composition of green materials generated on-site.  Also, details will be collected regarding the perceived incentives, obstacles and challenges to operating successful green materials source separation, reduction, reuse or organic materials recycling programs on-site.       

Information collected will be incorporated into a spreadsheet matrix that can be sorted by any variable to obtain a variety of lists and reports. A Baseline Survey and Landscape Audit Summary that outlines the information and data collected from the baseline survey and audits and includes a copy of the spreadsheet matrix will be submitted to the CIWMB Contract Manager for review and inspection. 

· Task Two: Integrate Evaluation Methods into Outreach Activities    

Methods to track participation rates and evaluate Partnership effectiveness will be incorporated in each outreach activity.  These may include but not be limited to the following: employing sign-in sheets and registration forms to record participants demographic data; gathering information on participants current green materials management practices and future green materials reduction plans; surveying participants to evaluate the quality and effectiveness of educational materials and instruction; and testing participants knowledge of event topics at conclusion of outreach activities. 

· Task Three: Supervise Follow-up Survey and Landscape Audits

Appropriate survey instruments and procedures will be developed to conduct a follow-up survey of participating landscape industry members including follow- up audit protocols for participating managers and owners of medium and large landscape sites. Survey questions and landscape audit data will be collected to: identify changes in participants green materials handling practices; track participants success in initiating organic material source separation, reduction, reuse or recycling programs on-site; quantify the reduction of green materials generated on-site after implementing new landscape management practices, and measure increased usage of recycled organic products in the region. 

A Follow-up Survey and Landscape Audit Summary that outlines and summarizes all the information and data collected from the follow-up survey and landscape audits will be forwarded to the CIWMB Contract Manager for review and comment.

· Task Four: Prepare Analysis and Evaluation Summary
Contractor will prepare an analysis and evaluation of the information and data collected from the baseline and follow-up surveys and landscape audits to determine the effectiveness and impact of the Partnership. The evaluation will highlight, compare and tract changes in pre- vs. post- Partnership green materials handling conditions and landscape management practices in the region.

Contractor will prepare a draft final report discussing the Partnership background, goals, purposes, actions to achieve goals, outline of survey and landscape audit methodology, discussion of valid results from the analysis and significant conclusions and recommendations from the evaluation.  A financial summary of Partnership funding sources and expenses will be included in the draft report.     

After the CIWMB Contract Manager reviews and approves the draft report, contractor will publish a Partnership Final Report, and distribute or make available copies of this final report to all participating local jurisdictions, Committee members, sponsors, cooperators, and other relevant stakeholders. Copies of the final report will be made available in a Word electronic version.

SCHEDULE OF DELIVERABLES

______________________________________________________________________

             PHASE and TASK          DELIVERABLE
                  DEADLINE

             Phase Two

              Task One                   Outreach Register                 May 31, 1999
             Phase One

              Task Two                       Action Plan                        June 30, 1999

            Phase Three

              Task One               Summary of Agendas 

                                                    and Topics                         July 31, 1999

             Phase Four

               Task One             Schedule of Speakers
                                              And Event Venues                   August 31, 1999

             Phase Two
               Task Two            Outreach Promotion

                                                   Schedule                             September 30, 1999 
             Phase One
               Task Three           Financial  Status 

                                                 Summary                               October 31, 1999
             Phase Three

               Task Two                List or Copies of
                                             Support  Materials                    November 30, 1999

             Phase Five

               Task One             Baseline Survey and 

                                       Landscape Audit Summary           December 31, 1999 

             Phase Four

               Task Four              Schedule of Site
                                                 Visitations                             January 31, 2000

             Phase Five

               Task Three        Follow-up Survey and
                                     Landscape Audit Summary              April 30, 2000

             Phase Five

               Task Four        Partnership Final Report                June 30, 2000                     
Note: Deadlines outlined in the Schedule of Deliverables are only guidelines and are intended to aid the Contractor in completing the tasks as outlined in this Scope of Work in an orderly and timely manner.  Contractor may make written requests to extend specific deliverable deadlines the CIWMB Contract Manager for approval as long as the new deadline does not extent beyond the Contract termination date.  Such request will detail the specific circumstances and reasons to extend the deadline.      

ATTACHMENT B



PARTNERSHIP BUDGET



PHASE         DELIVERABLE                                  DEADLINE                          AMOUNT 

Phase One: Partnership Planning and Coordination          

Action Plan                                            June 30, 1999                      $  4,000

Financial Status Summary                   October 31,1999                  $  4,000 

                                                                                          Sub-Total  $  8,000                         

Phase Two: Partnership Promotion and Recruitment         

Outreach Register                                 May 31, 1999                      $  4,000

Outreach Promotion Schedule            September 30, 1999           $  4,000                                                                                           Sub-Total  $ 8,000

Phase Three: Outreach Materials Development             

Summary of Agendas and Topics        July 31, 1999                       $  3,000

List or Copies of Support Materials     November 30, 1999             $  4,000
                                                                                                             Sub-Total  $ 7,000

Phase Four: Outreach Activity Arrangements               

Schedule of Speakers/Event Venues   August 31, 1999                 $  3,000

Schedule of Site Visitations                 January 31, 2000                $  4,000
                                                                                           Sub-Total $ 7,000

Phase Five: Partnership Tracking and Evaluation              

Baseline Survey & Audit Summary     December 31, 1999             $  5,000

Follow-up Survey & Audit Summary   April 30, 2000                      $  4,000
Partnership Final Report                      June 30, 2000                      $  2,000

                                                                                          Sub-Total  $11,000

                   _____________________________________________________________

                  GRAND TOTAL



                                                      $41,000

Note: In the event funds allocated for a specified task exceeds the total actual expenses for the task, the Contractor may, if necessary and subject to approval by the CIWMB Contract Manager, transfer the excess allocation to one of the remaining tasks as long as the combined expenses for all tasks does not exceed the total contract funding allocation of $41,000.

                                                                                                                                                 PRIVATE 






