		
PERFORMANCE BASED CONTRACT GUIDELINES



1. WHAT IS THE PURPOSE OF THE SERVICE?
To provide and implement communications strategy for the My Brother’s Keeper (MBK) initiative and support other designated grant initiatives and districtwide initiatives in collaboration with the District administration.  To increase community and family involvement in the MBK movement.
 
Responsibilities will include:

* Plan, develop and create print and digital materials to support District efforts, including press releases, original stories, brochures, banners, flyers, and letters. 
*  Maintain update and monitor Yonkers MBK and other relevant websites and social media accounts including Twitter, Facebook, Instagram pages and other relevant social media channels, as they arise.
* Strategically utilize Yonkers MBK’s social media presence to build relationships with national and regional influencers. 
* Analyze social media data regularly. When necessary, realign strategy to meet goals.
* Develop media sources and story placement.
* Plan events and meetings, including speaker recruitment and preparation, messaging and speechwriting.
* Work with students on presentation skills
* Communicate with District liaisons and community partners

	
2. AMOUNT OF SERVICE

Eight hours per day at daily rate. Four days a week. 
During time-sensitive events and/or high-profile activities, a five-day work week may be required. Included in the above pay schedule, due to the sensitive nature of social media, contractor will monitor feeds throughout the week and on weekends.  
 
During those hours, the contractor will work largely out of Central Office, and will also visit schools and other agencies to develop stories, attend meetings and continue generating materials to support MBK and designated grant initiatives, and Yonkers Public Schools. The contractor will work remotely, when appropriate and approved by her supervisor. This may include writing remotely between meetings, school visits and events to maximize work time. This may also include writing remotely to meet deadlines, when doing so does not conflict with any in-office meetings or other responsibilities.


3. WHO IS SERVED?

Services will be provided to the District, students, staff and the community.

4. WHO WILL PROVIDE SERVICES?

Adrienne Sanders Kaye


5. WHAT WILL BE COMMUNICATED TO DISTRICT PERSONNEL, PARENTS, 
OTHERS ABOUT PROGRESS AND RESULTS OF THE SERVICES?

The contractor will share all relevant written and digital materials with the appropriate supervisors and/or as designated by the Superintendent of Schools, or his designee.
The contractor will
* Monitor the MBK subsite and social media channels daily.  
* Report on relevant media mentions and news stories; social media metrics such as the number of unique visitors to the website; mentions or retweets on Twitter and the number of pages views on Facebook, as well as the outcome of relevant events such as number of attendees, names of speakers, etc.
 
6. HOW WILL THE QUALITY BE JUDGED?
The contractor will propose a set of metrics to indicate performance, particularly on social media. 

If requested by supervisor, the contractor will provide reports, as indicated above.   

7. PERSONS RESPONSIBLE FOR ADMINISTERING THE CONTRACT. 
(There must be a single Board administrative employee identified as the person responsible. This person will also be responsible for signing off on contract payments)
Elaine Shine, Executive Director
 
Adrienne Sanders Kaye
5 Summit Terrace
Dobbs Ferry, NY 10522     
 
CONTRACTOR’S FEDERAL IDENTIFICATION NUMBER – 
 
CONTRACTOR’S STATUS - Individual



8. ARE THE SERVICES PURSUANT TO A GRANT AGREEMENT?  IF YES, WHAT IS THE GRANT AND WHAT ARE THE GRANT REQUIREMENTS RELATED TO THIS AGREEMENT? 

Yes, the services support the MBK grant goals to increase parent and community involvement in the schools.

9.	WILL THE CONTRACTOR BE RECEIVING ANY STUDENT DATA OR OTHER DATA FROM YONKERS PUBLIC SCHOOLS?  IF YES, PLEASE DESCRIBE.  IF STUDENT DATA IS BEING SHARED, PLEASE PROCEED TO QUESTION 10 BELOW. 

No.

10. 	WILL THE STUDENT DATA BE USED FOR THE PURPOSE OF DEVELOPING, VALIDATING, ADMINISTERING STUDENT AID PROGRAMS, OR IMPROVING INSTRUCTION?  IF YES, PLEASE SPECIFICALLY DESCRIBE. 

N/A
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