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4) Experience-  
 
ACCHH is a collaborative organization composed of over 50 members, most of whom have 
agreed to assist in the provision of services at GCI and who will provide their many years of 
experience and expertise toward services to be provided at GCI. Below is a list of our agency 
membership: 
 
1000 Smiles  
ACCAHT  
ACORN Clinic  
Alachua County Foster Grandparents  
Alachua County Housing Authority  
Alachua County Library District  
Alachua County Nutrition Alliance  
Alachua County Social Services  
Alachua County Veterans Services  
Another Way, Inc.  
BASE  
Bread of the Mighty Food Bank  
Called to Action 
Catholic Charities Gainesville  
Catholic Charities Putnam County  
CDS  
City of Gainesville  
Community Outreach Relief Effort  
Early Learning Coalition  
Florida Department of Children and Families  
Florida Organic Growers  
FloridaWorks  
Gainesville Community Ministries  
Gainesville Housing Authority  
Gainesville Police Department  

Good Neighbor Society  
Heart of Putnam  
Helping Hands Clinic  
Holy Trinity Episcopal Church  
Home Van Pet Care Project 
Interfaith Hospitality Network  
Lazarus Restoration Ministries  
Lee Conlee House  
Meridian Behavioral Healthcare  
Mt. Carmel Baptist Church  
North Central Florida WIC  
Partnership for Strong Families  
Peaceful Paths  
PFLAG Gainesville  
Rahma Mercy Clinic  
School Board of Alachua County  
Santa Fe River Baptist Assoc.  
Sisters Helping Sisters in Need  
St. Francis House  
St. Francis Pet Care Clinic 
 St. Leo University  
The Salvation Army  
The Source Program  
Three Rivers Legal Services 

 
The Proposer must have significant experience in providing all phases of homelessness 
assistance. Experience in providing emergency shelter and transitional housing services, is 
strongly preferred. The proposal should describe the following: 
 
a) Proposer’s recent (within the last 3 years) experience in managing a facility.    
 
ACCHH, through its board members, has extensive experience in managing a facility. 
Represented on our Board of Directors are Peaceful Paths, St. Francis House, and Interfaith 
Hospitality Network, all with multiple years of facility management and all committed to 
providing hands on direction and guidance to the establishment of shelter facilities at GCI.   
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b) Proposer’s recent (within the last 3 years) experience in coordinating and/or providing a 
homeless day center providing one-stop access to services, including without limitation, client 
intake, case management, daily meals, personal care services (showers, toilets, and hygiene 
kits), laundry facilities, receipt of mail, local telephone service, storage of personal belongings 
and other similar services.  
Proposer may also describe any and all other recent homeless services that it has coordinated 
or provided.  
 
ACCHH has many years of direct experience in coordinating and providing many homeless day 
center services out of the Alachua County Housing Authority offices. These services include, but 
are not limited to: receipt of mail; local telephone service; access to computer for job searches 
and applying for benefits; assistance in applying for benefits including participation in the DCF 
EBT Restaurant pilot program; storage of personal documents; intake; limited case 
management; distribution of hygiene kits; and distribution of cold weather items such as 
blankets and coats. There will be a smooth transition from providing these on a sporadic basis 
to a consistent direct service.  
 
Through our Board of Directors, we have a combined 100+ years of experience in providing all 
of these services. Again, we have a very hands-on Board of Directors committed to the success 
of GCI.  
 
c) Proposer’s experience in and approach to project management, program implementation 
and customer service. The Proposer should explain its experience in planning and collaborating 
effectively with other Proposers and governmental or community stakeholders to successfully 
implement homeless services and programs. 
 
The ACCHH serves as the lead agency for the North Central Florida Continuum of Care. In that 
role, we are responsible for the Continuum-wide application for and grant management of all 
HUD Continuum of Care dollars that come into our community. This includes annually assessing 
homeless services, including measuring their success, within our catchment area, coordinating 
and conducting the Annual Point in Time survey, and reporting to HUD, DCF and multiple other 
agencies and community groups on the status of homelessness in our area.  
 
ACCHH is a collaborative agency composed of 40+ different agencies and individual members. 
We are continually recruiting new members for general membership, board positions, and for 
participation in our multiple workgroups, thus expanding our access to expertise. We have 
strong relationship with local law enforcement, City and County government on multiple levels, 
the faith based community and the School Board of Alachua County.  
ACCHH regularly meets with and obtains input on services from within the homeless 
community. We also meet with the community at large through participation in a wide variety 
of meetings and workgroups and regularly solicit information and insight from both groups as 
the types of services needed and the most effective method of delivery.  
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ACCHH worked with DCF in developing the DCF EBT Restaurant pilot and continues to work 
with DCF to provide access to the program for clients. We also developed, located funding for, 
and implemented programs to re-house homeless persons and provide them with groceries 
necessary to help them successfully adjust to being re-housed.  
 
For the past 15 years, ACCHH has organized Breakfast on the Plaza and Homeless Services Fair. 
This event brings out 35+ different service providers and provides a one-stop access experience 
for homeless persons. This event is organized over the course of approximately six months and 
coordination is done by representatives of multiple community agencies including County 
representation. As GCI grows, it is our goal is to replicate this experience on a daily basis.  
 
d) Experience in client data management, maintenance of case records and recording protocols.  
 
Many of the ACCHH members, particularly those who will be actively participating in GCI from 
the outset, participate in the Continuum of Care Homeless Management Information System 
(HMIS) and have used HMIS from when it was first introduced to our Continuum in 2004. HMIS 
is currently overseen by the ACCHH Executive Director and a part-time data specialist. ACCHH 
has been awarded a HUD Continuum of Care Grant to expand its HMIS and hire a full-time 
system administrator. This staff person will be hired as soon as the agreement is executed. 
ACCHH is responsible for reporting to HUD and DCF and regularly uses HMIS data provided by 
all users for reporting purposes.  
 
In her former position, the ACCHH Executive Director served as the HIPAA Privacy Officer and 
HIPAA Trainer for her agency. She was also responsible for oversight of the Contract Managers 
who monitored subcontracted agencies for accuracy and completeness of client case records, 
including in-house records of the agency’s Information and Referral clients.  
 
Our Board members are responsible for oversight within their own agencies and are regularly 
monitored by multiple agencies.  
 
ACCHH is on track to be in compliance with the HUD HEARTH requirement to establish a local 
system to provide Coordinated Assessment and Intake for all homeless clients within our 
Continuum. This system will require us to track all clients using the system from entry to exit 
and report on services received, referrals made, time spent in our system and outcomes.  
 
e) Experience of Proposer’s staff and other contracted individuals or firms, which must 
demonstrate adequate and qualified personnel to effectively provide the services described in 
this RFP. 
 
Current ACCHH staff includes a full time Executive Director, a part-time Case Manager, and a 
part-time Data Specialist. We have been awarded a contract that will allow us to hire a full-time 
HMIS Systems Analyst once the agreement is executed. Should we be awarded this RFP, ACCHH 
plans to hire a full-time Operations Director, full-time Office Manager, and several part-time 
Advocates. Additionally, we have a verbal commitment from The Salvation Army to relocate 
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their Social Services staff to GCI. This staff will conduct intake and assessments, and assist 
clients with utility bills, food pantry, clothing vouchers and other social services. The Salvation 
Army is also working with their national organization to relocate their trained kitchen staff, 
along with their staffing, food budgets and equipment, to GCI and provide meal services at GCI 
instead of at their current downtown location.  
 
ACCHH also has verbal commitments from numerous other agencies to outpost staff at GCI 
providing a wide range of social services. As noted, all of these agreements are currently verbal 
agreements. Until a contract to administer and implement services is awarded, we can go no 
further in securing signed agreements.  
 
ACCHH has verbal commitments from several of the organizations that currently provide meals 
on the Bo Diddley Plaza to instead provide those meals at GCI. Once a contract is in place, 
ACCHH will work with the remaining organizations providing meals to encourage them to 
instead provide their meals at GCI.  
 
The ACCHH Board of Directors brings a wide range of experience to GCI and represent a cross 
section of the homeless services community. Current Board members include: Brendan 
Shortley of Helping Hands Clinic; Donna Fagan of Another Way Domestic Violence Shelter; Beth 
O’Grady of Meridian Behavioral Health Care; Patrick Dodds of Three Rivers Legal Services; 
Miriam Elliott, a community advocate; Theresa Beachy of Peaceful Paths; Annette Kennedy of 
Interfaith Hospitality Network; Emily Walter of St. Francis House; Peggy Henderson of DCF; 
Deidre Ware of 1000 Smiles and Elizabeth Feagin from the VA Healthcare System.  
 
f) Experience in the areas of program development, fundraising and volunteer recruitment. As 
described in this RFP, the funding provided by the City and County will not be sufficient to cover 
all expenses for the facilities and services that the Proposer will be responsible for if selected. It 
is expected that the Proposer selected will provide the balance of the financial and other 
support needed to adequately provide services and maintain the facilities at the required levels. 
 
ACCHH staff are experienced grant writers, as evidenced by the multiple grants awarded to the 
Coalition. We are also responsible for writing the overarching submission for the HUD 
Continuum of Care funding, without which, none of our agencies would receive CoC funding.  
 
ACCHH participates in collaborative fundraising events with other social service agencies and is 
prepared to stage our own events in the future. Our members regularly conduct their own very 
successful fundraising events and are available as collaborative partners when we begin 
planning our own.  
 
We are registered on the United Way Volunteer Select site and regularly attend public 
awareness events to raise our visibility in the community.  
 
The bulk of the work done by ACCHH is done by volunteers. Our Board of Directors are all 
volunteers. We have numerous standing workgroups, such as the Special Events workgroup 
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which puts on the Annual Breakfast on the Plaza and the Point in Time Survey workgroup which 
conducts the annual survey, that are all manned by volunteers.  
 
ACCHH is prepared to bring an additional $200,000 to GCI to pay for staff and projects. This is 
along with our capacity to write grants for additional funding one the program is operational.  
 
5) Organizational Background and Overview: 
a) Provide a brief history and overview of your organization. 
 
The Alachua County Coalition for the Homeless and Hungry was formed in 1994 and 
incorporated as a 501(c)(3) nonprofit with the IRS in 2002, the same year it hired its first 
employee. For nearly two decades, the Coalition has served its member agencies, low-
income households – the working poor - and the homeless, as a clearinghouse for 
information and direction on service coordination, gaps analyses, advocacy and program 
development. 
 
ACCHH is organized exclusively for charitable and educational purposes within the meaning of 
Section 501(c)(3) of the Internal Revenue Code.  The mission of the Coalition is to reduce 
homelessness in Alachua County by developing and coordinating community-wide strategies to 
assist and empower homeless individuals and families.  Our express purposes are to:  

 Develop/assist with the development of, and act as the lead agency for, the local homeless 
Continuum of Care plan. 

 Discuss local issues related to homelessness and the needs of the homeless. 
 Inventory all local resources for the homeless, including food assistance, clothing, 

emergency shelter, low-cost housing, emergency medical care, counseling, training and 
employment, and maintain a comprehensive Community Resource Directory. 

 Review and assess all programs and services in support of the homeless and identify unmet 
needs. 

 Facilitate the delivery of multi-agency services for the homeless to eliminate duplication of 
services and maximize the use of limited existing resources. 

 Develop new programs and services to fill critical service gaps, if necessary, through 
reallocation of existing resources. 

 Develop public education and outreach initiatives to make homeless persons aware of 
available services. 

 Monitor and evaluate local homeless initiatives to assess their impact, determine the 
adequacy of services available, and identify additional unmet needs. 

  Develop a strategy for increasing support and participation from local businesses in the 
Coalition's programs and activities.  

b) Describe your organization in quantitative terms (e.g. number of employees, partnerships, 
volunteers, etc.). 
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ACCHH currently has the equivalent of two full-time employees. A large portion of the 
Coalition’s work is done by our ten member volunteer board or by the estimated 50 volunteers 
who serve on various workgroups. We have 50+ member agencies along with 30 individual 
members.  
 
ACCHH is a member agency in numerous community organizations including, but not limited to 
United Way’s Thrive Alachua initiative, Alachua County Nutrition Alliance, Florida Coalition for 
the Homeless, the 10-Year Plan Implementation Committee, and the Safety Net Collaborative.  
 
c) How would your organization benefit GCI, the homeless population and residents of Alachua 
County? 
 
Our membership, as a community collaborative, represents nearly all of the planned and 
anticipated services to be offered at GCI. The rare service that is not represented would be one 
that falls outside of the homeless and/or poverty arena.  
 
d) How would this project impact your organization? 
 
This project exactly fits the vision the ACCHH Board has had for the Coalition since it hired its 
first Executive Director in 2003 and began working to create the Gainesville/Alachua County 10-
Year Plan to End Homelessness 
 
e) What is the primary focus of your organization and what percentage of your business is 
geared to this type of project? 
 
See 5.a.  100% of our programming is geared to this type of project. GCI will be the cornerstone 
of the work we are doing towards establishing a system-wide Coordinated Intake and 
Assessment, The grant writing, reporting, surveying, etc. that we do on a daily basis are all 
targeted  to providing more coordinated access to services to homeless persons as well as for 
persons at risk of homelessness. 
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f) Provide a detailed organization chart showing the structure of the organization. 
 

 

g) List those persons who will have a management position, if you are awarded a contract with 

the City. List all names, titles or positions and project duties. Include a resume or summary of 

experience and qualifications for each manager. 

Our current Executive Director will retain her position, as well as our current case manager. We 
will be seeking to hire all other positions that will not be provided in-kind or on a volunteer 
basis. The Executive Director’s resume and job descriptions for all other positions follow at page 
25. 
 
h) Describe the core strengths of the organization and how those strengths will benefit this 
project and the clients served. 
 
ACCHH is a large collaborative organization which can bring all of its members to the table in an 
organized manner. Our members are poised to bring their services to GCI under the aegis of 
ACCHH.  
 
i) Describe how the organization distinguishes itself from other organizations that provide 
homeless services. 
 
ACCHH is different from other organizations that provide homeless services in that its primary 
function is to organize and bring together the other organizations into a cohesive continuum of 
care. Our members are highly organized and active. As a coalition, we have the ability to seek 
and leverage resources in a unique way. That ability to recruit and manage that variety of 
offerings will add a dimension to the project that no other single provider can offer.  
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j) Describe how the organization will complement other organizations that provide homeless 
services. 
 
ACCHH will collaborate with member organizations to provide a wider variety of services at GCI. For 

example, we are negotiating with The Salvation Army to move their dinner services from downtown to 

GCI. ACCHH, along with GCI, are written into the CJMHSAG grant. On its own, a furniture drive to furnish 

offices as GCI on behalf of ACCHH has sprung up. The Safety Net Collaborative is discussing establishing 

a clinic at GCI and will work with us as we seek and apply for funding to renovate the healthcare 

building. The opening of GCI and establishment of emergency shelter will free up St. Francis House to 

move toward its long stated goal of sheltering families exclusively with the added effect of reducing day 

services to homeless individuals and moving some services from the downtown area. The Executive 

Director of Gainesville Housing Authority has agreed to work with ACCHH to replicate the successful 

Joint Tenant Employment Program. ACCHH has had discussions with some of the groups who serve 

meals at Bo Diddley Plaza and many have agreed to serve at GCI instead.  

These are just a few examples of how ACCHH members will complement each other.  

6) Detailed Plans- Describe in detail your plans to manage and maintain the facilities and 
provide the services that will positively contribute to the success of 
GCI, including: 
 
a) Your plans for Interim Services, Phase I Services and Expanded Services (Optional) to be 
provided at GCI and other services that may be desired by the community. The Proposer must 
describe how it will provide or coordinate Interim, Phase I and Expanded Optional Services in 
the available buildings as shown in Attachment B, GCI Site Map. Indicate if these services 
would be performed in-house or if they would be outsourced. 
 
ACCHH believes that we will need to provide both Interim Services and Phase I Services from 
the outset. The RFP calls for very limited client services (meals and restroom facilities) as 
Interim Services. We believe that clients will not travel to GCI just for meals and restrooms, but 
that they will come once we can offer the Phase I services. Therefore, we propose to combine 
the Interim and Phase I Services and provide both services within the first month of signing a 
contract. Services will begin as soon as ACCHH is able to hire the additional needed staff and 
coordinate the necessary volunteers and meal providers to assist clients.  
 
We proposed to offer emergency shelter services utilizing the dormitory in the Interim Use Area 
within the first three months following the signing of the contract. The only issue we will need 
to resolve is how to handle laundry, both linens used for showers and sleeping, as well as client 
laundry. We would like to request that as the Phase I buildings are renovated, that the laundry 
building be the first one brought to usable and compliant standard.  
 
ACCHH is proposing to hire wake staff to oversee the emergency shelter, supplemented by 
volunteers. We do not believe it to be safe or insurable to staff the shelter solely with 
volunteers and that to try to do so would create liability issues for both ACCHH and the City of 
Gainesville and make the project uninsurable. 
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b) Provide performance measures and desired outcomes. 
 
Because this is a new program, it is impossible to establish outcomes for the initial year. We will 
use the first year to collect data and establish outcomes for future years based on first year 
data. We have established initial outputs as targets for year one.  
 

Activities Outputs Outcomes Indicator 

Increased access to 
services by at-risk and 
vulnerable 
populations 

100 unduplicated clients will 
be served at GCI annually 

TBD Number of unduplicated 
clients served at GCI (all 
services) 

Reduce hunger  An average of 75 meals per 
day or 27,375 per year will be 
served. 
100 unduplicated clients will 
be served annually 

TBD Number of Meals Served 
Number of unduplicated 
clients provided meals 

Reduce homelessness Annually, 100 unduplicated 
clients will be provided with 
emergency shelter. 
18,250 nights of emergency 
shelter will be provided 
annually  

TBD Number of unduplicated 
clients provided 
emergency shelter 
Number of emergency 
shelter nights provided 

Increase self 
sufficiency 

75 unduplicated clients will 
be provided with case 
management annually 

TBD Number of clients 
provided with case 
management 

 
c) Provide evaluation tools that will be used to determine success for each service. 
 
We will utilize HMIS reports, case management notes and client satisfaction surveys to 
determine the success of services provided at GCI. 
 
d) How you will develop broad-based community support and relations. 
 
We already have broad-based community support and relations but we will continue to seek to 
expand this support by expanding our Board of Directors to include representation from the 
business and landlord community. We are developing a volunteer sign up page on our website 
which will be ready to launch once we sign a contract. ACCHH will increase our participation in 
community events to gain wider community recognition for ACCHH and GCI.  
 
e) How you will address security, loitering, sanitation, health related issues and public safety 
concerns. 
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Current plans call for operating GCI from 7:00 a.m. to 7:00 p.m. The gates will be closed and 
locked during our closed time. Once emergency shelter operations begin, we will operate 24/7 
but still will close the remainder of the campus and lock the gates between 7:00 a.m. and 7:00 
p.m.   
 
ACCHH currently has a working relationship with Gainesville Police Department. We have had 
informal conversations about public safety issues and how we will interact with GPD. Once we 
are given the go ahead, we will enter further discussions and establish more formal procedures 
for public safety. As of now, we will welcome everyone onto the campus. Should someone 
prove to be a threat, we will expel them and prohibit them from returning for a time certain. If 
needed, GPD will be called to assist. As the campus grows, we would like to provide a small 
office space where GPD officers would be welcome 24/7 to do paperwork, etc. Our goal is for 
GPD and our clients to have a happy co-existence and become comfortable working together. 
We will also seek to formalize MOU’s with GPD and ASO regarding bringing clients to GCI for 
shelter services.  
 
We will establish team chore lists to develop a culture of ownership among our clients and 
utilize their assistance to maintain a clean and sanitary campus. Items to be included on the 
chore list will include monitoring the grounds for litter, sweeping and mopping floors, 
assistance with laundry, and other items as arise.  
 
Initial meal service will be strictly distribution of pre-prepared meals. Sanitation will consist of 
assuring the service area is cleaned both prior to and following distribution. Once the kitchen 
opens certified food handlers will oversee the kitchen sanitation.  
 
f) How you envision GCI being used as a community resource. 
 
The vision for GCI from day one has always been that it will be a community resource. ACCHH 
proposes to initially provide services to homeless persons but as soon as practicable, to also 
provide services that will be of value to the community at large, including but not limited to: 
meal service, access to job training and job search assistance, access to assistance in applying 
for mainstream benefits, access to behavioral health services, and access to medical care. 
Additional services considered include gardens on site to provide fruits and vegetables for the 
meals to be served as well as training opportunities, entrepreneurship training, and life skills 
classes. We will work closely with the oversight/advisory group to determine what the 
community would like to see happen at GCI and strive to make as much of that as possible a 
reality, while at the same time managing expectations of what can realistically be provided 
within the limitations of the property, funds, safety concerns, etc.  
 
g) Your willingness to work with and receive input from City representatives, County 
representatives, and other representatives from the community. 
 
ACCHH has already demonstrated a willing to work with the City and County through our work 
in grants, such as the NLC and CJMHSAG grants, and the Implementation Committee. We plan 
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to create a permanent community advisory workgroup that will meet regularly and provide 
feedback to the ACCHH Board on client satisfaction, desired services, etc. This would be an 
extension of our current workgroup system. We are seeking to expand the at large membership 
of our Board of Directors. We currently have a new potential member who will represent the 
East Gainesville business community and we are seeking a member to represent the downtown 
businesses, as well as member to represent the local landlords.  
 
h) Your willingness to attend City Commission and/or County Commission meetings when 
requested. 
 
We are willing to attend City and/or County Commission meeting whenever requested. We are 
also willing to attend City and/or County advisory group meeting upon request.  
 
i) How you will provide case management, counseling and referral services, including 
specifically, how you will identify appropriate services needed by clients. 
 
ACCHH has developed an intake form to be used by all of our providers which conforms to the 
HUD HEARTH requirements for HMIS and Coordinated Intake and Assessment. This form 
collects the basic data needed to begin the development of a client case plan and can be used 
for referral purposes. We will rely on experience case managers and partners to follow best 
practices as outlined by HUD and DCF and we will follow all applicable State and Federal 
statutes and regulations regarding service provision, client confidentiality standards, record 
retention policies, etc.  
 
Specific services, such as counseling, will be provided by qualified staff through our member 
organizations.  
 
j) Describe how you will gather client information and the type of case record maintenance and 
recording protocols that you will utilize. Demonstrate your willingness and ability to provide 
oral and written reports; and requests for public information (in accordance with applicable 
laws and regulations) requested by the City and County. 
 
We will use the ACCHH approved intake form and record client data in HMIS and client files. We 
will develop a standard client form format based on best practices and pass through these 
requirements to our member agencies providing services onsite through a standard MOU to be 
developed.  
 
We will provide oral and written reports as per our contractual obligations and additional 
requests. We will respond to public information and public records requests in accordance with 
applicable laws and regulations.  
 
k) Provide an anticipated average daily census of persons that you will serve at GCI. 
Attached for reference is a copy of the 2013 Point In Time Survey (See 2013 PIT, 
Appendix II). 
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Based on the current number of meals being served, we anticipate serving 75 clients at each 
daily meal service or 90 unduplicated clients per day. This number will change once emergency 
shelter services begin and will be larger depending on the number of clients housed.  
 
We expect to shelter between 30 and 50 clients per night once emergency shelter opens and 
would anticipate this number to grow as additional housing programs and options are added.  
 
We expect to see approximately 100 people daily for other services, including day services such 
as showers, mail, and storage. Again, this number will increase as more service providers begin 
to offer services onsite.  
 
7) References- Provide a minimum of three (3) references from homeless and community 
service organizations that you have worked with, within the past three years. Include the 
business name, address, contact person, email address and telephone number. Indicate at least 
three of the references whom the City may speak with during the evaluation phase of this RFP. 
 
Please see page 36   
 
8) Budget Plans- It is expected that the City and Alachua County will jointly fund a portion of 
the improvements to and/or services provided at the GCI facility. The estimated funding to be 
provided by the City and County for the GCI facility is $308,000 ($154,000 from each entity). 
The City’s and County’s obligation to provide funding is contingent upon a specific annual 
appropriation by the City Commission and the Board of County Commissioners. This RFP is 
not a commitment of future appropriations of funding by the City or the County. 
It is anticipated that the City/County funding will be provided on a reimbursable basis to the 
Proposer and that all remaining financial needs will be met by Proposer leveraging its cash, in-
kind, and other available resources to improve and maintain the facilities and provide services. 
The Proposer shall provide a Budget Plan #1 for the Interim and Phase I Services, as described 
in Attachment A, Scope of Services, and a Budget Plan #2 for the Expanded Services (Optional) 
(those that exceed the required minimum Interim Services and Phase I Services) that the 
Proposer intends to provide at GCI. 
 
Each Budget Plan shall describe the expenses of operating the facilities and providing the 
services and the funding sources (including specifically how the City/County funding will be 
used and how other cash, grants, in-kind donations, and resources will be used). The budget 
should be complete, fiscally sound, adequate and cost effective and should include the 
following: 
 
a) A budget narrative describing how the budget supports the proposal, including the 
identification and justification of all expenses presented in a line item format, including 
administrative costs, fringe benefits, and start-up costs. 
b) Staffing model with estimates by full-time equivalent (FTE) for all employees in 
administration, social services and support to cover the required hours of operation in the 
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budget for personal services. Indicate the total number, qualifications, job descriptions, titles 
and salaries of all personnel. 
c) Any cash, grants, in-kind contributions or other sources of funding. 
 
GCI Budget Detail 
 Annual Costs   Cash  In-kind/match  
Operational costs         
 Utilities     $    25,000.00      
 Food     $    40,000.00    $  100,000.00    
 Resident and Client Supplies   $    12,000.00    $    36,000.00    
 Maintenance    $    18,000.00    $    12,000.00    
          
  total    $    95,000.00    $  148,000.00    
          
Personnel Costs         
 ACCHH Executive Director     $    61,000.00    
 Director of Operations   $    55,000.00      
 HMIS Manager     $     40,000.00 
 Office Manager    $    25,000.00      
 Client Advocates         
  4.725 FTE @ $10/Hour  $    98,250.00      
  4.725 FTE volunteer and in kind   $    98,250.00    
 Case Manager         
  2 FTE      $    56,000.00    
 Security         
  1.5 FTE      $    50,000.00    
          
  total salaries   $  178,250.00      
          
 FICA/Worker's Comp/Ins @ 15%  $    26,737.50      
          
  total personnel   $  204,987.50    $  305,250.00    
          
Administrative Costs        
 2.5% of total budget       
 % of audit, insurance, office supplies   $      8,000.00    $    20,000.00    
          
  Total Annual Budget for Year 1  $  308,000.00    $  473,250.00  
Startup Costs 
 One time costs that will be built-in as replacement costs for consumables after Year 1  
          
 Laundry Equipment - 1 year contracts for maintenance and supplies   
   2 commercial sets (rental)  $      9,600.00      
  8 heavy duty sets (rental)  $      4,800.00      
          
   total   $    14,400.00      
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Kitchen Equipment - based on Salvation Army commitment to move their commercial kitchen 
equipment to GCI 

  moving costs -Salvation Army  $      8,000.00    $    75,000.00    
  supplies    $    10,000.00      
  folding dining tables (10 x$65)  $          650.00      
  Folding chairs (100 x $25)  $      2,500.00      
          
   total   $    21,150.00      
          
 Dormitory and day areas supplies      
  bedding ($100 x 70 beds)  $      7,000.00    $      3,500.00    
  towels ($3 x 500)   $      1,500.00      
  Installation of privacy curtains  $      1,000.00      
  Slip mats (10 x $50)   $          500.00      
  storage lockers (80 x $312)  $    24,960.00      
  televisions and mounts (5 x $1248)  $      6,240.00      
  commercial tables (20 x $360)  $      7,200.00      
  folding lawn chairs (50 x $10)  $          500.00      
          
   total   $    48,900.00      
          
 Staff Equipment        
  Computers (5 x $1000)  $      5,000.00      
  Wifi Equipment   $          500.00      
  Technology setup   $          500.00   $    1,500.00    
  Printer and Network server  $      1,500.00      
  Copy Machine   $      2,500.00      
  office furniture (not donated)  $      2,500.00    $    10,000.00    
  Storage shelving  (30 x $70)  $      2,100.00      
          
   total   $    14,600.00      
          
          
  Total start up costs   $    99,050.00    $    90,000.00    
          
          
  Total Project Costs  $     407,050.00 $      563,250.00      
          
Narrative: 

The operational and startup costs outlined here are estimates based on a variety of sources.  ACCHH 
Board members and community business partners assisted in developing the estimates, scope of 
supplies and budget line items.  Again, because this is a startup program, we are working off estimations 
of people served at 75 per day on average in the first year.  The total cost of services with cash and in-
kind/match is estimated at $781,250 annually, with an additional $209,050 in startup costs, for a first 
year total of $970,300.  
 
Annual Budget  
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Utility costs were derived from GRU and the past 12 months of utility costs while the GCI facility was 
operational under DOC.  While we understand that the scope of the services under DOC were more 
extensive and included a larger number of buildings, the utility costs outlined above represent a 
percentage of the overall average costs (which were provided to be $2600 monthly).  We are confident 
based on the services and size of the space to be used that $25,000 annually is a reasonable estimate.   
 
Food costs were estimated based on the provision of two meals per day.  One meal (breakfast) will be 
provided by the ACCHH and the cost covered by the program, with an additional meal covered by 
volunteers.  Volunteer programs that currently provide meals on the downtown plaza or other sites 
across the area have committed to moving food services to the GCI, which will greatly reduce costs in 
this area.  Based on the serving of 75 meals daily at a cost of $1 per meal is $27,375.  The remaining 
$12,625 will go to purchase bulk food items for pantry distribution and will match food drives done in 
the community as well as donations from local food providers such as Bread of the Mighty and 
Gainesville Harvest.  Total food costs with cash, in-kind and match will total $140,000. 
 
Resident and client supplies are estimated at $12,000 and include hygiene items, first aid, blankets, 
clothing, bus passes, and identification cards.  This amount is not sufficient to cover all the demands for 
these services and items, and will be matched through local donations in the amount of $36,000.  This is 
based on the annual budget averages for similar residential and outreach programs for ACCHH Member 
organizations.   
 
Maintenance costs are estimated at $18,000 annually and will include pest and trash services, cleaning 
services, and general maintenance not covered in the licensing agreement.  An additional $12,000 in 
match and in-kind services will be provided by community partners and volunteers in the form of 
janitorial services and grounds services as needed.    
 
Personnel costs for the first year are estimated at $483,500.  This includes $178,250 in salaries and 

$305,250 in volunteer and in-kind labor.  In addition, there is $26,737.50 in fringe benefits.  This includes 

FICA, worker’s comp insurance, and a portion (up to 75%) of the cost of health insurance.  This is an 

estimate again based on ACCHH partner experience with similar staffing and operational costs.   

 
Administrative costs are capped at 2.5% and will cover a portion of the audit, liability insurance and 
office supplies for the project.  The ACCHH budget will cover the remaining $20,000 in this category. 
 
Startup budget 
 
Laundry Equipment costs are based on rental and maintenance agreements for 2 commercial sets and 8 
heavy duty personal usage sets.  While purchase could be less expensive, the rental will allow for routine 
maintenance and supplies for the units, which we anticipate having high usage.  
 
Kitchen Equipment costs are based on the commitment that the Salvation Army has made to move the 
commercial kitchen equipment from their downtown location to the GCI facility.  Additional supplies 
($10,000) will cover dinnerware, cooking utensils, pots, pans, and bakeware, and the additional 
infrastructure materials that are not included in the Salvation Army inventory (sinks, slip mats, fans).  In 
addition, folding tables and chairs can provide additional overflow seating, and allow us to use outdoor 
pavilion areas and the visitor center for meetings and community events. 
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Dormitory and day area supplies will cover the costs of linens for bedding and showers, matching the 
portable beds that the ACCHH currently has (100) so that the project is prepared for residential services 
as soon as possible.  It will also include bathroom privacy curtains and slip mats for the restroom areas 
in Dorm A and D.  Heavy duty storage lockers (4 ft by 3 ft) at a cost of $312 each will provide adequate 
storage for up to 80 individuals.  This is a critical piece of the services that will draw clients to the 
campus.  Televisions and mounts will allow us to place entertainment in the dorm, visitors center and 
dining hall that can assist residents and clients in creating a culture where residents are comfortable and 
excited to be a part of the campus.  They will also provide means for educational opportunities for the 
residents.   Commercial picnic tables (20) will allow us to provide outdoor seating and recreational areas 
throughout the campus and under the pavilion area.  Folding lawn chairs can be used by clients to 
establish seating areas throughout the campus, including the baseball field, agricultural area, and the 
central campus between buildings.    
 
Staff equipment costs will cover the necessary items for the Interim and Phase I services, including data 
collection and HMIS data entry.  Much of the furniture will be donated, as drives are currently underway 
for these supplies already.  Storage shelving will provide the critical equipment needed to furnish the 
various storage areas throughout the visitor center and the dormitory.   
 
a) Staffing Model:  Staffing model with estimates by FTE for all employees in the administration, social 

services, and support to cover the required hours of operation in the budget for personnel services.  
Indicate the total number, the job qualifications, job descriptions, titles and salaries of all personnel. 
 
The ACCHH envisions the GCI as a collaborative where staffing will consist of current ACCHH staff, 
the new GCI staff, the in-kind labor provided by community partners, and volunteer labor from the 
community at large.  The staffing configuration will allow for 24 hour operations within 3 months, 
and will give the flexibility necessary to meet client, facility, and community needs.  
 
Administrative Staff: 
ACCHH Executive Director:  1 FTE, Salary of $61,000 (in-kind position) 
This position will provide grant writing, reporting, community collaboration, program coordination, 
staffing support and leadership for the ACCHH and GCI staff, and interaction with ACCHH Board and 
membership.  Position requires minimum of a Bachelor’s degree and 5 years experience in program 
administration, grant writing, grant reporting, working with Boards and community initiatives, 
program development, budget management, and fundraising.  The Executive Director must also 
possess strong communication skills, an understanding of client confidentiality requirements, and 
have experience working with the homeless populations, including providing direct services, 
managing programming, and promoting awareness. 
 
Office Manager:  1 FTE, salary $25,000 
This position will manage daily accounting and human resources functions, including accounts 
payables, vendor interaction, and purchasing.  In addition, this position will manage volunteer 
scheduling, recruiting, and documentation.  Qualifications will include minimum 5 years experience 
in accounting and bookkeeping, including working with grants, accounts payable, and invoicing.  
Experience with managing volunteers and human resources files.  
 
HMIS Manager:  1 FTE, salary $40,000 (in-kind position) 
This position will coordinate all HMIS activities, with community partners, reporting, and ensuring 
compliance with HUD mandates and other grant requirements.  The position will train staff on data 
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collection and entry, and work with community partners to create protocols for consistent data 
entry and collection, including the single assessment and intake forms.  Qualifications will include a 
minimum of 3 years experience with managing data input, reporting, ability to create and 
implement training and protocols, and network experience. 
 
Social Services 

 Director of Operations:  1 FTE, Salary $55,000 
This position will oversee the staff, fiscal plant, and programming implemented at the GCI project. 
The Director will be responsible for creating, with community and ACCHH input, programs and 
services as outlined in the Interim and Phase 1 scope of services, as well as for assisting with long 
term planning for the future growth.  The Director will also be integral in fundraising activities that 
will garner community support for the project, and will create a plan of action for fundraising to 
increase staff, programming, and services.  Qualifications will include a Bachelor’s degree in social 
services related field or a minimum of 5 years experience working in the project development and 
community outreach.   Must have experience working with program development, management of 
staff, and fundraising.   
 
Case Manager:  2 FTE, salary $28,000 (in-kind)   
This position will provide comprehensive case management to ongoing clients of the GCI program, 
as well as crisis counseling, information and referral, and intake screening for walk-in clients.  The 
two positions will work with both day and residential clients as the program expands.  Qualifications 
will include a Bachelor’s degree in a social services or related field or equivalent experience 
providing case management services to at-risk or homeless populations.   
 
Support Services 
Client Advocates:  9.5 FTE, salary $10/hour (4.75 FTE will be volunteer) 
This position will provide direct support to day and residential clients in the GCI project, including 
the provision of round the clock supervision of residential programming once implemented.  
Advocates will operate supply closets, monitor dormitory and day areas for support of clients and 
creation of a positive culture, and interact with clients regarding daily needs.  Qualifications will 
include experience providing direct customer service with at-risk or vulnerable populations, data 
entry skills, experience managing facilities in terms of daily walk-throughs and coordinating 
maintenance.   
 
Security:  1.5 FTE, salary $15/hr (in-kind) 
Full time security will be necessary once the facility begins to operate at a higher capacity and once 
residential services are created.  The security personnel will provide basic facility oversight, protocol 
implementation, and manage conflict resolution and facility safety.  The goals of the GCI project is to 
formulated relationship with local law enforcement to provide these services in-kind and create a 
better relationship between law enforcement and homeless populations.  Qualifications will be 
active duty law enforcement officers. 
 
Job descriptions are attached at page 25 but will be revised and completed upon signing of the 
contract for the GCI project.   
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d) All subcontracted amounts, if applicable. 
 
Not applicable.  
 
e) List and describe proposed performance-based payment components (i.e., specific 
performance-based outcome measures and related financial incentives and/or disincentives, 
unit payment tied to outcomes, milestone payments tied to outcomes, and/or liquidated 
damages tied to outcomes) that could be applied, in whole or part, as a reliable means for 
measuring and paying for successful performance. 
 
We are seeking a fixed price/fixed cost agreement with one-twelfth to be awarded monthly. For 
the initial year, we are requesting a three month advance, with the advance to be reduced 
proportionally over the remainder of the year.  
 
We propose that for the initial three years, we will be collecting baseline data and payment 
cannot be based on performance since this is a new project with no data upon which to 
establish or compare performance. We will provide reports on services provided so baselines 
for future performance can be established.  
 
9) Financial Information- Provide Proposer’s audited financial statements for the last three 
years. The financial statements must include the auditor’s report and management letters. The 
Proposer must be fiscally sound and capable of managing the proposed programs. 
 
Please see page 64 
 
10) Other Considerations- Provide a summary of any additional considerations, not specifically 
addressed in this RFP, that you believe the City should consider in evaluating your organization. 
 
ACCHH is the recognized leader, organizer, and community entity that is uniquely qualified to create 
success with the GCI project.  Due the long history the Coalition has with working on homeless issues, 
garnering community support, seeking and obtaining funding, and creating partnerships, we are 
confident that the expertise we bring to the project will ensure it can thrive.  The City’s vision for the 
project incorporates the coalition’s strengths, and the Board and staff feel that we are positioned to not 
only fulfill the initial scope of services, but through our community connections, will expand the 
programming to create an innovative community center that will serve the needs of the homeless, 
working poor, and other vulnerable populations through broad community systems of service. 

 
11) Conflicts of Interest- Disclose whether any officer, director, employee, or agent is also a 
current or former employee of the City. Also, disclose any factors, financial or otherwise, known 
to you that may be a conflict of interest that may include, but is not limited to the Proposer, the 
City and its employees, or may impact the ability of the Proposer to meet its responsibilities, 
duties, and obligations if awarded a contract under this RFP.  
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The ACCHH Executive Director served as the Director of the City of Gainesville/Alachua County 
Office on Homelessness from May 2010 through September 2013, She was an employee of the 
Alachua County Housing Authority although the position was partially funded by the City and 
County.  
 
Board member, Jack Donovan, served as City Commissioner from May 2005 through September 
2010.   
 
Board member Elizabeth Feagin was employed by the Gainesville Police Department, during the 
1990’s. 
 
Commissioner Lauren Poe is on Board member Theresa Beachy’s Board of Directors for 
Peaceful Paths.  
 
ACCHH Executive Director, as well as various Board members are members of the same 
committees and workgroups as numerous City and County Commissioners and employees.  
 
All ACCHH staff and Board members have refrained from discussing the RFP with any City or 
County Commissioners or employees during the blackout period.  
 
ACCHH, prior to the issue of this RFP, did request start up funds from the Alachua County Board 
of Commissioners to be used for supplies at GCI. 
 
12) Notice of Adverse Proceedings- Disclose any and all known or threatened material lawsuits, 
legal or administrative proceedings or governmental investigations, criminal actions or law 
enforcement activities (including those by federal, state or local authorities, or self-regulatory 
organizations) or nonroutine Federal Reserve, Comptroller of the Currency, Securities and 
Exchange Commission or Commodities Futures Trading Commission inquiries or investigations 
relating to Proposer or any of Proposer’s affiliates, including any proceedings to which 
Proposer, its affiliates, or any of their respective officers, directors or employees, is a named 
party or of which any of such has been the focus. 
 
a) Proposer must disclose of any activities of its organization, its affiliates, or their respective 
officers, directors or employees that are likely to result in any of the above investigations or 
proceedings. 
 
None 
 
b) List and describe any such proceedings or actions that have occurred in the last three years, 
including whether Proposer or any of its affiliates, or their respective officers, directors, or 
employees have been censured by any regulatory body. 
 
None 
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c) In the last three years, has Proposer, its principals or any of Proposer’s affiliates submitted a 
claim for errors and omissions, fiduciary liability and/or fidelity bond insurance coverage? If yes, 
please explain and provide details. 
 
No 
 
d) List and describe the Proposer’s procedure by which it may undertake internal investigations 
of its employees, officers, or directors. Disclose any and all ongoing internal investigations of 
any of Proposer’s officers, directors, or employees. Give specific attention to those persons who 
would be closely responsible for the services provided under this RFP. 
 
There are no ongoing internal investigations. See page 32 for procedure. 
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THERESA H. LOWE 

816 NE 9
th
 Avenue, Gainesville, FL 32601 • (954) 778-2256 • thlowe@hotmail.com 

 

Senior director with extensive experience in staff, program and resource development. Success-driven 
achiever whose specialty lies in utilizing strong communication abilities, complimented with exceptional 
organizational and team building skills, to bring about positive changes that enhance agency growth. 
Strong analytical and planning skills, combined with the ability to coordinate the efforts of many to meet 
organizational goals.  

CORE LEADERSHIP QUALIFICATIONS 
 

Operations Management • Program Evaluation • Strategic Planning • Team Building/Leadership 

Staff Training & Development • Grant Writing • Regulatory Compliance • Fiscal Management 

Special Event Planning • Outreach/Promotion • Fundraising 

 

PROFESSIONAL EXPERIENCE 

 

ALACHUA CO. COALITION FOR THE HOMELESS & HUNGRY, Gainesville, FL     2013 - Present 
Executive Director 

 Complete federal, state, and local grant applications in coordination with community partners.  

 Manage all grant contracts, including the preparation of fiscal and programmatic reports. 

 Work with the Board to review and update the Continuum of Care and strategic planning 
processes for the Coalition. 

 Work with the Board, HMIS lead agency, and the Coalition partners to develop and 
implement performance standards for grant contracts.  

 Coordinate annual Point in Time survey of the homeless populations within the 5 county 
region. 

 Work with the Board and the Coalition partners to encourage advocacy surrounding issues of 
homelessness and hunger.   

 Coordinate community education and planning activities with Coalition workgroups. 

 Provide community information about partner agencies and resources available in the area of 
homelessness and hunger.  

 Provide reporting to the board and workgroups as needed.  

 Coordinate with the HMIS lead agency for accurate data collection.   

 Maintain adequate grant records and documentation of activities and resources for the 
Coalition.   

 
 
ALACHUA COUNTY HOUSING AUTHORITY, Gainesville, FL                                    2010 - 2013 
Position is grant funded through an interlocal agreement between the City of Gainesville, Alachua 
County and Alachua County Housing Authority 
Director, City of Gainesville/Alachua County Office on Homelessness 

 Oversee implementation of the Gainesville Region/Alachua County Empowerment (GRACE) 
10-Year Plan to End Homelessness, including prioritization and execution of Plan goals and 
objectives. 

 Establish collaborative relationships with local, State and Federal organizations related to 
homelessness 

 Assist local government and agencies in formulating policies and procedures related to 
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homelessness 

 Coordinate intergovernmental and local agency homeless activities and provide 
recommendations toward a unified approach to homeless problems.  

 Disseminate information concerning and/or affecting homeless persons or agencies that 
provide services to the homeless.  

 Acts as a clearinghouse for all pertinent information on agencies and organizations involved 
in the issues of homelessness and hunger, and for the dissemination of statistical data and 
analyses related to the local homeless population.  

 Represent the Plan at governmental and community meetings when issues affecting the 
homeless and hungry are being addressed. 

 

 Facilitate community education and planning activities, fund-raising events, and other 
relevant activities as they relate to homelessness and the 10-year plan. 

 Develop local coalition-building trainings and showcases of local services, and attendance of 
state and national trainings relevant to ending homelessness in Gainesville/Alachua County 

 Provide technical assistance to local agencies, particularly related to the development of 
applications for funding of homeless assistance programs  

 Develop local trainings relevant to ending homelessness in Gainesville/Alachua County 

 Monitor Federal and State legislation impacting homeless services 

 On behalf of the HMIS Lead Agency, function as the System Administrator of the Homeless 
Management Information System (HMIS) for the North Central Florida Continuum of Care  

 
 
AREAWIDE COUNCIL ON AGING OF BROWARD COUNTY, INC., Sunrise, FL             1997 - 2009 
Agency serves as both the Area Agency on Aging and the Aging & Disability Resource Center for 
Broward County’s nearly 350,000 elders with an annual budget in excess of $28 million 
Operations Director (2005 – 2009)  

 Implemented agency-wide plan for infrastructure realignment including planned marketing 
and resource development campaign. This included not only internal realignment but working 
with the agency’s community partners and aiding them in also changing their business 
practices to better serve our target populations. The Operations Director position was created 
specifically to address the intention of implementing the realignment plan. 

 Successfully collaborated on numerous grants creating opportunities to expand agency’s 
outreach to elders and veterans and increasing annual revenue in excess of $1 million.  

 Oversight of daily operations of the agency, including: coordinating staff supervision; 
monitoring; fiscal operations; special project coordination; and information systems 

 Provided staff and community training on various subjects 

 Represented the agency in the community and on various committees including committees 
within the United Way of Broward and the Coordinating Council of Broward 

 Served as the agency’s Emergency Coordination Officer (ECO) and HIPAA Compliance 
Officer/Privacy Contact. Became de facto ECO immediately following direct impact of 
Hurricane Wilma on Broward County. Successfully sought $5 million in FEMA funds to 
provide recovery assistance to elders impacted by Wilma. These funds were in addition to 
emergency funds and supplies. 

 Participated in the planning and execution of agency special events/fundraisers. 
 

Program Director  (1999 – 2004)  

 Developed plan for infrastructure realignment 

 Oversaw 10 person Program Department consisting of Program Analysts, Medicaid Waiver 
Specialists, and SHINE Liaison. 

 Responsible, with the assistance of the program department, for conducting the annual 
Broward Aging Network Conference. This conference averaged 500 attendees annually. 
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Program Analyst  (1998 – 1999)  

 Provided day-to-day contract management to six provider agencies. This involved review of 
service provider applications, monitoring for regulatory compliance and tracking provision and 
quality of services provided. 

 
Administrative Assistant  (1997) 

 Provided administrative assistance to three department directors as well as their staff 

 Held this position for one month prior to being offered promotion to Program Analyst 
 
 
ANDREA L. MOORE, P.A., Coral Springs, FL                                                                   1993 - 1995 
Paralegal  

 Legal Assistant for two attorney office which specialized in employment law but also accepted 
cases involving real estate; wills, estates and probate; family law; and guardianships   

 Drafted legal filings, performed legal research, tracked attorney and paralegal time for billing 
purposes, and interviewed clients 

 

PROFESSIONAL AFFILIATIONS 

 

 Former Board Member and past Treasurer, Alachua County Coalition for the Homeless and 
Hungry; Member Hunger Workgroup; Resource Development Workgroup; Lead of HMIS 
Workgroup 

 Former Board Member, current Member, Alachua County Nutrition Alliance 

 Former Board Member, Impact Broward 

 Former Steering Committee Member, Coordinating Council of Broward 
 

EDUCATION 

 

 Warren National University, Agoura Hills, CA,  
Coursework toward Bachelors Degree, Business Administration 2001 - 2003 

 Legal Career Institute, Fort Lauderdale, FL 
Specialized Associate Degree, Legal Assistant/Paralegal Studies1993 
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Operations Director 

Position reports directly to: Executive Director 
 

Positions reporting directly to this position: 
 

Shelter staff and volunteers 

Overtime eligibility status: Not overtime-eligible 
 

Location: 
 

Shelter, outreach office 

Beginning Salary range: $40,000 - $55,000 
 

Hiring authority: This position has the authority to hire staff for 
program completion and terminate as needed 

This position will oversee the staff, fiscal plant, and programming implemented at the GCI project. The 
Director will be responsible for creating, with community and ACCHH input, programs and services as 
outlined in the Interim and Phase 1 scope of services, as well as for assisting with long term planning for 
the future growth.  The Director will also be integral in fundraising activities that will garner community 
support for the project, and will create a plan of action for fundraising to increase staff, programming, 
and services.   

Qualifications and Skills: 
Bachelor’s degree in social services related field or a minimum of 5 years experience working in the 
project development and community outreach.   Must have experience working with program 
development, management of staff, and fundraising.  Previous experience working with 

individuals in a crisis setting needed.  One year of supervisory and/or program management 
experience required.  Good communication and organizational skills required. Professional 
training or experience may be substituted for education at the discretion of the Executive 
Director. 

Physical Requirements: 
This position requires movement about the agency property, sitting at a desk, using a computer, and 
presenting information to groups of children, clients and community partners throughout work hours.  
Physical requirements include ability to sit at a desk for up to 6 hours, overseeing the physical plant of 
the shelter property, some lifting and light maintenance, driving the agency vans for client and 
employee transportation, and ability to move around the agency property. 

Principal Job Duties 
1. Ensure that all shelter programs operate in accordance with established agency philosophies 

and within the requirements of funding sources, laws, and regulations. 
2. Hire, train, supervise, and evaluate the Case Manager, Client Advocates, and volunteers. 
3. Prepare schedule for shelter coverage by shelter staff and volunteers. 
4. Participate as a member of the management team in weekly meetings. 
5. Manage resident services and the shelter physical plant. 
6. Develop, implement, and oversee security/safety procedures and other policies relative to 

effective shelter management. 
7. Ensure advocacy and appropriate referrals are provided to all shelter residents in a timely 

manner. 
8. Oversee the quality control of resident records and services. 
9. Coordinate the compilation and completion of shelter statistics as required by funding and 
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regulatory sources. 
10. Oversee the weekly case review meetings. 
11. Conduct monthly staff meetings and other trainings as needed. 

 
Secondary Job Duties 
1. Conduct the New Advocate training 3 times per year. 
2. Develop and maintain current shelter manual. 
3. Act as an agency representative within the community as needed. 
4. Attend staff meetings, interagency meetings, and trainings as needed. 
5. Complete other tasks as assigned by the Executive Director. 
6. Follow the guidelines of the agency Harassment and Discrimination Policy as outlined in agency 

policy manuals. 
 

Agency Requirements 
All Employees of Peaceful Paths are expected to demonstrate a commitment to: 

 promoting diversity and equality 

 professional ethics and standards 

 flexibility and teamwork 

 protection of confidentiality 
 
I pledge my commitment to the Peaceful Paths values of Advocacy, Choice, Compassion, Empathy, 
Empowerment, Honesty, Hope, Mentoring, Peace, and Respect.   
 
I will strive to practice these principles daily in my work in order to create an atmosphere where clients 
and staff are heard and responded to appropriately. 
 
I agree to be held accountable for my actions and agree to hold co-workers accountable in order to 
create a responsible environment. 
 
I recognize that providing and supporting quality client services is the priority and my actions, attitude, 
and involvement should positively impact every client’s experience. 

 

 I do not need any accommodations to complete my work as described above. 

 I do need special accommodations to complete my work as described above.  The following is a 
description of the special accommodations I need: 
 

 
By signing below, I agree and understand that I must be able to perform each responsibility set forth 
above to continue my employment with Alachua County Coalition for the Homeless and Hungry, Inc. 
 
 

Employee’s Signature 
 
 

Date 
 

Supervisor’s Signature 
 
 

Date 
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Client Advocate 
 

Position reports directly to: Operations Director  
 

Location: 
 

Shelter 

Overtime eligibility status: Overtime-eligible 
 

Beginning Salary range: $8/hour - $12.50/hour 
 

This position will provide direct support to day and residential clients in the GCI project, including the 
provision of round the clock supervision of residential programming once implemented.  Advocates will 
operate supply closets, monitor dormitory and day areas for support of clients and creation of a positive 
culture, and interact with clients regarding daily needs.   

 
Qualifications and Skills: 
High school diploma or GED required. Valid Driver’s license and safe driving record required. 

Qualifications will include experience providing direct customer service with at-risk or vulnerable 

populations, data entry skills, experience managing facilities in terms of daily walk-throughs and 

coordinating maintenance.  Experience in human services or as an agency volunteer preferred. 

Physical Requirements: 
This position requires movement about the shelter, sitting at a desk, telephone communications, using a 
computer, and presenting information to groups of clients and community partners throughout work 
hours.  Physical requirements include ability to sit at a desk for up to 6 hours, driving the agency vans for 
client and employee transportation, some light lifting and housekeeping, and ability to walk around the 
shelter property. 
 

Principal Job Duties 
1. Provide shelter security coverage, including operating the security system, providing curfew 

checks, monitoring adherence to house rules, and implementing other shelter safety measures 
as contained in the shelter manual.   

2. Provide general shelter coverage, including but not limited to distributing items of need to 
residents, admitting and discharging residents, managing the help line, and providing 
appropriate crisis counseling. 

3. Conduct written intakes of new residents entering shelter. 
4. Maintain resident records and other documentation related to shelter operations. 
5. Maintain physical plant operations by ensuring cleanliness, safety, and equipment conditions.   
6. Provide resident transportation in the agency vehicles as needed. 
 

Secondary Job Duties 
1. Facilitate appropriate resident meetings. 
2. Complete maintenance requests and calls as needed, aid the Shelter Director with maintaining 

supplies and organizing resources, and other shelter management duties. 
3. Attend staff meetings and others trainings as required or assigned. 
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4. Assist the Shelter Director as needed. 
 

Agency Requirements 
All Employees of Alachua County Coalition for the Homeless and Hungry, Inc.  are expected to 
demonstrate a commitment to: 

 promoting diversity and equality 

 professional ethics and standards 

 flexibility and teamwork 

 protection of confidentiality 
 
I pledge my commitment to the Peaceful Paths values of Advocacy, Choice, Compassion, Empathy, 
Empowerment, Honesty, Hope, Mentoring, Peace, and Respect.   
 
I will strive to practice these principles daily in my work in order to create an atmosphere where clients 
and staff are heard and responded to appropriately. 
 
I agree to be held accountable for my actions and agree to hold co-workers accountable in order to 
create a responsible environment. 
 
I recognize that providing and supporting quality client services is the priority and my actions, attitude, 
and involvement should positively impact every client’s experience. 

 

 I do not need any accommodations to complete my work as described above. 

 I do need special accommodations to complete my work as described above.  The following is a 
description of the special accommodations I need: 
 

 

By signing below, I agree and understand that I must be able to perform each responsibility set forth 
above to continue my employment with Peaceful Paths. 
 
 

Employee’s Signature 

 

 

Date 

 

Supervisor’s Signature 

 

 

Date 
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