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State Public Policy Group 

 
3.2.1 Thank you for the opportunity to submit this proposal to create an Online Victim Training Academy 
for the Iowa Department of Crime Victim Assistance Division.    
 
We understand the project includes selecting, customizing, maintaining and supporting a learning 
management system, and building course content for four courses, with the ability to add more courses 
as the Academy evolves.  This is the type of training programs we have created for multiple state and 
county governments since 2004. 
 
State Public Policy Group (SPPG) is an Iowa based private consulting business serving our home state, 
national and international clients for over 35 years. We have facilitated, and managed projects related to 
an array of issue-based work with the following state entities on subject matter that may intersect with the 
Victims Assistance priorities: 
 

• Office of the Governor 
• Iowa Courts 
• Iowa Attorney General 
• Iowa Secretary of State 
• Iowa Department of Public Safety 
• Iowa Department of Human Rights, Criminal and Juvenile Justice Planning 
• Iowa Department of Corrections 
• Iowa Department of Human Services 
• Iowa Council on Homelessness 
• Polk County Board of Supervisors on strengthening Ethnic Based Community Organizations 

 
SPPG has also worked with US Department of Homeland Security, Iowa Homeland Security and 
Emergency Management, and local public safety agencies, local jurisdictions, and many local 
organizations around issues to domestic violence and assisting refugees and immigrants adjusting to life 
in Iowa.  A few examples of projects include: 
 

• We are mapping immigrant and refugee communities in Central Iowa to assess their needs to 
grow and their capacity to assist other community members and ease their transition to their new 
country and maximize their potential. 
  

• From 2005 to 2016 we ran the Iowa Direct Care Workforce Initiative through a contract with 
IDPH, the goal was to improve the quality of training as a means to recruit and retain quality 
direct care workers.  We created a detailed curriculum that addresses professional ethics, 
professional boundaries, and appropriate protection of the rights of persons served. This 
curriculum, titled Prepare to Care, is available to any organization who employs direct care 
workers at www.iowapreparetocare.com.  
 

• We also created curriculum for The Iowa Department on Aging on dependent adult abuse 
addressing three types of dependent adult abuse: physical abuse, mental/emotional abuse, and 
financial abuse. This curriculum was intended for internal and external use by the department. 

 
In 2016 SPPG was purchased by new owners, Bradley Knott and John Norris.  Mr. Knott is also the 
Managing Partner of HAVA Partners, LLC (HP) an online training business that has worked with state and 
local governments since 2004. SPPG and HP are now an integrated business for purpose of operations.   
 
We are a nationally recognized expert in web-based learning.  Knott is a University Professor who 
specializes in delivering effective online education.  In addition to providing online training platform, HP 
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State Public Policy Group 

consults with higher education institutions on how to improve online learning programs and best practices 
for teaching online. Since 2004 we have trained tens of thousands of workers in 34 states and over 300 
counties across the United States. 
 
In summary, SPPG/HAVA Partners, LLC is a Des Moines based business that works extensively with the 
State of Iowa.  Unlike other LMS vendors, because of our location, history and other work, we are deeply 
vested in maintaining an outstanding reputation of performance and service to the State of Iowa. As you 
can see above, we are well versed in working with the populations this product serves and in the cultural 
sensitivities required for this project. Equally important, we have the technical expertise and platform 
necessary to deliver this product and service.    
 
Thank you for this opportunity.  

 
Bradley T. Knott,  
Managing Partner 
State Public Policy Group, LLC  
2910 Westown Parkway #302 
West Des Moines, Iowa 50266 
Bknott@sppg.com 
O) 515 243 2000 #117 
C) 301 379 0644 
F) 515 243 5941  
Preferred Pronouns: He, Him, His 
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3.2.2.1 BACKGROUND INFORMATION  
State Public Policy Group, LLC  
D/B/A: HAVA Partners, 
2910 Westown Parkway #302 
West Des Moines, Iowa 50266 

 
Bknott@sppg.com 
O) 515 243 2000 #117 
C) 301 379 0644 
F) 515 243 5941  

3.2.2.2 State Public Policy Group is a limited liability company. 

3.2.2.3 State Public Policy group is an Iowa organized LLC. 

3.2.2.4 POINT OF CONTACT 
Bradley T. Knott 
Managing Partner 
State Public Policy Group, LLC  
2910 Westown Parkway #302 
West Des Moines, Iowa 50266 
 
Bknott@sppg.com 
O) 515 243 2000 #117 
C) 301 379 0644 
F) 515 243 5941  

 

3.2.2.5  REGISTERED AGENT 
John Norris is our registered agent.  SPPG registered as an LLC in September 2016.  The company was 
previously an Iowa S Corp and prior to that a sole proprietorship. It was formed in 1984. 

3.2.2.6 SPPG has only one office located in West Des Moines, Iowa. 
 
3.2.2.7  Our combined team consists of 15 total staff including two lawyers, two staff focused on 
technology development, three focused on content development and design and eight staff working in 
support roles.  However, if necessary we are prepared to reach beyond our resources, particularly for 
subject matter experts if necessary.  See 3.2.3.5 section on references for our subject matter references.   
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Section 3: Experience 
 
3.2.3.1 & .2 SPPG has been a contractor serving Iowa and the nation since 1984 (34 years).  HAVA 
Partners has been a contractor and in the business of providing online training services since 2004 (14 
years).    
 
3.2.3.3 TECHNICAL EXPERIENCE 
John Evans, our Director of Technology has been with the firm since 2006. He develops and manages 
web and database code for all client learning management systems, develop new features and customize 
functions to clients’ requirements.  He manages databases and the hosting platform, research and advise 
on new technology issues and best practices.  Evans holds a Bachelor’s degree in Science from William 
and Mary College. He is certified in Advanced Cold Fusion Development, and as a Perl 5 Developer. 
 
Scott Harrington began his duties as Director of Operations since 2006. He manages client projects from 
conception to implementation. Scott also oversees client delivery, client relations and user support 
management. He also assists in business and new product development.  Harrington was formerly the 
Senior Vice President of Operations for Voce Communications, a Porter Novelli Company, a global public 
relations firm. He led a 20-person digital strategy team that was responsible for developing websites for 
some of the country’s largest corporations like The Walt Disney Company, Sony Entertainment, 
Bloomberg, Harvard Business Review and Madison Square Garden. Scott’s daily responsibilities included 
Human Resources, client delivery, project management and P/L management. Voce’s project 
management methodology was a hybrid of waterfall and agile.  
 
Scott has over 20 years of project management experience on projects ranging from $25,000 to $5 
million.  

3.2.3.4 HISTORY PROVIDING SERVICES 
SPPG/HAVA Partners has done work as described in the RFP for several clients including.  
 

Project: Election Judge / Equipment Manager Online Training System 
Organization: Cook County IL Clerk’s Office 

Role:  Prime Contractor 

Dates: 2010 to present 

Description: Developed, maintained, and supported an online training system that includes role-
specific courses, voting equipment training, and classroom scheduler.   
All services were on time and on or under budget 

Contract Value:  $600,000 (competitive bid) 

Manager: Rob Dean 
Cook County Elections Department 
69 W Washington St. 
Chicago, IL 60602 
rob.dean@cookcountyil.gov  
312 603 0935 

Project: Armed Robbery Response Training 
Organization: Sapphire Protection Services 

Role: Prime contractor 

Dates: 2013 to present 
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Contract Value:  $25,000  

Description: Created an online training program to train retail employees how to respond to an 
armed robbery. All services were on time and on or under budget.   

Manager: Tony Gallo 
209 West 2nd St. #171 
Fort Worth, Texas 76102 
Tonyrgallo@gmail.com 
512 422 7600 

Project: Online Poll Worker Training Program 
Organization: Office of the Texas Secretary of State, Austin, Texas 

Role:  Prime Contractor 

Dates: May 2006 – 2016 

Description: Developed, maintained and supported a comprehensive online poll worker training 
program.  The program included equipment and forms training on all election 
equipment used in TX (multiple versions of each).  We also created additional 
courses for Primary Elections, Advanced Training, and Refresher Course.  All 
services were on time and on or under budget.   

Contract Value:  $2.5 million (competitive bid) 

Manager: Leticia Salazar 
Director of Special Projects  
P.O. Box 12060  
Austin, Texas 78711 
LSalazar@sos.texas.gov. 
512 463 9867 

Project: Online Poll Worker Training and Management System 
Organization: Travis County Texas Clerk’s Office -Elections Division  

Role:  Prime Contractor 

Dates: June 2008- 2016 

Description: Developed, maintained and provided support to a comprehensive online poll worker 
training program that includes training on the election equipment used in the county.  
We have updated the system to include classroom scheduler, content editor, bulletin 
board, and conference center. All services were on time and on or under budget.   

Contract Value:  $120,000 (competitive bid) 

Manager: Michael Winn 
Travis County Elections Director  
5501 Airport Blvd 
Austin, Texas 78751 
Michael.Winn@co.travis.tx.us 
512 854 4728 

Project: Online Training and Management System 
Organization: Polk County, IA, Des Moines, IA 

Role:  Prime Contractor 
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Dates: May 2006 – 2010 

Description: HAVA Partners developed, maintained and supported a comprehensive online 
election training program for poll workers and an election simulations and multimedia 
to train high school students about voting and election administration.  The programs 
included equipment and forms training on all election equipment used in IA.  All 
services were on time and on or under budget.   

Contract Value:  $50,000 (competitive bid) 

Manager: Carl Wiederanders  
Deputy Auditor 
111 Court Avenue  
Des Moines IA 50309 
515 286 3080 
carl.wiederanders@polkcountyiowa.gov  

Project: Online Training and Management System 
Organization: Pew Charitable Trust/Make Voting Work 

Role:  Prime Contractor 

Dates: May 2007 – 2010 

Description: Developed, online training program including equipment simulations that developed 
best practices for using technology to recruit, manage and train college and high 
school students as election workers. All services were on time and on or under 
budget.   

Contract Value:  $250,000 (competitive bid) 

Manager: Alyshoun McLaughlin 
901 E St NW # 10,  
Washington, DC 20004 
Alyshoun.Mclaughlin@montgomerycountymd.gov 
240 777 8522 

Project: Sexual Harassment Prevention Training 
Organization: Principal Financial Group 

Role: Prime Contractor 

Dates: May 2004 

Description: Created content for online training programs on sexual harassment prevention 
training. All services were on time and on or under budget.   

Contract Value:  $10,000 

Manager: Ketsie Wilkins (no longer works at Principal but can be reached below  
711 High St,  
Des Moines, IA 50392 
kwilkins@efr.org 
515 493 6941 

Project: Online Training Program for Election Workers 
Organization: US Election Assistance Commission 
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Role: Prime Contractor 

Dates: May 2008 

Description: Created election simulations and online training programs to train high school 
students how to run elections and about the process of election administrations. All 
services were on time and on or under budget.   

Contract Value:  $75,000 (competitive bid) 

Manager: Mark Abbott  
1335 East West Highway, Suite 4300  
Silver Spring, MD 20910 
Mabbot@eac.com 
202 327-1883 

 
3.2.3.5 LETTERS OF REFERENCE are attached. References that reflect our work in online training and 
our work with the state are below and people we can call on for subject matter expertise are listed below.  

Mark Abbott  
Elections Assistance Commission  
Mabbot@eac.com 
202 327 1883 
 
Michael Winn 
Travis County Clerk 
Michael.Winn@co.travis.tx.us 
512 854 4728 
 
Rob Dean 
Election Specialist  
Cook County Elections Dept 
rob.dean@cookcountyil.gov  
312 603 0935 

 
Subject Matter Experts 

Representative Marti Anderson   
Marti.iowa@gmail.com 
515 360 2397 
 
Bonnie Campbell 
Bcampbell3864@aim.com 
515 306 3674   

 
3.2.4 TERMINATION, DEBARMENT, LITIGATION AND INVESTIGATION  

1. Termination – none 
2. Default or failure to perform- none 
3. Order, judgment or decree – none 
4. Investigation – none 
5. Litigation and admin proceeding – none 
6. Irregularities – none  

3.2.5 We will comply with each requirement of the RFP or specifically identify if we recommend a 
deviation. 

3.2.6 We understand and agree that the Proposal is predicated upon the acceptance of all contractual 
terms and conditions stated in Section 6. 

3.2.7 The Certification Letter is signed and attached. 
3.2.8 The Authorization to Release Information Letter is signed and attached.  
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3.2.9 We guarantee we can deliver the goods and services offered in the proposal.  All proposed terms, 
including price will remain firm for a minimum of 120 days. 

 
 

Section 4: Specifications and Technical Requirements  
4.2 VICTIM ACADEMY TRAINING REQUIREMENTS  

A. The learning management system (LMS) we propose is the SPPG/HAVA Partners’ LMS.  Our 
LMS is a web-based tool for organizing and managing training content and students. The system 
uses role-based authority to ensure users have access only to the courses they are assigned and 
to prevent any access of data by non-administrative users. User progress is tracked page-by-
page so users resume at their furthest point of progression. Administrators have access to built-in 
reports and custom-report-generation tools to see at a glance which students have completed, 
are in-progress or have not started their training.   

 
Originally built in 2004 and now in its 3rd generation, the LMS has all the functionality required for 
the VTA and more. We have looked at commercially available platforms and recommend the 
SPPG/HAVA Partners’ LMS because it: 

1. Meets the functionality required of this project, 
2. Has a proven and reliable record of performance, 
3. Is easy for users to navigate,   
4. Has easy to use administrative tools to permit growth and easy communication with 

users, 
5. Is well maintained and supported by knowledgeable developers, and  
6. Is cost efficient. 

 
4.2.A.1 There are no limitations to extracting and migrating content, records or data from the system.  The 
process requires a copy and export content feature built into the system.      
 

B. The LMS uses HTML5 which is supported by all modern browsers including the following.  
 

Desktop browsers: 
Chrome 25+ 
Opera v20+ 
Edge: 12+ 
Safari: v8+ 
Firefox: v21+ 
Internet Explorer v11+ 
 
Mobile browsers (if different than above) 
Opera mobile: v35+ 
Chrome for android: v40+ 
Firefox mobile: v47+ 
iOS: 7.0 
Edge: 13+ 
 
 

c. Content will be built through an iterative process that begins at the initial content meeting. We 
will collect the content and work with our client on desired learning outcomes E.g.; what 
should the user be able to do or know upon completion of the training.  Text based content 
will be written in a Word document for easy editing and passing back and forth between 
curriculum designer and subject matter experts who must approve the content. Key points 
are typically re-enforced through drag and drop games, case studies, word games and short 
video presentations interrupted by questions.  Users must get the answers to the questions 
correct to advance.  
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Video and interactive exercises will be created after writing scripts, storyboards; once approved 
by the client, they will be videoed, edited, audio (where appropriate) will be recorded.  The final 
video products will be built in HTML 5 and embedded in the course. A more complete description 
including the timeline is at the end of this document.  Once language and exercises are approved, 
the content is imported into the system and ready for system testing. 
 
Each of the four core topics will be its own module and will have assessment questions specific to 
the module content and learning objectives. Integration of the key points in each module will 
occur in case studies, refresher content and end of course assessments.  Integrated content and 
concepts from various modules can be presented via short video clips interrupted by questions 
(Called “video plus”) and interactive games or word matching exercises.  The best way to 
determine proper integration of ideas across modules will be done once curriculum designers 
know key learning objectives from subject matter experts.      
  
Each of the four core modules will include the learning objectives listed in 4.2.d.i-v. We will work 
collaboratively with CVAD staff to ensure users of the system understand all the content.  
 
Content creation will be informed by the 1) Texas content, 2) relevant sections of the Iowa Code 
including Chapter 915 and if necessary, 3) our own subject matter experts and 4) our own 
research and of course, 5) the requirements of this RFP.  Through this collaboration and research 
we will ensure users understand victim rights, services and resources available, safety protocols, 
professional and ethical expectations and responsibilities of victim counseling. 

 
Our curriculum designers will build this content in to dynamic learning techniques and devices 
such as storytelling, photos and drop and drag type games. Where appropriate we will utilize 
interactive drag and drop exercises, gamification, matching labels to definitions as well as realistic 
case studies presented in a story-based format.  We will also use repetition to emphasize key 
points and present the points in different sections of the content including the modules, the case 
studies, pop quizzes, testing, videos, simulations and easy to read one pagers by topic stored in 
the Resource section.  
 
Depending on how aggressive the CVAD wants to be, we can design quiz questions emailed 
periodically on key topics to encourage users stay fresh on the content and return to the site 
regularly for updates. These are important items to be discussed at the technical requirements 
meeting.  Note: We have included in this technical proposal a detailed plan and timeline for 
content development.  

 
 
d. Incorporating the following components 

 
i. Multiple learning styles: Yes, our modules will incorporate kinesthetic, visual and auditory learning 

styles. All our modules accommodate and present content in multiple learning styles such as text, video, 
games, still photos, short video, and animation clips that are interrupted by questions. Key points will be 
amplified through case studies with fact patterns that require application of critical principles – such as 
cultural diversity and competencies, trauma informed practices and intersectionality. Assessment 
questions will also highlight cultural differences in the fact patterns and photos that will be re-enforced in 
the explanation. Another example of multiple learning styles is presenting key terms as a flash card 
exercise for visual leaners. We will also use games and incorporate interactive exercises such as 
animated problems and solutions.  Audio reading of the content can be toggled on/off by the users. To 
encourage critical thinking and integration of all facts users will be asked to write answers and then 
provide the user with a model answer to compare his or her answer.  
 

ii. Interactive learning options: Yes, as described above, users will be asked to interact with the training 
content via written responses to model questions, via games and simulations, video plus, quizzes and 
other devices described above. 
 



 

 
Victim Training Academy (VTA)  p. 11 
Technical Proposal to Iowa Department of Justice, Crime Victim Assistance Division| SPPG  May 14, 2018 

iii. Dynamic learning tools: Yes, quizzes, games simulations, animations and other visual devices are part 
of the functionality of the LMS. Typically, modules are divided into chapters. At the end of each chapter 
the user will complete a short quiz. The quizzes could be multiple choice, true/false or match a word with 
a definition via a drag and drop exercise.  The exact construction will be determined after reviewing the 
content and working with the client on learning priorities.  

iv. Multiple forms of media: Yes, slides, animation, video, and audio will be incorporated.  How we most 
effectively present the material will be determined by the content and the learning objectives. We typically 
use audio introductions and incorporate video and slides when available and appropriate for the material. 
 
 
 
 
 

v. Evaluations: Yes, evaluations are important part of the LMS. Users can be quizzed at the end of 
chapters, modules and the whole course to measure their retention of the material.  Users can also rate 
their experience on the LMS and the material.  We also evaluate the performance of each individual users 
in relation to specific test questions.  The client will determine passing score on the end of module exams.  
The effectiveness of individual assessment questions and presentation of content can also be assessed 

Video Example  

Drag and Drop Example  

Figure 1: Sample Certificate of Completion  
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using aggregate scores on test questions. This data is used to improve the effectiveness of content 
presentation. 

vi. Cultural and Linguistic Diversity: Yes, cultural and linguistic diversity will be incorporated into the 
content by creating diverse characters through pictures, stories, text and assessments. Characteristics of 
various cultures in Iowa (e.g.; African, refugee, LGBTQ, Latinx) would be discussed in the content and 
incorporated into the different forms of interactivity. Answers to case study problems will be determined by 
cultural nuances discussed in the content, thereby re-enforcing their importance for the user. For 
example, a user reading case study of a female African refugee who is victim of physical domestic abuse 
would need to understand the cultural aspects of some African attitudes about male leadership of the 
household leadership, the attitude in some African cultures toward spousal relations and their acceptance 
of physical forms of discipline.  The LMS can also hold courses in Spanish. 
  

vii. ADA compliance: Yes, the system will be ADA compliant.  HAVA Partners believes that it has both an 
ethical and legal responsibility to ensure that all users, regardless of unique needs, can access the site 
content with the same ease as those without accessibility issues. The HAVA Partners LMS website 
conforms with all WCAG 2.0 AA requirements listed on the w3 
website: https://www.w3.org/WAI/WCAG20/quickref. The Web Accessibility Evaluation (WAVE) tool is 
used to verify no errors, alerts, structural elements or aria issues are present within the visible section or 
complete DOM of the site. Each additional feature or function added during development is tested against 
WCAG 2.0 AA guidelines using the same tool and testing methodology. 
 
Intersectionality: Yes, intersectionality will be incorporated into the modules. As discussed above, we 
will create characters with complex cultural diversity and present problems based in that diversity with 
correct answers contingent on understanding the multiple external influences impacting the victim. This 
will highlight how users must understand diversity and intersectionality to properly serve their clients.  
Using the example above of a black female refugee from South Sudan married to an African male and 
victimized by spousal abuse would need to consider the (refugee) victim’s previous trauma from exposure 
to violence in South Sudan and her home, as well as attitudes and prejudices toward her race and 
gender, to fully realize how to counsel her.  
 

viii. Trauma-informed practice: Yes. Trauma-informed practice looks not at what a person did but at what 
happened to them. We understand this and working with subject matter experts would be sure it is 
reflected in the modules, for example, that one does not ask a question or phrase statements that place 
blame on the victim.  The team also utilizes the guidance document published by Substance Abuse and 
Mental Health Service Administration, Department of Health and Human Services.  The principles 
outlined are incorporated in trauma-informed approach and include 1.) Safety, 2.) Trustworthiness and 
Transparency, 3.) Peer Support, 4.) Collaboration and Mutuality, 5.) Empowerment, Voice and Choice, 
and 6.) Cultural, Historical, and Gender Issues.   

  
e. Tracking and reporting: Yes, the LMS will track users, create reports, have evaluative 

measures and have reporting features. At the technical requirements meeting we will work 
with the client to create report formats and code them into the system for easy retrieval 
through the Administrative section of the system. In our training sessions we will show end 
users how to access these functions. 

 
f. Accessibility to all users: This is a web-based system. Users need only the URL and log in 

credentials -- an email address and password. As mentioned above the system can be used 
on all forms of desktop and mobile browsers. At the technical requirements meeting we will 
determine how users are entered into the system. The options include bulk or individually 
entered by the client or a subgroup with administrative rights or each user can create their 
own account. Once entered in to the system users the LMS generates an email with their log 
in credentials. The system is ADA compliant.  

 
g. Dashboard:  The system landing page after initial registration is a dashboard where users 

access specific courses and other functionality of the LMS including user profiles, reports 
evaluations, discussion boards, and whatever content the client has us create.  CVAD 
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tracking: Users are typically tracked based on when and if they started training, if they 
complete, how far they progressed, questions answered correctly and what courses they 
completed and when.  The system will also track how all users performed in aggregate and 
on individual questions and how much time spent on individual pages, modules and the 
courses on the whole. Reports are customizable and are limited only by the data in the 
system including the user profiles created during the technical requirements meeting. We will 
work with the client to identify content to be tracked and reported as well as the formats for 
the reports.  Evaluative measures include surveys about the user experience with the content 
and the technology.  Other evaluations can be incorporated at the content meetings. 

 
I.  STORAGE OF CVAD ON CVAD SERVER 
Yes, the program will be hosted on the CVAD server.  
 
J. According to the timeline provided at 2.4 of the RFP you are allowing 13 weeks to build the modules, 

create courses and to test and debug the system once all the features are incorporated. We have 
provided below a detailed outline to build the entire program in 10 weeks, allowing three weeks to 
respond to unforeseen issues that may arise.      
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Overview of the SPPG/HP Learning Management System 
SPPG/HP online training system offers comprehensive administrative functions that make the system a 
flexible training and management tool. The administrative functions are password protected and 
accessible only to site administrators. CVAD has the ability to add and remove site administrators at the 
state and/or agency levels if desired. 

The content editing tools allow staff with the appropriate level of access to self-administer changes to text, 
audio, video and still images on the training site. The tools provide access to all published and non-
published content stored in the library. 

The learning management system is a highly customizable system.  All the functional requirements in the 
RFP will be provided.  Typically, we refine the general functional requirements in greater detail at a 
Technical Requirements Meeting held very early in the development process.     

The system allows registered users to automatically receive their password at login if they forget it.  
Site administrators can reset any user’s password if necessary. 

The LMS maintains an archive of program content for each use cycle, including: course content, 
assessments, reports, surveys and announcements posted on the notice board.   

A critical feature of SPP/HP online training program is the user profile.  When users log in for the first 
time they are directed to this page to change their password and provide any information the client may 
want to collect.  Clients often collect: languages spoken, preferred means of contact (phone email, regular 
mail, or text message) and address. The system stores users’ training history and current progress with 
the profile.  On the profile page, site administrators can change a user’s status (active, inactive), edit 
information, or reset the password to the generic one.  Site administrators can generate custom reports 
with data from any of the fields of the user profile. 

The system will include an advanced user management application to allow for varying levels of 
administrative privileges at the state and local levels.  CVAD officials with appropriate administrative rights 
will be able to assign staff to the desired levels.  The levels will be finalized at the Tech Requirements 
Meeting but typically include rights to: register users, re-set passwords, run reports, set up in person 
meeting, send emails, and edit content.  

Other issues addressed at the Tech Requirements Meeting include the number of tests, passage rates, 
how many questions per test, personal profile data, how many times a test can be taken, pre-defined 
reports etc.    

The system produces a certificate 
that is available upon completion of 
the course(s).  Registrars will be 
notified of completion of the course as 
frequently as they wish.    

A bulletin board will be available for 
the dissemination of time sensitive 
information.  

There will be a content library to add 
and access files by staff. If 
appropriate, role specific content will 
be available to end users.  All content 
will be backed up and archived daily 
for auditing purposes.   

Administrators can broadcast 
messages to defined users.  No 
outside pop-up windows or ads will be 
displayed on the system.   

Figure 2: Sample Certificate of Completion  
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DATA REQUIREMENTS 
The system has a simple to use reporting tool tied to the user profiles and refined at the Technical 
Requirements Meeting. Reports on usage, completion rates, student progress, classroom enrollment and 
attendance are all available at the state, agency and individual level. Ad hoc reports can be easily created 
using Excel spreadsheets. 
 

TESTING 
HAVA Partners builds testing into its courses so users better retain the information they have just 
reviewed and the CVAD can certify user knowledge.  A variety of assessments including case studies, 
pop quizzes, drag and drop, word matching, flash cards and module tests comprise the formal 
assessments.   
 
A brief narrative with characters early in the course introduces situations typical to the user experience.  
As users progress through the course they learn the procedures to handle the situations and encounter 
the associated characters – thus reinforcing their learning.   
 

Figure 3: Sample Custom Report Tool Using Profile Fields 
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The scenarios become case studies in the appropriate chapters. The system draws questions randomly 
from the question bank. We will work with you to develop a valid test question bank that incorporate 
intersectionality, trauma informed practices and cultural diversity. The questions are multiple-choice to 
allow immediate feedback including the correct answer and an explanation. CVAD will also set the pass 
rate for each module test. 
 
The system will keep track of which module tests a user passes or fails. It can be set to require users to 
pass a test before proceeding to the next module. 
 
Users can toggle sound on and off.  The first time through the course, users are required to follow a 
structured course sequence. A progress bar tells the user how far they have progressed within the 
modules and course. And the system will track the last page they were on so they can return to it without 
penalty.  After one time through the course users can “surf” the course using word search feature. Access 
to content, additional, role specific courses and supporting documents are accessible via the dashboard. 
An outline (cliff notes) can be placed in the library (or dashboard) for easy download and printing. Quick 
reference guides (e.g.; What If document) and FAQs will also be available.     

Figure 4: Sample Module Test  
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Figure 4: Dashboard  
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Plan for Providing Services  
Our approach is as follows:  

1. Conduct three meetings: 
a. Kick off meeting with the client where we define roles and expectations, identify greatest 

potential challenges, develop plans to meet the challenges and contingency plans, 
establish priorities and communication processes and work plans, including a project 
timeline.  The point of contact for the client and SPPG/HAVA Partners is established. We 
gather and do an initial review of all content and sample documents.  We gather contact 
information for people who will assist our point of contact in the client office and subject 
matter experts on content. 

b. Content Meeting: After creating a draft of content our content manager meets with the 
point of contact to go over the content in detail and develop a plan to augment content 
with test questions and case studies. 

c. Technical Requirements Meeting: This meeting is attended by the project manager and 
technical director and client point of contact.  The agenda covers all the technical aspects 
of the project including number of tests, number of test questions, pass rate, content of 
user profile, reports, etc. Prior to the meeting we will provide the point of contact with a 
list of issues about which we will need decisions at the meeting.  

 
2. The content team revises content and posts it to a beta website for review by client.  While the 

client makes edits, we develop test questions and case studies and submit them for approval. 
Scripts and story boards for any video or simulations to be created are written and approved with 
participation of the subject matter experts. If necessary, a schedule for videoing and photography 
is set and equipment and locations for shooting are identified.  Once scripts and story boards are 
approved and space secured a team of videographers will shoot the video and begin editing. 

 
3. Edits from the client for content are made to site and the site is made available to testers.  

Content is reviewed again by the group of testers.  
 

4. The technology director creates the beta site with all the functionality defined in the technical 
requirements meeting.  Once the 2nd round of changes are made the test questions and case 
studies are added to the fully functioning course that is ready for testing.  

 
5. Training sessions for professional staff and localities are arranged. Some will be completed in 

person in large jurisdictions, in group settings at conferences (if possible) and others via 
webinars.  Phone support is available daily.   

 
6. Minor changes are made as the course is rolled out. 
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Project Plan Time Line 
Eight to ten weeks after signing the contract SPPG/HAVA Partners will deliver the fully functioning online 
VTA that meets the requirements.  This timeframe is achievable provided we have available the following 
when the contract is signed: 

• Final approved course content 
• A team leader with time dedicated to the project (approximately 10 hours/week) 
• Subject matter expert 
• Staff to test the training system prior to delivery 

 
NOTE: If necessary we can reduce the delivery time. We will know more once we see the content, meet 
with the subject matter experts and understand how much the content needs to be customized. 
 
Major tasks, benchmarks and timeline for completing the project follow: 

 
WEEK 1: PLANNING AND REQUIREMENTS DEFINITION PHASES  
Planning Phase 

h. Verify project goals and objectives 
i. Kick Off meeting to introduce HP and CVAD project team members 
j. Outputs 

a. Project plan and schedule for weekly project status meetings/calls 
b. Schedule Technical Requirements Meeting 
c. Schedule Instructional Requirements Meeting  
d. Schedule onsite visit to collect video and still images (if necessary) 
e. HP: Acquire URL and compose possible site addresses 
f. CVAD: Identify contact person, provide current training content and supplemental 

materials, select a site address 
Requirements Definition Phase 

k. Technical Requirements Meeting to define system functions and features to meet CVAD 
needs. 

l. Gap analysis – identify differences between CVAD requirements and HP’s base-line system 
functions 

m. Instructional Requirements Meeting to define goals and objectives, and identify key 
processes to be presented in the curriculum 

n. Assess need to create additional content to meet CVAD goals 
o. Outputs: 

a. HP: Technical Requirements document outlining how the system will function for 
CVAD 

b. HP: Instructional Design plan 
c. HP:  Updated project timeline 
d. CVAD: Approval of Technical Requirements document 

WEEK 2-5: DESIGN PHASE  
p. Re-purpose CVAD’s approved content for web-presentation (if necessary)  
q. Outputs: 

a. HP develop MS Word version of content (data model) for CVAD review including: 
narrative, glossary, FAQ, test questions; placement of graphics, video, and 
simulations and placeholders for interactive elements (graphics, video, glossary 
terms, printable documents, document images) 

b. CVAD review and approve content prior to posting online 
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WEEK  6-7: DEVELOPMENT PHASE 
r. Convert HP’s base-line LMS to meet approved technical requirements 
s. SPPG/HP: Post approved content online 
t. SPPG/HP: conduct test of the system’s functionality 
u. Outputs: 

a. Fully functioning system 
b. Plan for testing the system with CVAD testers 

WEEK 8: INTEGRATION AND TESTING PHASE 
v. System is tested by CVAD 
w. Training for site administrators; admin guides provided 
x. Outputs: 

a. CVAD: Feedback on the differences between the program and (1) the approved 
content and (2) the functionality per approved technical requirements document 

b. SPPG/HP: Delivery of system for acceptance testing with admin guides and training 
for site administrators 

WEEK 9: IMPLEMENTATION PHASE  
y. Acceptance testing (assure system conforms to technical requirements) 
z. Outputs: 

a. CVAD: Conduct acceptance testing 
b. CVAD Sign-off on acceptance test 
c. SPPG/HP: Schedule for system use 

WEEK 10: OPERATION AND MAINTENANCE PHASE 
aa. Begin hosting, licensing, maintenance and support 
bb. Outputs: 

a. System available to end users as scheduled 
b. Help available to end users as scheduled  
c. Ongoing availability of Support to site administrators 
d. System upgrades as needed with necessary training provided to site administrators 
e. System maintenance on agreed schedule 

 
NOTE: It is possible we can reduce the delivery time if necessary.  We will know more once we see the 
content and understand how much the content needs to be customized.  



www.sppg.com

 

 

 


