Performance Work Statement (PWS) for
 Marine Air Ground Task Force (MAGTF) Information Operations 
Instructor /Course Development Support at Expeditionary Warfare Training Group, Atlantic

1.0 Scope:  This statement of work defines the requirements for contractor support to apply information operations and instructor/curriculum design knowledge in the modification, maintenance and execution of the Advanced and Intermediate MAGTF Information Operations Practitioner Courses in accordance with the five phase process outlined in the System’s Approach to Training User’s Guide.  The courses instruct naval officers and senior enlisted personnel and are conducted at EWTGLANT and designated Mobile Training Team Locations.  Course tempo will be not more than 2 advanced level courses and 6 intermediate level courses during the contract period.  Current schedule has courses starting in October.  The contractor would be expected to attend the October courses and be ready to begin instructing in subsequent courses.   Throughput is estimated at approximately 40 students per year, in two 15 training day training sessions for the advanced course and 160 students in four 10 training day sessions for the intermediate course.  Contractor may be required to support up to two additional mobile training team courses which will be conducted at a location away from the resident training facility.   The period of performance is 29 September 2016 - 28 September 2017.  Two option years may be executed.

2.0 General Requirements.  General support requested to be provided by the contractor includes both instructor and curriculum development/course maintenance support.

2.0.1 Work Locations.  The work shall be performed at EWTGLANT, located aboard the little Creek facility of Joint Expeditionary Base, Little Creek-Ft Story in Virginia Beach, Virginia.

[bookmark: _GoBack]2.0.2 Government Responsibilities and Interface.  The senior civilian instructor of the Information Operations Division will function as the Contracting Office Representative, have technical oversight and execute responsibilities related to performance and coordination of work effort.  The Procuring Contracting Officer (PCO) will interface with the Contract Officer Representative for administration issues.

2.1 Applicable References.  The Contractor shall use the below references as a guide to the extent necessary to accomplish the services as stated in this Performance Work Statement.  If during the execution of the contract the government provided references change or additional references are required, the Contracting Officer will issue a bi-lateral modification to the contract to incorporate the changes.

2.1.1 Contractor personnel will have a detailed knowledge of the current version of the following reference materials:

     	2.1.2 NAVMC 1553.1 Systems Approach to Training User’s Guide 

2.1.3 NAVMC 1553.2 MARINE CORPS FORMAL SCHOOL MANAGEMENT POLICY GUIDANCE 

     	2.1.4 Joint Publication 3-13 (series)

     	2.1.5 Marine Corps Warfighting Publication (MCWP) 5-1
     
     	2.1.6 Marine Corps Warfighting Publication (MCWP) 3-40.4 or most current publication

2.1.7 All other MCWPs applicable to staff planning, information operations, command and control and fires are potential references.  All Navy doctrinal publications relevant to staff planning, information operations, command and control are potential references.


3.0  Specific Services to be Provided. The contractor shall demonstrate technical expertise in the support, development and sustainment of course curricula, including:

3.0.1The contractor will maintain/revise the course to fulfill the training objectives identified in the course documentation and as indicated by input from various training, fleet and operating forces representatives, formative and summative evaluations.  The contractor will develop planning tools, milestones, coordinating documents, and training curricula to maintain and implement the Advanced and Intermediate MAGTF Information Operations Planners Courses and instruct classes pertaining to these curricula.  The process will include all five phases of the SAT process and the contractor is responsible to modify and maintain requisite products.  

3.0.2 Provide Subject Matter Expertise (SME) participation at Course Curriculum Review Boards (CCRBs) (biannual) sponsored by Expeditionary Warfare Training Group, Atlantic (EWTGLANT) and conducted on site or in the local area.  Local area is defined as travel within 40 miles of Joint Expeditionary base Little Creek. No travel cost to be incurred.  

3.1. Following the CCRB’s recommendations, the contractor shall provide curriculum development support to EWTGLANT in the development and sustainment of Master Lesson Files (MLF) and other course associated curricula and instructional support materials.  

3.2 The contractor shall provide formal classroom instruction in accordance with the Advanced and Intermediate MAGTF Information  Operations Course Programs of Instruction (POI).  These are the formal documents that form the basis for the courses.  Training shall comply with all standards of the Marine Corps Basic Instructor Course and applicable Marine Corps orders governing instruction at formal learning centers.  Basic Instructor Course is a course not a document.  POI is the basis for Marine Corps Instruction.  

3.3 The Contractor shall support the preparation of lesson plans.  This shall reflect the material content and methodology required to achieve the instructional objectives, including:  

     	3.3.1 Determining detailed subject matter and references to be included in programs of instruction.

3.3.2 Selecting and developing course materials such as study guides, visual aids, simulations (mock ups and models), proficiency charts, training aids, handouts, and course and instructional outlines.

3.3.3 Determining and selecting the instructional methods to best convey the course material (e.g., demonstrations, and practical exercises).

3.3.4 Constructing questions pertaining to his/her area of instructional responsibility for inclusion in course examinations.

3.3.5 Revising lesson plans and instructor support materials to include updated course material, coordinating updates in concert with other related courses of instruction and incorporating contemporary doctrine.  

     3.4 The Contractor shall support course material research, design, development and update to include:

3.4.1 Researching training source material to ensure currency, adequacy, and accuracy of established course documents.

3.4.2 Provide research support and support the application of lessons learned pertinent to amphibious operations doctrine and procedures.

3.4.3 Support assimilation of current directives concerning new systems, doctrine, technical information and procedures and recommending changes in course content or course materials as required.

3.4.4 Support Evaluation and assessment adequacy and appropriateness of content.   Participate in pre and post reviews of course materials in light of student critiques.  Participate in course reviews with EWTGLANT leadership as required.  

     3.5 The below listed methods of surveillance shall be used in the evaluation of the contractor support:

3.5.1 Customer Feedback – Customer feedback may be obtained from random customer complaints.  Customer complaints, to be considered valid, must set forth clearly and in writing the detailed nature of the complaint, must be signed and must be forwarded to the Director of Operations and Training (DOT) office.

3.5.2 Periodic Inspection – The DOT office will conduct periodic inspections.   For the potential tasks identified in the Performance Work Statement, the DOT office typically performs the periodic inspection on a monthly basis. 

3.5.3 Random Monitoring – The DOT office will conduct random monitoring.   For the potential tasks identified in the Performance Work Statement, the random monitoring shall be performed by the Division Head, COR, or the DOT office.  

       	3.5.4 CDRL – Exhibit A, Data Item A001, EWTGLANT Instructor Evaluation Form*-Technique:

Measurement/Metric – Technique – Not more than 3 needs improvement evaluations on initial evaluation.  None on first remediation evaluation 

Performance Standard – Not more than 3 needs improvement evaluations on initial evaluation.    None on subsequent remediation evaluation.

Maximum Error Rate – Instructor corrects any identified discrepancies from the initial evaluation and performs to standard on subsequent evaluation.

       	3.5.5 CDRL – Exhibit B, Data Item A002, EWTGLANT Instructor Evaluation Form*-Technical: 

Measurement/Metric – Technical accuracy of subject matter as evaluated by course manager, department head or qualified instructor/evaluator

Performance Standard – Technical – Not more than 3 needs improvement evaluations on initial evaluation.    None on subsequent remediation evaluation.

Maximum Error Rate – Instructor performs to standard following one remediation period per class evaluated

*Note: The same form is used for both Technique and Technical instructor evaluations, however each one is utilized by a different evaluator.

       	3.5.6 CDRL – Exhibit C, Data Item A003, EWTGLANT Student Instructor Rating Form:

Measurement/Metric – Instructor Rating Form Items 1, 6, 7, 8, and 11

Performance Standard – Not more than 3 forms per course with ratings of 2 or lower in Items 1, 6, 7, 8 & 11

Maximum Error Rate – Instructor performs to standard achieving a rating of 3 or greater in student evaluations on items 1, 6, 7, 8, and 11

      	 3.5.7 CDRL – Exhibit D, Data Item A003, EWTGLANT End of Course Critique Form:

Measurement/Metric – Instruction service provided is mentioned in negative/derogatory manner in items 1, 2, 3, and 5

Performance Standard – Instructor is either not mentioned in the student comments or is commented on positively in items 1, 2, 3, and 5.  

Maximum Error Rate – Not more than 5% forms per course mentioning the instructor in a negative/derogatory manner in items 1, 2, 3, and 5

       	3.5.8 CDRL – Exhibit E, Data Item A004, Systems Approach to Training Users Guide:

Measurement/Metric – Errors in design, documentation, format, and content in instructional materials

Performance Standard – Compliance-Instructional materials are satisfactory when evaluated by Course chief, curriculum developers, academics branch personnel, or DOT personnel.

Time-Corrections are made to items identified and materials resubmitted to academics NLT 20 days of notification.
			
Maximum Error Rate – Not more than 2 typographical errors per page, or slide.  Not more than 1 substantive error regarding technical accuracy, instructional design or format per product upon the second review by academic, SME, or leadership.

4.0 Contractor Support Qualification and Experience.  The contractor support shall equate to the level of support associated with that which could reasonably be expected if the service were provided by a senior level Naval Officer with an extensive information operations background equivalent to USMC Military Occupational Specialty (0550/0551) and a formal school trained instructor/curriculuum developer background. This support is expected to be expert level and current with regard to MAGTF information operations doctrine and formal school instructor and curriculum management practice. 

4.1 Contractor

The contractor shall provide personnel who meet the experience levels required as stated in this RFQ.  The contractor shall be able to provide qualified instructors of the course on dates as agreed to in this contract.  The contractor shall present evidence of ongoing or recent experience (within three years) in conducting technical training courses similar in scope and difficulty to the Advanced and Intermediate MAGTF Information Operations course set forth in this RFQ.

Once an instructor(s) has become "established" teaching this course, if any "new" instructors must be brought in to teach the course, a transition period must be provided whereby the new instructor must teach one or more convening with a previously "established" instructor.  The government will monitor his/her progress through a review of student critiques and, if necessary, a technical review per the guidance in paragraph 11.2 contained herein.  It is expected that the instructional staff remain reasonably constant throughout the duration of the contract.

The contractor shall possess a knowledge and understanding of the type of educational techniques outlined in the PWS.  The contractor shall possess the ability to effectively manage and provide an adequate administrative staff in support of the educational/training services provided under any resulting contract.

4.2 Instructor Qualifications

The contractor shall be responsible for employing appropriate, technically and academically qualified personnel to perform the instructor services outlined herein.

Education/Professional Experience:  The instructor must have, as a minimum, a four (4) year baccalaureate degree and equivalent professional experience to that of a MAGTF Information Operations Officer or specialist MOS 0510 or 0551 Information Operations Specialist and  0550 Advanced Information Operations Planner.

Teaching Experience: The instructor must have a minimum of one year of formal teaching experience.  Formal teaching experience is defined as time spent by an instructor in front of a classroom of students conducting training from a lesson plan.  The training may take the form of lectures, oversight of students working in groups, working with students in a one-on-one basis in the resolution of academic problems, using audiovisual hardware and software in the presentation of a topic, supervising students during field exercises, and so forth (one (1) year’s worth of teaching experience equates to a minimum of 160 hours of classroom training time per 12-month period.)

Marine Corps Experience:  Because the course has a Marine Air Ground Task Force focus, that is specific to the needs of the Marine Corps, it is essential that instructors have Navy/Marine Corps experience.  There are several ways in which the instructors may meet this requirement.  First, the instructor(s) must have a minimum of one (1) year of the above teaching experience providing instruction to Navy/Marine Corps personnel.  Second, if the instructors have no experience teaching Navy/Marine Corps, then they must have served on active duty in the Navy/Marine Corps for at least three (3) years with an honorable discharge.  Third, if the instructors have neither taught Navy/Marine Corps personnel nor served on active duty in the Navy/Marine Corps, then they must have worked for at least two (2) years for the Navy/Marine Corps as either a civilian employee or a contractor.   


5.0 Security Requirements: Contractor employees shall have a TOP SECRET clearance prior to start of work. The contractor shall conform to all current and applicable DOD, DON, and local command security instructions.  The course taught under this contract is TOP SECRET. The facility clearance level required is TOP SECRET.  

6.0 Contract Work Hours: The course duration will consist of fifteen (15) working days.  Classes typically begin at 0730 and end at 1600 on each day with a ten (10) minute break every hour and an hour for lunch.  Occasional non-standard training days may be required by emergencies, and operational commitments; therefore, in these cases, as much prior notification as possible will be provided to the contractor.  Likewise, extending past the normal ending time can only be done with the students’ option since many students may have off-hour commitments.  Holidays shall be limited to those normally scheduled for the United States federal government employees.  Legal holidays for the purpose of this contract are:

New Years Day			Labor Day
Martin Luther King Day		Columbus Day
Presidents Day			Veterans Day
Memorial Day			Thanksgiving Day
Independence Day		Christmas Day


7.0 Travel: Travel is anticipated for the execution of this contract. Funding is not provided for local travel. Local travel is defined as travel within 40 miles of Joint Expeditionary base Little Creek.  Travel will include one Mobile Training Team at the following  locations:  California for 13 days.   Mobile Training Team is anticipated to occur during the second quarter FY 15.  Travel will be conducted and invoiced in accordance with the Joint Travel Regulations.  The Government provided amount for all travel will be $4,000.00 for the contract period.  The Government shall approve all travel.  

8.0Dress Requirement: The contractor shall ensure that all instructors and supervisors maintain a standard of grooming and personal appearance that reflects a high degree of pride in them and in their employees, and in keeping with their position as a professional in a military environment.  

9.0Academic Standards: In cases of student academic problems, the contractor is expected to provide academic remediation.  The contractor shall notify the course supervisor immediately of any student having academic problems.  The government reserves the right to make any decision concerning termination or extension of training for the student with academic problems.

9.1 Inability of Contractor to Perform

In the event that an instructor is unable to teach a class due to illness, injury or death, the contractor must have a contingency plan in place to replace that instructor within twenty-four (24) hours at their own expense.  In addition, the government reserves the right to request that an instructor be replaced due to poor performance.  The contingency plan must also address the manner in which this instructor will be replaced.  Such plans may be reviewed by the course supervisor at any time after award.

9.2 Poor Performance

The following elements, which comprise examples of poor instructor performance, can ultimately result in the removal of the instructor if these actions remain unabated:

- regularly late for class

-poorly prepared to teach (which frequently results in the instructor reading overhead transparencies, or notes to the students)

-disorganized, resulting in poor time management, student confusion, and/or jumping from topic to topic and not following the syllabus

-regularly unable to answer students’ questions (most likely due to lack of knowledge)

-regularly refusing to answer students’ question (either due to lack of knowledge, lack of preparation, agenda anxiety, lack of respect of students)
	
- regularly dismissing class early (more than an hour before dismissal time)

-failure to remediate

-routinely unwilling to remediate

-routinely having to remediate more than 10% of the class

-inappropriate language (vulgar, sexist, racist, or language that shows disrespect for the students)

-either unwilling or incapable of ascertaining the level of the class’s knowledge and teaching at that level

-routinely unwilling, or incapable of, controlling the discipline of the class (e.g., allowing disruptive side conversations to occur during the instructor’s presentation of the course material, allowing students to show up late thereby disrupting the class)

10.0 Student Evaluation/Testing

10.1Contractor

Classrooms operated by the contractor shall be manned by qualified instructors who have qualified for employment under the provisions of this RFQ.  Prior to failing a student, the contract instructor shall contact the government or course supervisor to discuss the situation and provide recommendations.  The final decision whether or not to fail a student shall rest with the government. A comprehensive knowledge test will be administered by the contractor to ensure student mastery of the course objectives.  

10.2Government

The government or course supervisor shall reserve the right to administer unscheduled tests to selected students.


11.0 Quality Control: The contractor shall conduct training as specified on the topical outline in the course PWS.  The contractor is responsible for establishing, maintaining and monitoring the quality control of the services provided.  The contractor shall establish and maintain an instructor evaluation system.  Records of all instructor evaluations for contract employees shall be kept current, complete and available to the Contracting Officer or course supervisor upon request during the performance of this contract.

The government reserves the right to evaluate contractor performance, including both technical content and instructional techniques, at any time.  Observations of the evaluator will be passed to the contractor via the course supervisor.  Direct discussion of observations by a designated representative with contract instructors is not permitted.


11.0 Instructor’s General Tasks/Work Requirements

11.1 Maintain a high standard of professional qualifications in instructional and technical areas.
	
11.2 Recommend any changes to the curriculum, if necessary, to the government.

11.3 Prepare a personalized Lesson Topic Guide for each subject matter area assigned.

11.4 Maintain qualifications in instructional techniques, training aids, training equipment, training devices and instructional material required to teach assigned topics.

11.5 Prepare the classroom for instruction (e.g., ensure course materials are brought into classroom, arrange tables and chairs, layout course materials for each student) and ensure classroom is left in an orderly fashion at the end of each day, especially on the last day of the class.

11.6 Remediation shall be provided for any student demonstrating academic problems at any time in the course.  This may take the form of one-on-one discussion during or after class hours, extra study assignments to reinforce mastery of difficult material, a review of the results of the final exam, etc.  The degree of remediation will be determined by the contract instructor based upon the particular situation.  It is expected that most remediation will be accomplished during regular class hours.  However, there may be a need to briefly assist a student on an occasional basis after class.  There is no compensation beyond that included in the contract.  Any demands on a contract instructor’s time considered excessive and beyond the scope of the contract should be brought to the attention of the government.

11.7 Upon request of the appropriate authority, make academic comments concerning students.

11.8 Ensure a dignified, harmonious and professional classroom atmosphere.

11.9 Administer, grade and review examinations, as necessary.

11.10 Report all problem areas related to assigned duties and responsibilities to contractor’s point of contact.

11.11 Teach all assigned topics, in accordance with contract requirements, effectively utilizing allotted time.

11.12 Inventory and account for assigned classroom/lab training equipment, submitting missing item reports to the contractor’s point of contact.

11.13 Perform operational check on assigned training equipment, devices and aids.

11.14 Refer unresolved students’ disciplinary problems to the appropriate military authority.

11.15 Monitor students to ensure safe usage of all training equipment, devices, and aids.

11.16 Instruct students in operation and safety requirements of shop/lab equipment for trainers.

11.17 Conduct class critique of test results.

11.18 Monitor students’ compliance with safety standards and procedures and immediately correct safety violations, reporting all persistent violations to the government via the contractor’s point of contact.

11.19 Assign suitable study procedures to help both failing and non-failing students.

11.20 Ensure any changes in the instructions listed in the topical outline are incorporated into the lesson plans and any corresponding materials provided to the students.





