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STATEMENT OF WORK 
FOR
PERSONAL RESPONSIBILITIES AND VALUES EDUCATION AND TRAINING (PREVENT) 



1. INTRODUCTION

The Center for Personal and Professional Development (CPPD) provides Navy personnel with education and instruction or training that promotes and motivates positive lifestyle behaviors and attitudes.  CPPD teaches Sailors to assess risk and apply critical thinking skills to make sound personal and professional decisions through a variety of programs and services.

1.1	MISSION 

The Center for Personal and Professional Development's mission is to develop and deliver education and training opportunities that build personal, professional and leadership competencies to achieve fleet readiness. As a center of excellence, CPPD's vision is to inspire Sailors, their families and DoD personnel to unparalleled levels of personal and professional achievement.

1.2  	SCOPE

The scope of this performance work statement (PWS) is for the service provider (contractor) to perform training services at the Naval Nuclear Power Training Command (NNPTC) in accordance with Department of Defense (DOD), Navy, and local regulations. These services are for the instruction of a 24-hour (3-day) Personal Responsibilities and Values Education and Training (PREVENT) course totaling 3 classes per week for 50 weeks. This schedule may be changed by the government and classes may not be convened for special holidays or events.

Specifically, the PREVENT course provides participants with a training to self-assess choices with regard to four foundational areas while practicing communication skills, decision making and creating personal action plans in each area.  The four areas covered in the course are: alcohol misuse and drug use prevention, interpersonal responsibility, personal finances and values and mental and physical well-being.

2.0	GENERAL REQUIREMENTS

2.1	NON-PERSONAL SERVICES AND INHERENTLY GOVERNMENTAL FUNCTIONS 

This contract is a "non-personal services contract" as defined in FAR 37.101.  It is, therefore, understood and agreed that the contractor and/or the contractor's employees and subcontractors:  (1) shall perform the services specified herein as independent contractors, not as employees of the Government; (2) shall be responsible for their own management and administration of the work required and bear sole responsibility for complying with any and all technical, schedule, or financial requirements or constraints attendant to the performance of this contract; (3) shall be free from supervision or control by any Government employee with respect to the manner or method of performance of the services specified; but (4) shall, pursuant to the Government's right and obligation to inspect, accept, or reject the work, comply with such general direction of the Contracting Officer, or the duly authorized representative of the Contracting Officer, as is necessary to ensure accomplishment of the contract objectives.

Inherently Governmental Functions are prohibited on this contract. It is, therefore, understood and agreed that the contractor and /or the contractor’s employees and subcontractors shall comply with the requirements of FAR 7.5 to ensure Inherently Governmental Functions are not performed under this contract.  




2.2 	REGULATIONS

Copies of Navy regulations and instructions referenced herein can be found at the following web site:  http://doni.daps.dla.mil/ .  Regulations and instructions not available or not found on this web site will be made available to the Contractor upon request.   

	OPNAV
	5354.1F CH-1
	Navy Equal Opportunity Policy
	20 Sep 11

	SECNAV
	5350.15C       
	Department of the Navy Core Values Charter and Ethics Training
	31 Jan 08

	SECNAV
	ALNAV
011/96
	DoN Alcohol Abuse Prevention And Deglamorization Campaign
	12-Mar-96


	SECNAV

	ALNAV
080/96
	DUI/DWI Policy 

	10-Dec-96

	DODD
	1010.4
	Drug and Alcohol Abuse by DoD Personnel
	11-Jan-99

	OPNAV
	5350.4D
	Drug And Alcohol Abuse Prevention And Control
	4 Jun 09

	SECNAV
	5300.28E
	Military Substance Abuse Prevention And Control
	23 May 11

	
	
	http://www.npc.navy.mil/CommandSupport/NADAP
	

	OPNAV
	1752.3B
	Family Advocacy Program
	10 Nov 05

	OPNAV
	5370.2C
	Navy Fraternization Policy
	26 Apr 07

	DODD
	6495.01
	Sexual Assault Prevention And Response
(SAPR) Program
	23 Jan 12

	DODI
	6495.02 CH-1
	Sexual Assault Prevention And Response
(SAPR) Program 
	13 Nov 08

	OPNAV
	1752.1B
	Sexual Assault Victim Intervention (SAVI)
Program
	29 Dec 06

	SECNAV
	1752.4A
	Sexual Assault Prevention And Response
	1-Dec-05

	SECNAV
	5300.26D
	Department Of The Navy (DoN) Policy On
Sexual Harassment
	03 Jan 06


	MILPERSMAN
	1770-090
	Suicide Attempts, Gestures and Other
Unique Situations Requiring Personnel
Casualty Reports (PCR)
	22-Aug-02


	OPNAV
	1720.4A
	Suicide Prevention Program
	4 Aug 09




2.3	CONTRACT MANAGEMENT and ADMINISTRATION

The contractor shall establish clear organizational lines of authority and responsibility to ensure effective management of the resources assigned to the requirement.  

The contractor shall establish processes and assign appropriate resources to effectively administer the requirement.  The contractor shall respond to Government requests for contractual actions in a timely fashion.  The contractor shall provide guidance and supervision to their employees for the overall accomplishment of this performance work statement. The contractor shall provide the Government a lead Training Manager who will serve as the liaison between the Contracting Officer’s Representative (COR) and the corporate office.  

The contractor shall provide oversight of day-to-day performance of contractor employees; notification of absenteeism and employee changes to the COR; and resolve any personnel issues that may arise.





2.4	CONTRACT SPECIAL CONSIDERATIONS/INSTRUCTIONS

No data provided to, or developed by the contractor shall be used for any purpose other than this contract.  All information (data files and hard copy documentation) becomes the property of the government and the contractor shall return them to the COR at the completion of this award.

2.5	LOCATION and HOURS of WORK

[bookmark: _GoBack]The Contractor’s instructors are only required to be on-site as their classes are taught.   

The services to be furnished hereunder shall be performed at the Naval Nuclear Power Training Command 101 NNPTC Cir, Goose Creek, SC 29445. 

2.6	FEDERAL HOLIDAYS and BASE CLOSURES

[bookmark: _Toc352746946]Unless notified of an emergency authorized by the Contracting Officer, the contractor shall not have access to government facilities nor be required to perform on any of the following holidays:




* If the date falls on a Saturday, the Government holiday is the preceding Friday.  If the date falls on a Sunday, the Government holiday is the following Monday. If the holiday falls on a Wednesday, the Government may require class to start on a Thursday and continue through Saturday depending on student loading. 

In the event of a base or facility closure, contractor employees are not required to work. The COR will immediately notify the Contractor lead POC if this occurs. 

2.7	OVERTIME

Overtime is not authorized.

3.0 GOVERNMENT FURNISHED EQUIPMENT (GFE), PROPERTY AND TRAINING MATERIALS

3.1	EQUIPMENT and PROPERTY	

The Contractor shall be given access to on-site training equipment, aids, devices, classrooms and an instructor preparation area at the training location. The Contractor shall perform normal and customary operator level maintenance such as picking up after themselves, removing trash, turning off lights and making sure all equipment is secured, turned off, covered, etc. The government shall perform corrective and preventive maintenance of training equipment, training aids and devices to be used during the period of the contract.

The Contractor shall be provided access to telephones and local telephone service for local calls associated with the course of instruction.  The Government will provide all the classroom computers and video projection systems necessary to teach the curriculum.

Contractor access to classroom, preparation area, and break room will be provided, 7 days prior to the start of performance, at a minimum.  Contractor access prior to the start of the performance period shall be unobtrusive and shall not disrupt current training services or courses of instruction.

3.2	TRAINING MATERIALS

The Government shall provide the Contractor all required training materials and training aids used during the period of the contract.  Course curriculum print materials will be supplied by the Government on an annual basis. The amount of supplies will be provided based on the estimated student load which will be based on scheduled number of classes. The Government shall provide storage space for all supplied materials in close proximity to the teaching classroom for access by the contractor. Reproduction of instructional materials shall not occur on Government equipment or facilities unless permission is granted by the NNPTC TPOC.  

If more supplies are required, the contractor shall notify the COR in writing via email at least 30 Days prior to needing the course materials.

4.0	CONTRACTOR FURNISHED EQUIPMENT, PROPERTY AND SERVICES

The Contractor shall provide all other equipment, materials and any other items deemed necessary not outlined in Paragraph Three of this PWS.

The Government shall not be liable for loss/damage of contractor furnished equipment and contractor employee personal items in performance of this statement of work.  Further, the contractor shall not delay performance in accordance with contract terms and conditions due to loss, damage, or downtime of contractor equipment.

1. SECURITY AND SAFETY

5.1 	GENERAL 

Work under this contract/task order is UNCLASSIFIED.

All Contractor personnel entering the Government facilities shall conform to all of the safety, security and work condition regulations and procedures in effect during the contract period and be subject to such checks as may be deemed necessary to ensure that no violations occur.  Contractor personnel shall not be permitted on the Government facilities when such check(s) reveal that the employee's presence would be detrimental to the security of the facility or accomplishment of work.

The contractor is responsible for safeguarding all DoD information while in support of this contract IAW all applicable regulations and policies. The provisions of the Privacy Act of 1974 protect information included in this requirement. The contractor shall apply the provisions and limitations of the Freedom of Information Acts.  Any information of a sensitive nature, i.e. PII, shall not be disclosed, copied, modified, used (except in completion of the requirement) or otherwise disseminated to any other person or entity at any time to include, but not limited to inclusion in any database external to the Government without the Government's written express consent. The contractor shall not disclose and must safeguard procurement sensitive information, computer systems and data, privacy act data, controlled unclassified information (CIU) and all government personnel work products that are obtained or generated in the performance of this task order. 

5.2	SECURITY 

Contract employees are required to obtain and maintain, at a minimum, a favorably adjudicated NACLC. 

Work under this contract requires access to personally identifiable information (PII) and information protected by the Privacy Act of 1974. In addition to the security requirements above, contractors performing work on this PWS must meet the following criteria: Per SECNAV M-5510.30, all individuals with access to PII or Privacy Act information must be US Citizens; therefore US Citizenship is a requirement. In all cases contract employees must meet eligibility requirements for a National Security, Non-Critical Sensitive (NCS) position at a minimum. 

A NACLC investigation must be opened and favorable fingerprint results received prior to commencement of work and issuance of a CAC. 

The local Command Representative for NNPTC will ensure that the SAAR-N is forwarded to the appropriate Security Office for receipt at least two weeks prior to the start date for the individual. 

NO FOREIGN NATIONAL WILL BE EMPLOYED ON THIS GOVERNMENT CONTRACT

Employment Eligibility Verification:  The contractor shall comply with the HSPD-12, E-Verify Federal Acquisition Regulations FAR Clause 52.222-54. 

5.3	INFORMATION SYSTEMS ACCESS

The Department of the Navy (DON) has determined that all DON Information systems are sensitive regardless of whether the information is classified or unclassified. A contractor whose work involves access to sensitive unclassified information warrants a judgment of an employee's trustworthiness. 

DON policy prescribes that all unclassified data at rest (information stored on a computer or removable media device) that has not been approved for public release and is stored on mobile computing devices shall be treated as sensitive data and encrypted using commercially available encryption technology. 

Therefore, all personnel accessing DON Computer systems must undergo investigation for a National Security, NCS position to verify their trustworthiness.

All authorized users of DOD information systems shall receive initial Information Assurance (IA) orientation as a condition of access and thereafter must complete annual IA awareness refresher training to maintain an active user account.  The COR can provide the contractor employee with a current link. Annual IA Training will be completed, tracked and reported upon completion to the COR.

All non-DOD computer systems assigned or utilized within spaces by Contractor personnel shall be in full compliance with Department of Navy Information Assurance security guidelines in effect during the contract period.  All guidance for policy implementation shall be obtained from pertinent naval instructions and the ADP Security Officer. 



5.4	APPOINTMENT OF CONTRACTING OFFICER’S SECURITY REPRESENTATIVE (COSR) 

TO BE PROVIDED AT TIME OF AWARD





5.5	PHYSICAL SECURITY/KEY CONTROL 

The Contractor shall comply with all current and applicable DoD, DON and local command instructions/directives in effect during the contract period regarding physical security and key control.  The contractor shall safeguard and maintain control over assigned keys.  The contractor shall not duplicate any assigned keys.  Loss of any key shall be reported to the COR within 24 hours.  

In the event the contractor dismisses any personnel performing under the contract or a contractor employee resigns, the contractor shall collect all keys of such personnel prior to the dismissal action. Within 24 hours of personnel dismissal, the Contractor shall provide written notice to the COR. 


5.6	BUILDING ACCESS
 
The Contractor shall provide the COR an initial list of all personnel requiring building access within 10 days after contract award. The Contractor shall notify the COR of any updates to the list within 48 hours. All Contractor personnel shall wear an identification badge as detailed in section 5.7.  

All Contractor personnel shall read and comply with the local instructions on building access and security.

5.7	BADGES/PERMITS/DECALS 
 
Contractor personnel shall have access to all authorized facilities/areas as needed. The NNPTC TPOC will advise the contractor of restricted areas and access exemptions.  The NNPTC TPOC shall certify, as necessary, contractor access requirements to requesting pass or decal offices. 

Access to all training rooms require a Government issued CAC Card for all contractor employees.  These will be issued through the Base Security Office and ID Card Office upon request by the contractor’s responsible site technical assistant prior to start of performance in accordance with local requirements.  

The contractor shall provide all employees with nametags and company ID cards to identify the organization they represent; contractor provided identification will be worn by contractor personnel at all times when on the job site.

Every Contractor employee shall obtain from the Government, an Identification CAC card prior to starting work on any government facility.  All employees will wear the CAC card conspicuously on their outer clothing at all times while working on the government installation.  Personnel are subject to challenge and removal from the work area or denial of access to the installation if the ID card is not worn.  It is the Contractor’s responsibility to enforce this requirement.  The loss of an ID card by a Contractor employee shall be reported to the COR within 24 hours, who will confirm and request issue replacement CAC card(s).  All Government provided ID cards shall be returned to the Government either at completion of the contract or upon termination of employment of individual employees.  The Contractor is responsible for the return of all ID cards issued to the Contractor employees. 

The requirements of this section apply only to Contractor employees who will perform on the Government installation.

5.8	SAFETY 

The Contractor shall comply with all applicable DOD, DON, NETC and local command safety instructions. Any safety related problems shall be addressed immediately to the NNPTC TPOC and COR.  

5.9	MISHAP INVESTIGATION AND REPORTING 

All mishaps involving contractor employees and/or students under contractor instructor purview shall be reported immediately to the local schoolhouse Officer of the Day (OOD) and within 24 hours to the COR.  The NNPTC TPOC and designated representative shall conduct an internal investigation into all accidents occurring on Government property involving contractor employees and/or students under contractor instructor purview. The NNPTC TPOC and designated representative shall report the findings of such an investigation, on applicable Government-provided forms, to the COR within three working days after the occurrence in accordance with the Navy policy for Mishap Investigation Reporting and Occupational Safety and Health Programs.

5.10	SAFETY AND SECURITY CONTRACTOR TASKS

The Contractor shall:

Report discrepancies in cleanliness, safety or security to the NNPTC TPOC or designated on site representative.

Maintain security of all files and student records, particularly guarding Privacy and Disclosure Act Information, making these files available to the COR as required.


1. CONTRACTOR TASKS AND WORK REQUIREMENTS 

6.1 	ACADEMIC STANDARDS and INTEGRITY

The contractor shall maintain academic standards established by NNPTC School house for the contracted unit of instruction.  No access to students will be provided outside of the 24-hour course (see sections 7.2.1 and 9.7 of this statement of work).

6.2	AUTHORITY OF CONTRACT INSTRUCTORS AND RELATIONSHIP TO MILITARY 
              AUTHORITIES 

All instructors shall maintain an orderly, professional atmosphere in all classrooms under their cognizance and shall have authority commensurate with this responsibility.  Students whose conduct is not conducive to such an atmosphere shall be cautioned and counseled and if the inappropriate conduct continues shall be referred to the designated NNPTC site representative immediately and reported to the COR within 24 hours. In the event of formal military action against such students a contract instructor may be requested to provide written statements to, or appear in person at, Non-Judicial Punishment (NJP) or court-martial proceedings.  Such statements or appearances may be directly related to charges or may provide information for use in determining appropriate punishment.

Any disciplinary problem between contractor employees and military staff or students (e.g., fraternization, sexual harassment, racial discrimination, etc.) shall be immediately reported to the COR via the TPOC, or designated NNPTC On-site Training Manager.  Upon notification to the NNPTC TPOC that a student complaint involving the aforementioned disciplinary problems has been received, the NNPTC POC shall investigate the complaint and submit a response to the COR.  If the complaint involves a student-instructor relationship, the instructor named in the complaint shall be removed from teaching any class while the investigation is being conducted.   If the investigation determines the complaint is justified, the response shall include a course of action to be taken to resolve the problem.  The Contractor shall provide a written report/response to the COR within three working days once notified by the NNPTC TPOC, advising of the results of the investigation and corrective action(s) taken or to be taken.

Refer student disciplinary problems and un-resolvable academic problems to the designated NNPTC TPOC or designated site representative.

Contractor instructors are not in the military chain of command and are not authorized to grant student special requests for special liberty, leave, or appointments during classroom hours.  Matters such as these should be referred to the local NNPTC TPOC.

6.3	CLASSROOM ADMINISTRATION 

The Contractor shall:

Provide adequate supervision of all instructors.

Report all problem areas related to assigned duties and responsibilities to the COR.

Prepare classrooms prior to commencing instruction to include equipment set-up and operational testing of audiovisual equipment and all required instructional material.  Report any discrepancies to the NNPTC TPOC.

Upon entry and exit of training facility, perform a visual inventory of all classroom equipment, aids, devices and other instructional media, reporting all missing items to the NNPTC TPOC immediately.

Verify on-site training equipment, aids and devices assigned to the contract as outlined by individual course requirements, reporting discrepancies to the NNPTC TPOC immediately. 

Perform routine operational checks on training equipment, devices and aids, daily or as necessary to ensure equipment is operable prior to the start of class as specified in the course.  Report all inoperative equipment immediately to the NNPTC TPOC.  

Safeguard and control all assigned on-site training equipment, aids and devices while in use.

Secure/store training equipment, devices, and aids in accordance with course requirements.

6.4	COURSE MASTER SCHEDULE and DURATION

The Course Master Schedule furnished by the Government provides a period-by-period breakdown of the subject matter of the course, the sequence of the instructional program, the time allocated to each subject, the time specified for theory and practical instruction and the number of students for each period. (See Attachment I: Course Master Schedule)

Deviations in the sequence of the instructional program or the time allocated to each subject required due to the circumstances beyond the Contractor’s control (e.g. holidays, safety stand-downs, etc) shall be made only with the approval of the COR. 

Each three day course shall be established in an order.  The specific dates and times will be set in the order. See FAR Clause 52.216-18, 52.216-19 and 52.216-21 as applicable. 

The general operational hours are from 0730-1630 daily.  This time can and may be altered slightly to fit a unique schoolhouse requirement/policy. The eight hours plus mealtime will run consecutively as a single block of time.  The normal hours are a five-day workweek, normally Monday through Friday.  Classes will start on a Monday, Tuesday or Wednesday as necessary to meet student flow requirements.   More than one class may convene on the same day to accommodate student demand. Occasionally, non-standard workdays may be required to accommodate emergencies, military commitments/training or operational requirements; IE: Veterans Day will fall on a Wednesday in November of 2015, class maybe scheduled to start on a Thursday and continue through Saturday depending on student through put for the month.








6.5	STUDENT LOADING 

Student loading for each class is 15-35 students.  The Government may deviate from planned input by falling below or exceeding the stated levels at various times throughout the year to account for the ebbs and flows of student throughput. 

The Government reserves the right to exceed the student loading or change the student loading on a class-by-class basis. The contractor shall not be required to provide an additional instructor. 

A class without the minimum number of students may be canceled at the Government’s discretion. The Government shall notify the contractor no less than one week prior to the start of a class of a cancellation. 

6.6	COURSE INSTRUCTION and ADMINISTRATION 

The Contractor shall:

Ensure all instructional materials are on hand and ready for use prior to the start of a lesson.  Set up classroom with equipment necessary to conduct class.

Maintain proficiency in the use of training aids, equipment, devices and instructional techniques, necessary to teach assigned topics.

Explain instructional objectives and expected academic achievements to each incoming class for each topic presented.

Account for student attendance during assigned training periods, reporting all absentees to student control, in accordance with individual course requirements.

Familiarize students with classroom procedures and requirements.

Teach all assigned topics in accordance with applicable documents, master course schedule and approved curriculum effectively utilizing all allotted time.

Administer homework assignments as per master course schedule.

Be responsible for maintaining a local list of points of contact related to the course and curriculum.  Provide these points of contact during the course of instruction to the students.   

Provide a Government supplied student critique sheet as part of the course materials.  A class leader shall be selected by the students to collect the critique sheets, place them in the contractor provided envelope, seal the envelope and present it to the instructor.   The instructor shall provide these critique sheets to the NNPTC TPOC upon the completion of each class.  

Develop and maintain classroom management techniques that reflect professionalism and good discipline in order to enhance learning.

Diversify teaching techniques in order to maintain high motivation and interest in the subject area.

Keep the course material up-to-date with changes that are promulgated via an interim change (Pen and Ink or Cut and Paste) as directed by the COR.    

Note deficiencies/discrepancies in training equipment, devices and instructional aids and submit written recommendations to the COR when identified.

Provide feedback for the curriculum. The Contractor shall monitor and make on-going assessments and recommend improvements if any of training materials.  The Contractor shall provide feedback or recommend corrective action via written correspondence to the COR, who will in turn inform the CPPD PREVENT Course Manager. The Contractor will not be expected to develop, create, or modify any curriculum changes but to only provide feedback on course material.

6.7	The senior contracted instructor will meet with NNPTC TPOC at a mutually agreeable time monthly to evaluate long-term and short-term class load requirements.

6. 8     Indoctrinate assigned contractor personnel in personnel casualty procedures in accordance with applicable instructions.

7.0	COORDINATION of INSTRUCTORS 

The Contractor shall:

Provide an adequate number of qualified instructors to cover the specific course load on a weekly basis and coordinate their involvement in the training.  

Oversee the implementation of instruction during the training. 

Ensure instructional personnel have and maintain currency in the PREVENT subject matter, associated Navy policy and teaching techniques.

Maintain records of all instructor evaluations conducted by the Contractor and make available for the Government to review as requested.

Be responsible for all travel arrangements and costs incurred by instructors or other contractor personnel in fulfilling the requirements of this contract.

8.0 	PERSONNEL REQUIREMENTS

Personnel utilized by the Contractor in the performance of this task order shall meet any and all minimums with respect to experience, educational, and/or other background requirements that are set forth below.  Contractor personnel shall be fully capable of performing in an efficient, reliable, and professional manner.

8.1	GENERIC, OVERALL PERFORMANCE REQUIREMENTS APPLICABLE TO ALL LABOR CATEGORIES/POSITIONS/TASKS

Contractor personnel will be working with the Center for Personal and Professional Development (CPPD) and must be able to communicate effectively with all levels of military and government civilian personnel on CPPD staff and other commands.  Contractor personnel must be proficient in the use of Microsoft Office with an emphasis on Outlook, Word, Excel, and PowerPoint, and must be able to enter, save, retrieve, edit, and present text, spreadsheets and/or charts.

All Contract instructors shall receive annual training on Equal Opportunity (EO) and sexual harassment awareness. Documentation of certification shall be maintained by the Contractor and shall be made available to the Government for review upon request.

Conduct:  The Contractor shall comply with Federal drug-free workplace and work force requirements.  The Service Provider shall not utilize the services of any person in the performance of this contract whose presence or action(s) endangers the health, life, safety and security of personnel or property.

Dress Code:  Contractor employees shall wear clothing appropriate to their assigned task, especially with regard to safety and in accordance with applicable Occupational Safety and Health Administration (OSHA) requirements.

The contractor shall ensure that all instructors and any other contractor personnel assigned to the training facilities maintain a standard of professional grooming and personal appearance.  It must be recognized that these courses of instruction are taught at a high visibility military command and are very much in the public eye. As such, it is imperative that standards of dress, grooming, and character be appropriate to a traditional military organization and professional teaching environment.  

The Contractor and its employees are strictly prohibited from soliciting students for the life of the contract.   

8.2 	KEY PERSONNEL

LEAD TRAINING MANAGER

Minimum Knowledge and Experience Requirements: 
 
· Must have a bachelor’s degree from an accredited institution.
· Experience in training management of a military schoolhouse environment or post-secondary civilian training environment.  
· Experience with managing multiple instructors at an off-site location.
· Experience coordinating multiple courses of instruction simultaneously at an off-site location.
· Successful completion of an instructor-training course that emphasizes adult education teaching skills, or has demonstrated previous experience and success as a trainer to diverse individuals in varying group sizes. 
· Demonstrated communication skills, the ability to transfer and relate concepts to others, and the ability to alter training methods to fit the environment and student group.
· Documented skill and experience in student record-keeping.

INSTRUCTOR
Minimum Knowledge and Experience Requirements: 
 
· A high school diploma AND successful completion of an instructor-training course focused on the application of principles of learning; adult education teaching skills, instructional methods, strategies, and techniques; effective communications, oral questioning, and presentation techniques appropriate to post-secondary learning environments. 
· Demonstrated communication skills, the ability to transfer and relate concepts to others, and the ability to alter training methods to fit the environment and student group.
· Have the ability to communicate with large and small diverse groups.
· Maintain a valid First Aid and CPR card in accordance with the standards of the American Red Cross or American Heart Association.  

9.0	DELIVERABLES

The Contractor shall maintain all training records (including student attendance rosters and written test results) for all courses conducted. Copies of specific student records or aggregated data shall be provided in hard copy or electronic media on request of the COR.   

The Contractor shall provide the COR a monthly cumulative status report.  Format will be approved by the COR.  The approved format and content shall include an overview of Contractor activities including lessons learned, courses taught and numbers and categories of students trained for that month.  It shall also include recommendations for course improvement.  Reports shall be submitted electronically to the COR and are due on or before COB on the 15th day of the following month.  Minimal content elements of a monthly status report are listed in below.


	Monthly Reports

	

	1. Itemize Labor as to: name of employee, job classification, job category, hours and location

	2. Itemize Travel as to: TO/FROM, date, cost, reason for travel and employee

	3. Itemize Sub-Contractors as to: Name, location, type of job, cost, Contractor employee hours.

	4. Provide “lessons learned,” problems in contract execution, and “way ahead”.

	5. Accumulated report of training since contract award date to present month.

	6.     End-of-course survey results report. 

	7.     Summary of any incidents, discipline or safety issues.




10.0 	QUALITY SURVEILLANCE & PERFORMANCE STANDARDS

The contractor shall develop and implement a Quality Control Plan (QCP) and procedures for self-inspecting quality, timeliness, responsiveness and customer satisfaction in accordance with the performance requirements of the PWS.

At a minimum, the Contractor shall evaluate all contract instructors on an annual basis in accordance with the criteria established in their Quality Control Plan and the criteria established by Naval Education and Training, NAVEDTRA 135 series or subsequent identified instructional manual.  

11.0 	GOVERNMENT QUALITY SURVEILLANCE & PERFORMANCE STANDARDS

The Government will conduct quality surveillance in accordance with the Quality Assurance Surveillance Plan (QASP) provided as Attachment 5 to the solicitation and resultant contract award. Contractor performance will be measured against the specific standards and metrics identified in the QASP. 

The COR or a CPPD designated representative(s) may inspect and evaluate instructors during a course at any time without prior notification.  

12.0	 TRAVEL REQUIREMENTS 

The Contractor shall be authorized reimbursement for costs associated with travel in support of (1) surge training as needed; (2) monthly meetings, presentations or other activities authorized by the COR within the established contract estimated cost ceilings. The Contractor shall conduct all travel in accordance with the Joint Travel Regulations (JTR) applicable to DoD civilian personnel on official travel.  All travel will be approved by the COR before any travel costs are incurred no later than five working days prior to travel.

13.0	 LIABILITY INSURANCE LIMITS 

Pursuant to the terms of the clause FAR 52.228-5, Insurance--Work on a Government Installation, following are the kinds and minimum amounts of insurance required: General liability: bodily injury liability insurance coverage written on the comprehensive form of policy-- $500,000 per occurrence.

Automobile liability insurance written on the comprehensive form of policy for bodily injury and property damage liability covering the operation of all automobiles operated in the United States and used in connection with performing the contract--$200,000 per person and $500,000 per occurrence for bodily injury and $20,000 per occurrence for property damage.

Aircraft public and passenger liability when aircraft are used in connection with performing the contract--$200,000 per person and $500,000 per occurrence for bodily injury, other than passenger liability, and $200,000 per occurrence for property damage. Coverage for passenger liability bodily injury shall be $200,000 multiplied by the number of seats or passengers, whichever is greater.

14.0 	INSTRUCTOR CERTIFICATION

Contractor personnel assigned to this course shall successfully demonstrate the skills outlined in Attachment II.  To accomplish this, upon contract award, the Government will require and burden the cost of course specific Prevention Facilitator Skills Training (PFST) training located at the Center for Personal and Professional Development, Dam Neck Naval Base, Virginia Beach, VA for up to and not to exceed four instructors for three weeks of training. During the initial certification period, contract personnel will become familiar with all procedures, curriculum, training aids, complete PFST and ensure the PFST is properly documented using Attachments III and IV.

During the PFST instructor's training and certification period, the Government will provide all instructional materials to the Contractor and arrange for access to the classrooms.  These resources will be made available to the Contractor for the life of the contract. 

The Contractor shall utilize Attachments III and IV to conduct the evaluations of its instructors, when complete the designated site representative will notify the COR. The COR will coordinate with the Contractor to establish a mutually agreeable time for a CPPD Representative to assess the instructors. 
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Memorial Day Last Monday in May

Independence Day July 4

th

 

*

Labor Day First Monday in September

Columbus Day Second Monday in October

Veterans Day November  11

th

Thanksgiving Day Fourth Thursday in November

Christmas Day

December 25

th

 

*
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		Federal Holiday		Date

		New Year's Day		January 1st *

		Martin Luther King's Birthday		Third Monday in January 

		President's Day		Third Monday in February

		Memorial Day		Last Monday in May

		Independence Day		July 4th *

		Labor Day		First Monday in September

		Columbus Day		Second Monday in October

		Veterans Day		November  11th

		Thanksgiving Day		Fourth Thursday in November

		Christmas Day		December 25th *






