PERFORMANCE WORK STATEMENT
Commander Navy Region Southwest 
CREDO Instructor II
Naval Base San Diego, CA

***This is a Draft Copy***


1. Background:  Commander Navy Region Southwest (CNRSW) requires an Instructor II for Chaplain Religious Enrichment· Development Operation (CREDO) at Naval Base San Diego.  This personnel support requirement is needed to expand access to CREDO pastoral care programs which sustain the Fleet, enable the Fighter and support Families. The Chief of Naval Operations (CNO) characterizes CREDO as a "Family Readiness Program".  OPNAVINST 1738.1 provides specific policy guidance for CREDO programming.  This directive aptly characterizes CREDO as "not faith-specific" but "spiritual in nature which refers to that which gives meaning and purpose to life, or to the practice of a philosophy, religion or way of living."  CREDO programming is a specialized aspect of CNIC Religious Programs that promotes a culture of moral leadership as well as individual and family resiliency to withstand the stresses of military life.

2.   Statement of Work:  The purpose of the propose contract is to provide a qualified Instructor II person to complete the mission and objectives of the CREDO workshops, seminars and meetings to address the needs of our Sailors, their family members, and other uniformed DoD personnel in an active duty status.  

Knowledge and Skills Required of the Position: 
A. U.S. Citizen
B. English Language proficient in writing and speaking
C. Possess a Master’s degree level in Divinity (accredited by Association of Theological Schools); or Social Work (accredited by the Council on Social Work Education); or Counseling/Mental Health fields accredited by the specific governing body for professional competencies in that professional expertise, or is Board Certified as a Life-Coach with a Master Degree in a related field.
D. Licensure/Ordination/Certification:  If a Religious Ministry Professional, must be certified by a Religious Organization recognized by Department of Defense as a duly designated representative of the faith.   If a social worker, must be licensed and certified by a state to independently practice social work at the master’s degree level.  If a mental health counselor or professional counselor must be certified by a governing body in their field and hold licensure as an independent Professional Counselor, Marriage and Family Therapist, Social Worker or Psychologist or Professional Life-Coach.

a.  Possess instructor/trainer certifications in:
i. ASIST:  			 	http://www.livingworks.net/
ii. safeTalk:  			 	http://livingworks.net/
iii. Myers/Briggs Type Indicator:	http://capt.org
iv. Family Wellness: 		 	http://familywellnes.com
v. PREP:  			 	http://prepinc.com

E. Clinical Pastoral Education:  A minimum of seven (7) units of Clinical Pastoral Education (CPE) or equivalent clinical training experience; or successfully completed clinical program(s) accredited by the Association for Clinical Pastoral Education (ACPE), the College of Pastoral Supervision and Psychotherapy (CPSP), or the National Association of Catholic Chaplains.  Equivalent Training:  200 hours of supervised ministry in a formal education program that incorporated both ministry formation and pastoral care skills development or extensive clinical supervision in practicing listening, attending and caring skills in the context of individual and/or group work.  
F. Possess a good working knowledge of the following software applications:  Microsoft Suite and desktop computer hardware for formulating metrics for higher authority.
G.  Professional Experience:  At least 2 years of professional experience, exhibiting:
a. Ability to work as a part of  a multidisciplinary team and provide insight and opinions to the Government-led teams;
b. Professionalism, personal initiative and demonstrated good judgment;
c. Knowledge and skills in facilitating training, and skills in attending to victims of emotional, psychological, spiritual or physical trauma or traumatic loss;
d. Outstanding organizational skills, attention to details and the ability to prioritize, meet deadlines and work under constant pressure;
e. Skills in applying complex fact-finding, analytical, and problem-solving methods and techniques;
f. A high level of experience in coordinating a variety of retreats, workshops, seminars, conferences, symposia and overall project management; and,
g. Ability to multi-task and to work simultaneous projects, communicate with and brief senior Government Officials in a clear and concise manner.


4.  Scope and Effect of Work:  The Contractor is directly responsible for ensuring the accuracy, timeliness and completion of all tasks and deliverables in sections 5 and 6 below. This requirement enables the means to achieve reliable, sustainable, seamless, cost effective and timely delivery of CREDO programs and services throughout the Navy Region Southwest (NRSW) enterprise. 
     A.  Possess an understanding of military customs, courtesies, traditions, protocol, and honors rendered in conjunction with military ceremonies.
      B.  Maintain office hours at the CREDO office, Naval Base San Diego.
      C.  Must demonstrate ability to interact with people from all socio-economic backgrounds, civilian and military (including family members, as well as good oral and written communication skills).

5.  Objectives and Tasks:  The contractor will assist the Commander Navy Region Southwest (CNRSW) Religious Programs CREDO staff in providing command administrative consulting support to meet its mission of strengthening Fleet, Shore and Families.  This effort includes: 
· Provide  pastoral care tone of the force workshops, retreats, and seminar training modules to address: sexual assault prevention, suicide prevention and response, domestic violence prevention, healthy professional and interpersonal boundaries, ethical behavior, care for the caregiver, women’s resiliency, wounded warrior and spiritual resiliency, speed of trust,  and choosing a marriage partner;
· Collecting relevant data and provide perspective on spiritual needs and interests of single Sailors, and those with young families;
· Facilitate CREDO workshops, seminars, and CREDO care support groups (Marriage, Family, Women’s, Personal Resilience, Wounded Warrior, safeTalk, T4T and Care for the Caregiver) to address emerging command or geographic area pastoral care requirements;
· Identifying and defining additional capabilities and initiatives that can be delivered by CREDO under the four Chaplain Corps professional capabilities: Facilitate, Provide, Care, and Advise;
· Make appropriate referrals to a chaplain or other helping professionals within the Navy system when trauma and traumatic loss needs arise, especially with wounded, ill and injured service members, and their families;
· Promote knowledge sharing among other caring professions within the Navy system through collaborative ventures that increase professional cross-pollination in prevention and intervention pastoral care services for Sailors and their families;
· Utilize Microsoft Suite to capture measures of performance and measures of effectiveness regarding the impact of CREDO programs in order for Echelon I, II, II and IV commands and other stakeholders to have access to data and trend analysis. 

The contractor will maintain professional certifications, credentials and ethical standards required in the field of pastoral care and/or social work; as verified by the Contracting Officer Representative (COR).

The contractor shall comply with station and government policies and regulations regarding identification badges, parking, professional decorum, and U.S. Navy Information Assurance and Personal Identifiable Information.

6.  Deliverables and Performance Goals include but not limited to:  Provide professional services in the research, development, and evaluation of expanded CREDO retreats, workshops and seminars.  The number of hours expended per month shall be commensurate with the effort needed to meet any time deadlines.  The number of hours expended per month may fluctuate in pursuit of the technical objective, provided that such fluctuation does not result in the utilization of the total hours of effort prior to the final day of the Base Year of the contract. Written reports are submitted as described below with an illustrative table indicating some reporting elements.   

Task progress reports and data trend assessments by the contractor will be submitted monthly using Microsoft Suite.

These deliverables include, but are not limited to facilitating weekend retreats/workshops and week day workshops and seminars. Proposed draft documents, background papers, executive summaries, memos, briefs, and reflected in the Monthly Status Report.  

All raw data as well as resulting tables, matrixes, reports, manuals, audio/visual aids and other such reports generated in execution of this task order shall become the property of the U.S. Government.  Products to be in report, print, presentation, or other format as approved by CNIC Force Chaplain or designated representative.

	Primary Performance Objective –in Coordination with the CREDO Director
	Performance Standard
	Method of Surveillance
	Addressees
	Method of Performance Assessment

	Research and Develop proposed workshops, and seminar modules from a pastoral care perspective: sexual assault prevention, suicide prevention/response, domestic violence prevention, healthy professional and interpersonal boundaries, ethical behavior/ spiritual resiliency; evaluate the above initiatives.
	Provide 100% of the time
	Monitor Tasks & Deliverables/ evaluate   effectiveness rating by CREDO participants 80% favorable score is bench mark for minimum acceptable rating.
	COR 
	Weekly summary reports of work completed this period, work anticipated, and participant evaluations are due to the COR.

	Facilitate CREDO Peer Group/CREDO Instructor II Care Meetings 
	Provide 100% of the time
	Random checks/ customer comments & complaints; 80% favorable score is acceptable minimal rating.
	CREDO Director
	CREDO Instructor II Action Reports are due within one week of the Peer Groups/Care meetings.

	Attend weekly CREDO staff meetings
	Provide 100% of the time
	Provide 100% Inspection
	CREDO Director
	Provide a status of current work related subjects

	Monthly Status Reports and data trend analysis submitted 
	Provide 100% of the time
	Provide 100% Inspection
	COR
	Monthly, NLT the 5th of each month to the  COR

	Travel for trainings, workshops and seminars be held at different Metro San Diego Installations as scheduled with the CREDO Director. 
	Provide 100% of the time
	Periodic Inspection
	COR
	Provide Itinerary each Quarter to the CREDO Director/COR 



Travel is authorized under this contract:

	                 Event
	Performance 
   Standard
	   Programs
    Offered

	NB San Diego, NB Coronado, NB Point Loma, NLF Imperial Beach
	Provide 100% of the time
	Marriage, Family, Personal. Women’s Workshops, SafeTALK, Care for the Caregiver






7.  Performance Goals and Standards:
Contractor performance will be measured on its ability to provide the deliverable products in the specified format and on time.
· Professional performance of duties in facilitating small groups,
· Timely submissions of required paperwork,
· Work a 40 hour week (40 hours to include some weekends and evenings).  The number of hours expended per month shall be commensurate with the effort needed to meet any time deadlines.  The number of hours expended per month may fluctuate in pursuit of the technical objective, provided that such fluctuation does not result in the utilization of the total hours of effort prior to the final day of the Base Year of the contract.

8.  Guidelines:

A.  Normally accepted professional ministry standards will usually serve as guidelines for most work.  In many cases, guidelines and expectations will be established by the Navy Chief of Chaplains, CNRSW or CNIC.  The employee uses judgment, initiative and resourcefulness in deviating from established methods to modify, adapt, or refine broader guidelines to resolve specific complex and/or intricate issues and problems; treat specific issues or problems; and propose new policies and practices.  

B.  The Contractor will notify the CREDO Director of any personal illness, vacations, or any other times unavailable.  
C.  The Contractor will provide reports at weekly staff meetings.

D.  Must uphold and adhere to the highest standards of personal conduct, morals and ethics for a leader and religious professional, and must always be conscious of the trusted position s/he holds and the reputation s/he embodies as a staff member Navy Region Southwest CREDO.

9.  Security Clearance:
A security clearance is not required for this position.

 10.  Hours of Operation:
The CREDO Facilitator’s hours/office hours will be determined in coordination with the CREDO Director. Additionally the CREDO Facilitator will be required to work some weekends and evenings, not to exceed a 40 hour work week and recognizing the number of hours expended per month shall be commensurate with the effort needed to meet any time deadlines.  The number of hours expended per month may fluctuate in pursuit of the technical objective, provided that such fluctuation does not result in the utilization of the total hours of effort prior to the final day of the Base Year of the contract.  

11.  Inspection and Acceptance
Inspection and acceptance of the services to be furnished hereunder shall be made at destination by the receiving activity.  
12. Government Equipment and Supplies:
The Director will provide adequate working space, all equipment, (e.g., desk, chair, computer, copier, telephone, etc.), utilities, janitorial services, and expendable operating supplies for the duration of this task order. The Contractor shall maintain the assigned office space in a neat and orderly manner. The Contractor shall use government facilities, supplies, and equipment (except government vehicle) to accomplish the tasks required under this contract. The Contractor shall not remove any government equipment or supplies from the complex without the expressed written permission of the Director or their designated representative. 

A Government issued CAC is required for this position.

13.  Place of Performance:
Work is to be performed in the government provided office spaces and various classroom type settings within Metro San Diego, in coordination with the CREDO Director.  
14.  Physical Demands:
The contractor performs primarily sedentary work. Some walking, standing, carrying of light items, cleaning of immediate work area will be required. Travel will be required in the delivery of CREDO programs and services. 
15.  Work Environment:
The majority of work is performed in an office or classroom type setting, with no unusual risks or discomfort. The contractor must obtain and maintain an organizational Conflict of Interest affidavit on file with the client organization.

16.  Government Managerial Controls:  
The CREDO Facilitator and the Director will discuss and jointly establish timeframes, scope of the assignment, and possible phases and approaches. The CREDO Facilitator, in collaboration with the Director determines the most appropriate principles, practices, and methods to apply in all phases of the assignment, including the approach to be taken, degree of intensity, and depth of research in program and service development. 

The contractor interprets new requirements on their own initiative; apply new methods to resolve complex and/or intricate, controversial or unprecedented issues and problems, resolving most of the conflicts that arise. The contractor will keep the management informed of progress and potentially controversial matters.  
17.  Deliverables:
All deliverables must meet professional standards and the requirements set forth in the contract, and any work orders. Monthly Status Reports (MSRs) are also required, which provide information of work completed, work in progress, work outstanding, as well as highlighting problems encountered and anticipated, and hours expended and remaining, and accumulated costs. MSRs will be submitted by email to the Regional Chaplain, cc:  Director CREDO and COR.

18.  Travel and Other Direct Costs (ODC):
This contract does not claim responsibility for relocation nor dislocation allowance for Contractor moving expenses.

The Contractor will be required to travel to Marine Corps, Coast Guard and Navy Installations within Metro San Diego.   

19.  Points of Contact:
Personal contacts include individuals or groups from outside the Region, including other Government personnel, consultants, vendors, or representatives of professional associations, in moderately unstructured settings. Ad hoc contacts may include Navy officials who are several managerial levels removed.

20. Third Party Offers:  No Third Party Offers will be considered.

21.     INSPECTION AND ACCEPTANCE:
Inspection and acceptance of the services to be furnished hereunder shall be made at destination by the receiving activity.   All deliverables must meet professional standards and the requirements set forth in the contract.  
22.   INVOICING INSTRUCTIONS:
Invoicing will be submitted in two ways for payment.  First, the vendor will provide a one page invoice monthly, no later than the 4th of the month to LCDR Frank Munoz Frank.Munoz@navy.mil and/or LT Jennifer Dolder Jennifer.Dolder@navy.mil, who will in turn certify and forward to the Program Analyst.  Second, payment each month will be routed upon electronic submission of invoice in Wide Area Work Flow – Receipt and Acceptance (WAWF).  

Quality Assurance Surveillance Plan
CNRSW Religious Ministries
CREDO Facilitator, NB San Diego
Requisition No.:  N0024216RC026F1
FLC San Diego Contract: TBD

PURPOSE:
This Quality Assurance Surveillance Plan (QASP) provides a standard of surveillance for the CREDO Facilitator under FLC San Diego Contract TBD.  It is a systematic approach for conducting surveillance over the performance aspects of the effort.  The QASP is for the use of government Quality Assurance (QA) personnel to insure standards of the contract are being met.  For the purposes of this effort the QA is the Contracting Officer Representative (COR) assigned by Contracting Officer (KO) as nominated by CNRSW Religious Ministries.
The QASP provides a systematic method to evaluate the services that the Contractor is required to furnish, but not the details of how the Contractor accomplishes the work.  This plan uses inspection as the primary evaluation criteria.  This surveillance assures the Government that the Contractor’s performance is acceptable.
Any noncompliance with contract performance is deemed “sub-par”.  The term “sub-par” refers to a support service that does not meet the standard of performance specified in the contract.  The Contractor not the Government is responsible for management and quality control actions to meet the terms of the contract.  The methods of surveillance recognize that unforeseen and uncontrollable problems do occur.  Effective management and use of a quality control plan will allow the Contractor to operate within the specified surveillance requirements.  QA’s are expected to be objective, fair, and consistent in evaluating Contractor’s performance against the standards.  
2. PROCEDURES
	2.1 Quality Assurance Schedule
The base period of performance for this acquisition is anticipated to begin on date of award. 
The Contractor’s performance will be evaluated monthly by the COR by reviewing performance reports submitted by the retreat attendees.
2.2 Surveillance
The COR will conduct the surveillance inspection during each delivery as noted above, basing quality with the standards established in Performance Work Statement (PWS).  The COR will submit surveillance report to Contracting Officer (KO) delineating discrepancy/ies noted during the inspection. All surveillance inspections made by the COR will be recorded on a Government or locally devised form.  The completed form(s) becomes the official Government record of the Contractor’s performance.
2.3. Method of Surveillance
Visual Inspection
The COR will inspect weekly and/or monthly retreat performance evaluation’s ensuring conformance to PWS standards and other contractual provisions. 
3. UNACCEPTABLE PERFORMANCE
When performance is deemed unacceptable, the COR will inform the Contractor via email, and the contractor shall acknowledge receipt of the email. Contractor can then negotiate with COR to correct discrepancy/ies. Disputes in surveillance should be referred to the KO.
The COR will notify the KO of sub-par performance.  If any services do not conform to contract requirements, the Government may require the Contractor to re-perform the contract requirements at no increased cost to the Government.  When sub-par performance cannot be corrected by re-performance the Government may:
· Require the Contractor to take action necessary to ensure future performance conforms to contract requirements.
· Reduce the contract price to reflect the reduced value of the services performed.
If the Contractor fails to promptly re-perform the services, or to take the necessary action to ensure that future performance conforms to contract requirements, the Government may:
· By separate contract or otherwise, perform the services and charge to the Contractor any cost incurred by the Government that is directly related to the performance of such service or:
· Issue a Cure Notice
· Issue Show Cause Notice
· Terminate the contract for Convenience
· Terminate the contract for Default

4. SURVEILLANCE GUIDE
The QASP Surveillance Guide defines the performance objective and shows the pertinent portion of the Performance Work Statement, the Performance Threshold and the Government’s Method of Surveillance for this contract. The Table below may be reproduced and used for documenting result of each surveillance inspection.
	Primary Performance Objective –in coordination with the CREDO Director
	Performance Standard
	Method of Surveillance
	Addressees
	Method of Performance Assessment

	As approved, Research and Develop proposed workshops, and seminar modules from a pastoral care perspective: sexual assault prevention, suicide prevention/response, domestic violence prevention, healthy professional and interpersonal boundaries, ethical behavior/ spiritual resiliency; evaluate the above initiatives.
	Provide 100% of the time
	Monitor Tasks & Deliverables/ evaluate   effectiveness rating by CREDO participants 80% favorable score is bench mark for minimum acceptable rating.
	CREDO Director/COR 
	Weekly summary reports  of work completed this period, work anticipated, and participant evaluations are due to CREDO Director cc COR.

	Facilitate CREDO Peer Group/CREDO Instructor II Care Meetings 
	Provide 100% of the time
	Random checks/ customer comments & complaints; 80% favorable score is acceptable minimal rating.
	CREDO Director
	CREDO Instructor II Action Reports are due NLT one week after a Peer Group or Care meeting to the CREDO Director

	Monthly Status Reports (MSRs) and data trend analysis submitted 
	Provide 100% of the time
	Provide 100% Inspection
	COR
	Monthly, NLT the 5th of each month to  the  COR

	Travel for trainings, workshops and seminars be held at different Metro San Diego Installations as scheduled with the CREDO Director’s calendar. 
	Provide 100% of the time
	Periodic Inspection
	COR
	Provide Itinerary each Quarter to the CREDO Director 


Travel Authorized under this task order:
	Installation
	Performance Standard
	Programs Offered

	NB San Diego, NB Coronado, NB Point Loma, NLF Imperial Beach
	Provide 100% of the time
	Marriage, Family, Personal. Women’s Workshops, SafeTALK, Care for the Caregiver
[bookmark: _GoBack]ethical behavior, spiritual resiliency, Speed of Trust, and How choose a marriage partner.




Performance threshold: Any performance objective criteria with a number of discrepancies exceeding set performance threshold can be deemed “unacceptable performance” per paragraph 3 of this QASP by the COR.
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