PERFORMANCE WORK STATEMENT (PWS)
COORDINATOR OF CATHOLIC RELIGIOUS EDUCATION 

DUTIES AND RESPONSIBILITIES

[bookmark: OLE_LINK2][bookmark: OLE_LINK1]1.0 BACKGROUND INFORMATION: Marine Corps Installations Pacific-Marine Corps Base Camp Butler (MCIPAC-MCBB) is the base support command for United States Marine Corps (USMC) ground forces on Okinawa. As such, MCIPAC-MCBB provides religious worship opportunities (in accordance with the Free Exercise of Religion) for service members on the various Marine Corps Camps in Okinawa. As is the practice on many bases throughout the military (OCONUS and CONUS), Coordinators of Religious Education (CREs) are contracted to coordinate the various religious education classes and activities in support of chaplain ministries. The CRE’s coordination with the base chapel chaplain and the base chapel Religious Programming Specialist (RP) allows the base chapel Religious Ministry Team (RMT) to provide an adequate level of religious support to base personnel and their families.  

1.1 OBJECTIVE: The CRE shall plan, execute and supervise a comprehensive program for the Catholic Religious Education for Camp Kinser. This contract is primarily to support the Catholic Religious Education Program, which will also include program related activities planned and implemented by the chaplains and other volunteers. It also includes working with other Coordinators/Directors of Religious Education on interdenominational religious education events.

1.2 DEFINITIONS: 

(1) Contracting Officer (KO):  US Government official authorized to enter into, make changes to, or terminate contracts on behalf of the US Government.  Contracting officers are responsible for ensuring performance of all necessary actions for effective contracting, ensuring compliance with the terms of the contract, and safeguarding the interests of the United States in its contractual relationships.

(2) Government Representative :  Government liaison, which functions as the technical representative monitoring, delivery and performance of the contract. Gov’t rep is not authorized to enter into any agreements, obligate the government or direct any changes to the contract. Gov’t reps (alternative gov’t reps) of this contract are also responsible for escorting the contractor to the work site when needed and securing keys of the buildings during the periods of performance.  The following individuals are identified as authorized Government Representatives for this effort.

(3) Defective Service:  A service output that does not meet the standard of performance specified in the contract for that particular service.

(4) Contractor Furnished Property and Material:  Property and material in the possession of, or directly acquired by, the Contractor.

(5) Catholic Program Leader (CPL).  The CPL is appointed by the MCB Butler Command Chaplain and will direct the execution of the Command Religious Program in regards to Catholic programs. The CPL will assign the delivery schedule for the contractor (Coordinator of Religious Education).     

(6) Coordinator of Religious Education (CRE) is the contractor who is performing the work stated in this PWS. 

(7) The Archdiocese for the Military Services, USA (AMS): This organization serves as the endorser for all Roman Catholic military chaplains. The policies and statements of this organization will define the ministries and activities of the Catholic community whom the CRE will coordinate for. The ministerial roles, authority, and governance defined by the AMS letter  “Minimum Requirements for the Pastoral Care of Catholic Personnel, Most Reverend Timothy P. Broglio, 01 August 2011” (available upon request) apply to Catholic Military Chaplains, Catholic Contract Priests, and CREs serving a Catholic community.

(8) The Director of Religious Education (DRE) is responsible for the CRE, in this case, the Catholic priest, whether chaplain or civilian.

1.3 QUALIFICATIONS:

1.3.1 Be a certified Archdiocese for the Military Services (AMS) Catechist or provide documentation of enrollment in the AMS certification process.

1.3.2 Possess a Letter of Recommendation from a Roman Catholic Chaplain stating that he/she is an active practicing member of the Roman Catholic community;

1.3.3 Be at least 21 years of age;

1.3.4 Be enrolled in the Archdiocesan Catechetical Program and provide verification from the AMS.

1.4 TASKS

The CRE shall:

1.4.1 Recruit, train, assign, and supervise teachers and volunteers in the Roman Catholic Religious Education Program.

1.4.2 Assist teachers to become trained and certified by the AMS. Provide timely submission and follow up on necessary paperwork for the procurement of supplies, literature and curriculum needed for the program.

1.4.3 Schedule facilities with enlisted chapel personnel to support religious education programs. Arrange for audiovisual and other equipment as needed.

1.4.4 Ensure accurate records of attendance are maintained. 

1.4.5 Maintain Sacramental Record. Record the First Communion and the Sacrament of Confirmation for submission to Archdiocese for the Military Services, USA using the AMS forms. After the sacraments celebrated CRE will submit all pertinent information to the AMS and to the appropriate parishes. 

1.4.6 Coordinate Confirmation retreat.

1.4.7 Provide communication and information flow with teachers, parents and families of the students, including a program family handbook with a calendar of events, weekly Catholic bulletin announcements, Parent-Teacher meetings and a Parent Preparation Meeting for parents of children receiving Sacraments, and other activities as required to complete the DRE’s mission.

1.4.8 Coordinate student programs and activities, including but not limited to; supporting a Vacation Bible School program between 1 June and 31 August every year, keeping the DRE informed of the status of programs, future scheduling, and any problems that may arise.

1.4.9 Attend regularly scheduled base chapel staff meetings and other meetings as required.

1.4.10 The Government has estimated that the average time required to complete the responsibilities of the PWS is approximately fifteen (15) hours per week. This is an average weekly estimate only and the actual time may vary depending on the CRE.

1.5 The CPL will:

1.5.1 Reserve the right to make final decisions on matters affecting the religious education program such as the selection of curriculum, selection of volunteer teachers, and the cessation or implementation of programs and activities.

1.5.2 Provide advice, guidance, and support to the CRE in the performance of his/her duties.

1.5.3 Review performance of the contractor and submit to Government Representative.

1.6 Performance of Services 

1.6.1 The Period of Performance of this Contract is for one year from date of award with two (2) option periods.

1.7 Hours of Operation

1.7.1 CRE services shall be coordinated between CRE and DRE and may include weekends and holidays due to the nature of religious ministry.


2. SUPPLIES/MATERIALS

2.1 The Government will provide all necessary supplies and materials to the CRE with the exception of access to government computers. The CRE may submit requests for service-related material that he/she feels will enhance the service. Such requests will be submitted to the DRE, who will submit it to the GOVERNMENT REPRESENTATIVE, who will be solely responsible for approving or disapproving them. All requests are subject to availability of Government funds and thus may not be approved. Failure on the part of the Government to approve any such request does not relieve the CRE from performing duties stipulated in this contract.

2.2 Items purchased with Government funds at the request of the CRE remain the property of the Government.


3. LEAVE AND TEMPORARY ABSENCE
             
3.1 The CRE shall notify the Camp Coordinating Chaplain, Base Chaplain and DRE at least ten (10) working days in advance for planned absences. In the event of illness or emergency leave, the CRE shall inform the Camp Coordinating Chaplain and DRE as soon as the situation becomes known.

3.2 Regardless of the reason for absence, the CRE shall remain solely responsible for ensuring the performance of all work required by this contract is accomplished. Therefore, the CRE shall ensure that a qualified and suitable replacement is provided in a timely manner. Additionally, the CRE shall be responsible for ensuring the replacement is knowledgeable of the requirements of this contract. Finally, the CRE shall be personally responsible for paying the replacement for services provided.

3.3 The Government will not be responsible for ensuring that a replacement for the CRE is obtained or if that person is financially compensated for services rendered. No one other than the CRE shall be paid directly from Government appropriated funds. 

4. GOVERNMENT FURNISHED PROPERTY AND FACILITIES. 

4.1 The Government shall provide the following:

4.1.1 Work area including a desk, chair and landline phone as required for each CRE position. 

4.2 The Government will provide the following services:

4.2.1 Utilities: CRE shall be provided the use of utilities (i.e., water and electricity) when needed to perform the job. The CRE shall use the utilities conservatively. Lights shall be used only in areas where work is actually being performed. Water faucets or valves shall be turned off when not in use. The CRE shall be authorized to recharge batteries for tools used in the performance of this requirement. Use of Government telephones is authorized for use in support of the duties in the resulting contract.

4.2.2 Telephone:  N/A

4.2.3 If the use of a government computer is deemed necessary, the government shall supply the contractor a CAC ability.

4.2.3 POLICE AND FIRE PROTECTION:  These services will be provided to the Contractor at no cost while aboard USMC installations and working in an official capacity.  The following telephone numbers are provided to the Contractor in the event of an emergency: 

Camp Emergency   		911
9-1-1 Via Cellphone		098-911-1911
Provost Martial Office		645-7441
Fire Department		645-2488
	

4.2.4 DIRECT DIAL FROM OFF BASE:  The Marine Corps Base now has direct dial from off base, including cell phones for many base telephone numbers.  Below is a list of the new numbers.

	DSN
	622-xxxx
	623-xxxx
	645-xxxx
	646-xxxx

	Dial from Off Base
	098-954-xxxx
	098-969-xxxx
	098-970-xxxx
	098-971-xxxx




5. QUALITY CONTROL

5.1 The CRE shall develop and maintain a quality control program with the DRE to ensure services are performed in accordance with commonly accepted commercial practices.  The CRE shall develop and implement procedures to identify and prevent defective services from reoccurring.  As a minimum, the CRE shall develop quality control procedures that address the areas identified in Section 8, Performance Requirement Summary (PRS).  The PRS is a living document and may change throughout the life of the contract to ensure contract standards are met.

5.2 Should the CRE find a deficiency, they are to notify the DRE immediately and implement the procedures to correct it.  The CRE shall record the incident and meet with the DRE no more than 30 days after the incident.  The DRE will inspect that all corrective actions have been taken.

5.2 Quality Assurance

5.2.1 The DRE or the GOVERNMENT REPRESENTATIVE may evaluate the CRE’s performance any time during the duration of this contract.  Inspections shall be conducted with the intent of verifying compliance with contract requirements and performance.  

5.2.2 The assessment/evaluation methods, in concert with the CRE quality control procedures, will assure the government of satisfactory contractor performance.  The DRE or the GOVERNMENT REPRESENTATIVE may use the CRE’s PRS as the basis for their evaluations.  When observations by the DRE or GOVERNMENT REPRESENTATIVE indicates a defective performance by the CRE, the GOVERNMENT REPRESENTATIVE will inform the CRE that they have 30 days to correct the deficiency.  Disputes between the DRE and CRE personnel over performance standards shall be referred to the GOVERNMENT REPRESENTATIVE for final determination.

5.2.3 Acceptable Performance.  Acceptable performance is achieved when performance meets or exceeds the minimum contract performance standard(s).

[bookmark: _GoBack]5.2.4 Unacceptable Performance.  Unacceptable performance exists when the CRE does not meet the minimum contract performance standard(s). Unacceptable performance will be discussed by the DRE with the GOVERNMENT REPRESENTATIVE regarding corrective actions for the CRE.

6. TYPHOON READINESS

6.1 The CRE shall depart military bases when Tropical Condition of Readiness 1C (TCCOR 1C) is declared by Military Weather Station authorities and monitor radio/television until the storm passes and to TCCOR Storm Watch (SW) is declared.  When TCCOR SW is declared by Military Weather Station authorities, the CRE shall restart the service within 2 hours unless otherwise advised by the DRE, the base chaplain or the GOVERNMENT REPRESENTATIVE.  




7. PERFORMANCE REQUIREMENT SUMMARY

	Task
	Performance Objective
	PWS Reference
	Performance Threshold
	Surveillance Method

	Children’s Meetings
	Recruit, train, assign, and supervise all teachers and volunteers in Religious Education Programs
	1.4.1
	All scheduled meetings, recruiting, training, and supervising should be done 2 weeks prior to an event.  
	Customer
Survey 

	Scheduling facilities
	Schedule facilities in support of education programs;
	1.4.3
	All scheduling for facilities should be done 2 weeks prior to an event
	100% Inspection 

	Maintaining records
	Ensure accurate records of attendance are maintained
	1.4.4
	All record keeping should be completed 4 days after program ends.
	Random Sampling 

	Provide communication
	-Provide communication and information flow with parents and families of the students, to include a program family handbook with a complete calendar of events, weekly Catholic bulletin announcements

-Parent-Teacher meetings and other activities as assigned by the Chaplain Director;
	1.4.5
	All communication and information flow with parents and families of the students for the following month should be performed one week before the end of each month.

Parents-teachers meetings, if required, should be performed at least by the last day of each month
	Customer
Surveys

	Coordinate Programs
	Coordinate all programs under the direction of the Chaplain. including but not limited to a Vacation Bible School program between 1 June and 31 August, keeping the Chaplain informed of the status of the programs, future scheduling and any problems that may arise
	1.4.6
	All coordination of programs should be performed 2 weeks before the program starts.
	100% Inspection 





(End PWS)
