STATEMENT OF WORK

ROMAN CATHOLIC 
COORDINATOR OF RELIGIOUS EDUCATION

NB AND MURPHY CANYON  

SAN DIEGO, CA

1   Statement of Work:

In coordination with the Catholic Chaplain, the Coordinator will provide quality religious education classes and events for the children, youth and adults assigned to NB and Murphy Canyon San Diego Chapels.  An effective and vibrant Catholic religious education program is an essential element of the Command Religious Program.

2   Knowledge and Skills Required of the Position:

A.  Have a minimum of four years experience as a Coordinator of Religious Education, 

administrator, or teacher in a Catholic Church, school or military chapel.

B.  Certification as a Catechist from a diocesan program of religious education.

C.  History of recruiting, training, and coordinating volunteers as catechists and other essential components of a faith formation team.

D. Ability to work closely with the Catholic chaplain at the Command regarding religious education and formation.

3   Objectives and Tasks:

Working with the senior Catholic chaplain at the Command, the Catholic Director of Religious Education will coordinate all facets of the Catholic program for Catholic personnel of the NB and Murphy Canyon SAN DIEGO chapel community, to include family members and dependents of active duty personnel. This includes:

A.  Advising the Catholic chaplain of the needs of the Catholic program at the NB AND Murphy Canyon San Diego chapel.

B. Coordinating with the Roman Catholic Chaplain the Catholic religious education program budget, functions, events, and activities needs.

C. Maintaining religious texts and other program materials.

D. Assist the Catholic chaplain in coordinating the sacramental program of the chapel community.

E. Assist the Catholic chaplain in coordinating and scheduling events (e.g., VBS programs, ecumenical or inter-denominational events) with other religious groups present at the Command.

F. Coordinate and maintain volunteer teachers and assistant staff for all religious education and faith formation programs, i.e., CCD, RCIC, RCIA.

G. Coordinate and provide training and certification opportunities for catechists as required by the Archdiocese for the Military Services.

      I.   Assist volunteers in maintaining accurate records of catechist and student training

  conducted, test scores, attendance, sacramental participation and other pertinent   

  information.

J. Conduct registration of participants in religious formation programs.

K. Coordinate use of chapel and classroom facilities with the chapel manager.

L.  Provide for adult and teen Confirmation programs.

4   Evaluation:

The contractor will be evaluated on the following components:

Technical: Offeror shall provide.
A. Certification as a Catechist from a diocesan program of religious education.
Resumes: Offeror shall provide a resume with offer.

B. Recent and in-depth experience in recruiting, training, and coordinating volunteers as catechists and other essential components of a faith formation team.
C. Recent and in-depth experience as a Coordinator of Religious Education, 

administrator, or teacher in a Catholic Church, school or military chapel.

D. Recent and in-depth experience working closely with the Catholic chaplain at the Command regarding religious education and formation.

5   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 contractor 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 is responsible to arrange for providing all uninterrupted services in accordance with contract terms and conditions in the event of personal illness, vacations, or any other times that they are unavailable.  If the absence is scheduled, the name of the replacement will be provided 15 days prior to absence (except in case of an emergency when the Installation Chaplain and/or staff should be contacted immediately).

C.  Must uphold and adhere to the highest standards of personal conduct, morals and ethics for a professional and must always be conscious of the trusted position they hold and the reputation they embody as a contractor of the Metro San Diego Religious Ministries’ Program.

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

7   Place of Performance:
Work is to be performed primarily at the NB and Murphy Canyon San Diego Chapel.  The Government point of contact is the Installation Chaplain at NB and Murphy Canyon San Diego.

8   Physical Demands:

The contractor performs primarily sedentary work; some walking, standing, carrying of light items, cleaning of immediate work area. Travel is not required for this contract.

9   Work Environment:
The majority of work is performed in a chapel 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.  Government point of contact is the Installation Chaplain at (858) 268-2213.  A CAC Card is not required for this position.

10   Government Managerial Controls: 

The contractor shall contact the Contracting Officer with questions regarding this contract.  The contractor 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 religious ministry. 

The contractor shall interpret 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 shall inform program manager of progress and potentially controversial matters. 

11   Inspection and Acceptance: 

Contractor presence and performance will be verified by the Installation Chaplain prior to invoice acceptance.

12   Deliverables: 

For this contract, deliverables will be the contractor’s presence and performance at each event.  All deliverables must meet professional standards and the requirements set forth in the contract.  MSRs will be submitted by email to the Religious Programs Authorizing Official for review and electronic acceptance. This is an important step in the invoicing process.

13   Period of Performance:
The period of performance of this contract shall be from:
Base Year:  01 October 2015 to 30 September 2016.

Option Year 1: 01 October 2016 to 30 September 2017.  

Option Year 2: 01 October 2017 to 30 September 2018.  

Option Year 3: 01 October 2018 to 30 September 2019.  

Option Year 4: 01 October 2019 to 30 September 2020

NAVSUP 5252.243-9400 AUTHORIZED CHANGES ONLY BY THE CONTRACTING OFFICER (JAN 1992) 
(a) Except as specified in paragraph (b) below, no order, statement, or conduct of Government personnel who visit the Contractor's facilities or in any other manner communicate with Contractor personnel during the performance of this contract shall constitute a change under the "Changes" clause of this contract.

 (b) The Contractor shall not comply with any order, direction or request of Government personnel unless it is issued in writing and signed by the Contracting Officer, or is pursuant to specific authority otherwise included as a part of this contract.

(c) The Contracting Officer is the only person authorized to approve changes in any of the requirements of this contract and notwithstanding provisions contained elsewhere in this contract, the said authority remains solely with the Contracting Officer. In the event the Contractor effects any change at the direction of any person other than the Contracting Officer, the change will be considered to have been made without authority and no adjustment will be made in the contract price to cover any increase in charges incurred as a result thereof. The address of the Contracting Officer is: Mr. James Browley, Operational Forces Support Division Director, FLCSD San Diego Code 220, 3985 Cummings Road, Building 116, San Diego CA 92136-4200
Quality Assurance Surveillance Plan

CNRSW Religious Ministries 

Roman Catholic Coordinator of Religious Education (CRE)

Murphy Canyon and NB San Diego, CA
Requisition No.:  TBD

FLC San Diego Contract: TBD

Date: 2 April 2015

1. PURPOSE

This Quality Assurance Surveillance Plan (QASP) provides a standard of surveillance for The Roman Catholic Coordinator of Religious Education Murphy Canyon and San Diego, CA 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 and continue through the base year of the contract commencing after the award date.   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 monthly Receive and Acceptance Invoices 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. Table below may be reproduced and used for documenting result of each surveillance inspection.

Performance Requirements Statement Summary

	Primary Performance Objective
	Performance Standard

(and AQL)
	Frequency
	Method of Performance Assessment

	Coordinate the sacramental program for RC at Murphy Canyon and NBSD Chapels
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Coordinate and maintain volunteer staff for religious Ed and faith formation
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Registration of participants in religious formation programs
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Submission of all sacramental forms to the Archdiocese for the Military Services USA
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Maintain files of all sacraments that come under the guise of the CRE duties
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Coordinate and schedule events
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer

	Assist volunteers in maintaining accurate records
	Provide 100% of the time
	Weekly


	Review of Submitted invoices by Surveillance Officer


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

