PROTESTANT RELIGIOUS ACTIVITIES COORDINATOR

STATEMENT OF WORK (SOW)
01 MARCH 2016
I. GENERAL

The Protestant Religious Activities Coordinator (hereafter called “The Contractor”) will oversee coordination and execution of the day-to-day work of all Protestant Religious Programs and Religious Education Programs; coordinate, provide oversight to, and supervise all activities/events; chair committees related to RE, and all Protestant ministry areas; maintain regular office hours; advise the Lead Faith Group Chaplain; provide the base Chaplain Corps a monthly invoice for all services rendered.
II. QUALIFICATIONS 
The Contractor shall include in proposal a list of experience that demonstrates:
Ideally, possession of a BA or BS degree in Religious Education, or two years experience as a Protestant Religious Education Coordinator within the past seven (7) years.  At a minimum, experience with teaching and participating in Sunday School and Vacation Bible School, military chapel program support or volunteer work, a good administrator with strong computer skills (or willingness to be trained in computer programs essential to accomplishing duties stated in this Performance Work Statement).
All individuals performing services under this contract must have access to Andersen AFB, transportation to/from required duties on Andersen AFB, and may be required to provide necessary materials to obtain access to Andersen AFB such as a favorable Guam Police Department background check and proof of US citizenship or valid work permit.
III. SELECTION CRITERIA
Selection for this position will be based on experience and price. Experience is more important than price.
IV. SPECIFIC RESPONSIBILITIES
1. Coordinate and execute day-to-day work of the Protestant Religious Education (RE) program within a pluralistic environment respecting all faiths. In close coordination with the Lead Faith Group Chaplain, implement and maintain a quality, comprehensive RE program for pre-school through adult.

(a) Coordinate as needed and provide oversight to the following RE activities: Weekday Bible Studies, Vacation Bible School (July–August), Life Groups, Children’s Church and Baby Praise.  

(b) Provide oversight and support to the following Lay Organizations: Protestant Men of the Chapel, Protestant Women of the Chapel, Protestant Mothers Care Group, AWANA, and any others Protestant Lay Organizations developed within the duration of the contract as directed by the Lead Faith Group Chaplain.

(c) Coordinate with the Lead Faith Group Chaplain in planning, prioritizing, and other decision making processes affecting the RE program.
(d) Recruit, select, train, motivate and place volunteers in the RE program.
(e) Maintain classrooms, cabinets, and storage areas containing Protestant RE supplies/equipment/literature.
(f) Monitor all RE equipment and report missing or broken equipment to Assigned Faith Group Chaplain.
(g) Draft, design, and finalize publicity for RE programs following the approval of the Lead Faith Group Chaplain.
(h) Ensure preparation of cards, certificates, awards and presentations for Protestant students and staff.
(i) Maintain RE Library.

(j) Prepare and administer surveys to solicit feedback for quality review of RE program at least annually during this contract period.
(k) Maintain RE enrollment and attendance records using prescribed forms and submit to Lead Faith Group Chaplain when requested.

(l) Provide for teacher training sessions and other RE staff meetings as needed.
2. Coordinate and execute the day-to-day work of the Protestant Religious program within a pluralistic environment respecting all faiths. In close coordination with the Lead Faith Group Chaplain, implement and maintain a quality, comprehensive Protestant Religious program. 

(a) As directed by the Lead Faith Group Chaplain, provide oversight and support to Protestant Programs (including but not limited to): regularly scheduled worship services, special and holiday worship services, fellowships, special community observances, ministry fairs, and annual events such as Harvest Fest, Advent Family Night, Rota Walk, Parish Easter Egg Hunt, Protestant Parish Appreciation Dinner as well as other programs deemed appropriate by the Lead Faith Group Chaplain. 
(b) If needed and directed by the Lead Faith Group Chaplain the Contractor shall work with the Facility Manager to assist with the coordination of chapel facilities for Protestant wedding(s), baptism(s), and other events.
(c) Coordinate outreach to newcomers from Sunday worship welcome cards.

(d) Recruit, train, coordinate and monitor volunteers in and around the Protestant worship services to include but not limited to ushers, greeters, Scripture readers, sound technicians and others as directed by the Lead Faith Group Chaplain.
(e) The Contractor shall prepare or ensure the preparation of bulletins, children’s bulletins, announcement PowerPoint Slides, and worship song slides for all worship services and special services as directed by the Lead Faith Group Chaplain.
(f) The Contractor shall prepare memoranda, professional correspondence and materials pertinent to Protestant Chapel requirements and issues as directed by the Lead Faith Group Chaplain.

(g) As needed the Contractor shall assist in preparing and submitting Andersen AFB Chapel Facility Requests, for Protestant Chapel programs and activities.


3. General Responsibilities: 

(a) Draft, design, and finalize publicity for Protestant programs following the approval of the Lead Faith Group Chaplain.

(b) Advertise for Protestant events through the Chapel’s Facebook page, weekly e-bulletin and targeted communication to specific groups within the Chapel or other venues as directed by the Lead Faith Group Chaplain.

(c) Prepare and submit weekly Protestant program numbers for the Lead Faith Group Chaplain to submit on the Air Force Chaplain Corps Activity Reporting System (AFCCARS) reports required by PACAF/HC.

(d) Submit facility requests, funds requests and provide a hand receipt for equipment borrowed in accordance with 36 WG/HC procedures specified on each of the requests or hand receipt for RE related activities.

(e) The Contractor shall ensure all activity leaders are aware of their responsibilities when using chapel facilities and communicate with the Lead Faith Group Chaplain when said responsibilities are not being met.

(f) Maintain a continuity file of significant events and operation procedures on the Chapel’s Share Drive.
(g) Maintain a professional, courteous relationship with Chaplain Corps staff, other contractors, volunteers and other military and civilian agencies.

(h) Comply with all Air Force computer and information security agreements.

(i) Be present and provide input for chapel goal setting, planning and evaluation sessions.

(j) Work with the Catholic RE and Catholic Parish Coordinators on any ecumenical projects deemed appropriate by the Wing Chaplain.
(k) Attend all Protestant Advisory Council (PAC) meetings, give courtesy notification to members, prepare the agenda, assemble needed materials, arranges for lunch if needed, maintain continuity binders and serve as the Recording Secretary.  Minutes are to be signed by the President and Lead Faith Group Chaplain following approval by the PAC and posted with corrections within ten days of the meeting.

(l) Assist with other chapel events or activities as directed by the Wing Chaplain or Lead Faith Group Chaplain.  
4. Duty Arrangements:

(a) Maintain duty hours as coordinated by the Lead Faith Group Chaplain not less than 4 days per week not to exceed 2080 units per year.
(b) Attend weekly chapel staff meetings, Lead Faith Group staff meetings and team building events as directed by the Lead Faith Group Chaplain. Attendance at meetings during office duty hours as directed by the Lead Faith Group Chaplain is required.  Meeting attendance during these hours is to be billed as Office Duty Hours. 

(c) Other meetings and/or special activities or studies outside of normal Office Duty Hours may be required as scheduled by the Lead Faith Group Chaplain. 
(d) The Contractor will maintain office hours during the weekly Contemporary Worship Service and Gospel Worship Service to ensure set up of any requirements for both services is accomplished. These hours are billable as Office Duty Hours. 
5. Advise the Lead Faith Group Chaplain on:

(a) Selection of RE curriculum.
(b) Purchase of supplemental materials.
(c) Annual budget required for all Protestant Religious Programs and Religious Education Programs as outlined in the above paragraphs.

6. Keys/Combinations: Contractor shall establish and implement methods of making sure all keys / combinations issued to the contractor by the Government are not lost or misplaced and are not used by unauthorized persons. The contractor shall not duplicate any keys issued by the Government. The contractor shall immediately report to the Contracting Officer or Chapel Facility Manager any occurrences of lost or duplicated keys. In the event that keys, other than master keys, are lost or duplicated, the contractor may be required, upon written direction of the contracting officer, to re-key or replace the affected lock or locks without cost to the Government. The Government may, however, at its option, replace the affected lock or locks or perform re-keying and deduct the cost of such from the monthly payment due the Coordinator. In the event a master key is lost or duplicated, the Government shall replace all locks and keys for that system, and the total cost deducted from the monthly payment due the contractor.
7. Care of Facility:

(a) Follow building manager security program.  Ensure the chapel building and other facilities used for Protestant Religious Programs and RE activities are secured after hours or when Chaplain Assistant is not available.
(b) Ensure Set-up and tear down of facility (i.e., returning tables and chairs to original location, storing TV's in their secure locations). Ensure books and materials are properly stored and classrooms are free of loose materials and debris after use. Contractor may recruit volunteers from congregation to perform set-up and tear down tasks.
V. GOVERNMENT OWNED EQUIPMENT:


1.
The chapel shall provide suitable office space and necessary program specific supplies and equipment as arranged through the 36th Wing Chaplain or designated representative.

2. The Contractor shall use the equipment or supplies provided by the Chapel only for contract performance and will exercise reasonable care in handling the equipment. At the end of the contract, the contractor will return the equipment to the Chapel in substantially the same condition in which it was received, ordinary wear and tear excepted.
3. The Contractor will submit funds request for any special supplies needed to perform services not provided above.
4. The Contractor shall safeguard all Government/Chapel equipment and supplies provided to fulfill this position. 
5. The Contractor may use Chapel owned or managed audio/visual equipment located in the chapel.  
6. No equipment may be removed from the Chapel without written authorization from the Wing Chaplain or his/her designated representative.

VI. SUBSTITUTION

1. The contractor will provide a substitute when not personally performing the contracted service.

2. The contractor must provide a suitable substitute who meets all the qualifications set forth in paragraph two of this PWS.
3. The contractor shall notify the Lead Faith Group Chaplain when a substitute will be used and provide the chaplain the substitute’s name and phone number no less than 2 hours in advance of the use of a substitute. 

4. Payment of the substitute is the responsibility of the contractor.

5. The Contractor shall notify the contracting officer prior to performance in the event that services are to be performed by a qualified employee of the contractor, in order to prepare a contract modification incorporating the Service Contract Act into this contract.
VII. ESTIMATED WORKLOAD AND MAXIMUM BILLABLE SERVICE UNITS 

The maximum allowable service units are defined as follows:

Each Service Unit shall consist of 1 hour spent performing the following:

Scheduled Office Duty Hour (one hour) =1 Service Unit

Special Events Activity (one hour) = 1 Service Unit

Training Activity (one training hour) = 1 Service Unit

Estimated workload for the performance period of 1 April 2016 to 31 March 2017 is 2,080 Service Units. Service is not to exceed 2,080 Service Units for the contract period. 
VIII. BACKGROUND CHECK

This contract will be awarded on a provisional basis until a thorough Criminal History Background Check is performed per Public Law 101-647, Section 231, Crime Control Act of 1990; DoDI 1402.5, Criminal History Background Checks on Individuals in Child Care Services, AFI 31-501 Background checks/Investigations and 36 WG/HC OI 31-3, Background Investigations.  The background check will be coordinated by the NCOIC, Wing Chaplain Division and includes an Installation Records Check and a Child Care National Agency Check and Inquires.  Unfavorable response on either check will result in immediate termination of position.

IX. INSPECTION AND ACCEPTANCE OF SERVICES

1.  The contractor will not be under the direct supervision of government personnel.  However, contractor providing services will be monitored and inspected by a designated Government Representative.
2.  Contractor performing services under this work statement is an independent contractor who is responsible for accounting and payment of social security taxes, federal income taxes, state income taxes, unemployment insurance premiums, and tort liability.  

3.  Service units to be paid under the contract will be based upon actual work performed by the contractor and accepted by the government. 

X. INVOICING
Service units to be paid under the contract will be based upon actual work performed by the contractor and accepted by the government.  Invoices shall be submitted electronically via the government’s iRAPT System.  Payments shall be made by EFT.

XI. PROPOSAL REQUIREMENTS
In response to the Request for Quote the contractor shall submit a Proposed Price Per Service Unit and supporting documents sufficient to demonstrate qualifications (Work History and/or Past Performance Information and/or Resume, etc.).  
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