NAVY FAMILY SERVICE CENTERS OF HAMPTON ROADS

Statement of Work 

DRAFT

SECTION C-1:  SCOPE OF WORK   

1.0.  GENERAL  DESCRIPTION.   The contractor shall provide services, programs, personnel and their management and administration for Navy Family Service Centers of  Hampton Roads, Virginia.  The contractor shall deliver direct client services to include information and referral, education and training, counseling and advocacy; plus the support services and material necessary to fully achieve the Navy’s Family Service Center (FSC) mission.  The contractor must comply with regulatory and instructional guidance pertaining to FSCs, accreditation standards and other required tasking and assignments, and accomplish all tasks listed in the Performance Work Statement unless otherwise directed.

1.1  AREA OF RESPONSIBILITY.  Navy Family Service Centers of Hampton Roads serve all Navy and Marine Corps commands located in Norfolk, Virginia Beach, Portsmouth, Chesapeake, Newport News and Yorktown, Virginia plus service members and families who live throughout the Hampton Roads region.  This area is home to the Navy’s greatest concentration of active duty personnel - over 80,000. Commands served are predominately fleet and fleet support units, yet all type commands are represented in the area. 

1.2. ELIGIBILITY FOR SERVICES.  Navy Family Service Centers of Hampton Roads may serve active duty members of the Navy, Marine Corps, Army, Air Force and Coast Guard plus their legal dependents; active duty members of foreign military services who are stationed in the area; reserve military personnel while on active duty; military retirees, their dependents and widows and other groups as directed or authorized by higher authorities in response to special circumstances.  

1.3.  FLEET READINESS SUPPORT. Navy Family Service Centers of Hampton Roads provide services in a fleet-intensive environment; therefore, all programs and services shall be continually assessed by the contractor to determine their relevance to fleet readiness and associated family support requirements.  The contractor shall ensure that emphasis on the experiences associated with deployment, mobile lifestyles and other contingencies of military service is an integral part of all programming. As new program requirements emerge and priorities change over time, the contractor must be flexible in adjusting service delivery methods and employ new approaches and technologies to meet changing needs within the fixed price of this contract.  

SECTION C-2:  GENERAL INFORMATION.

2.0.  NAVY FAMILY SERVICE CENTER OVERVIEW AND MISSION.  FSCs have been established at most Navy installations to provide services that facilitate personal and family readiness and adaptation to life in the military.  The primary mission of each FSC is to assist commands in achieving operational readiness, superior performance, member retention, and a reasonable quality of life for military personnel and their families.  Commands and FSCs share the common goals of keeping individuals and families healthy and strong, preventing individual and family dysfunction, facilitating personal and family self sufficiency, and creating overall command and community wellness.  Navy FSCs are located throughout the United States and in nine foreign countries.

2.1. FSC MASTER PLAN. In an effort to streamline the FSC program and modernize service delivery, Navy Personnel Command (PERS-66) introduced a FSC Master Plan (1998).  It changed the classification of FSCs from levels based upon population supported to configurations designated as Regional, Heartland, OCONUS/Remote and Satellite, with staffing standards for each.  In addition, the Master Plan arranged key FSC functions (previously called core programs) into the following four Readiness Support Capabilities


2.1.1.  OPERATIONAL SUPPORT.  This group of services directly supports operational requirements related to deployment and mobilization by preparing service and family members to better anticipate and understand the physical and emotional demands associated with deployment.  Types of services include: Deployment and Mobilization Support, Return and Reunion Programs, Ombudsman Training and Support, Crisis Response Services, Life Skills Education, Personal Financial Management, Command Support Services, Sexual Assault and Rape Prevention and Response Services and Information and Referral Services.


2.1.2.  MOBILITY SUPPORT.  This category includes FSC services that support the mobile military lifestyle by facilitating successful relocations, transitions to civilian life, career decision making, job seeking, and adjustments of service and family members to life in the military.  Types of support services include: Relocation Assistance, Transition Assistance, Employment Assistance and Exceptional Family Member Support.


2.1.3.  COUNSELING AND ADVOCACY SUPPORT.  This group of services includes clinical counseling for individuals families and groups, family violence treatment and prevention, victim advocacy services and critical incident debrief services. 


2.1.4.  MANAGEMENT AND TECHNOLOGY SUPPORT.  This category includes the overarching FSC management structure that ensures high quality human service delivery to include management and supervision, administrative support, information technology services, data collection and analysis, marketing and multi-media support, and volunteer coordination.

2.2.  NAVY FAMILY SERVICE CENTERS OF HAMPTON ROADS.  Historically, the five FSCs in the Hampton Roads area have had a longstanding cooperative relationship.  They were each subordinate to separate commands but shared a contract and coordinated service delivery.  During 1998-99, the Navy’s support infrastructure in the mid-Atlantic region underwent a process known as “regionalization,” whereby activities were reorganized by function rather than by installation.  As a consequence, the centers were consolidated into a single service organization under one command – Atlantic Fleet Headquarters Support Activity.  The Commanding Officer is also Program Manager for Support Services throughout the mid-Atlantic region.  The regional FSC organization, under its new title “Navy Family Service Centers of Hampton Roads,” consists of a central office for planning and policy, contract oversight, budget execution and administrative support services and Navy Family Service Center (NFSC) sites at Naval Station Norfolk, Naval Amphibious Base Little Creek, Naval Air Station Oceana, Naval Weapons Station Yorktown and Naval Security Group Activity Northwest.    


2.2.1.  NFSC NORFOLK.  This center is the Navy’s first and largest FSC and is located at 7928 14th Street in Norfolk, plus several outlying sites.  It serves commands based in the Sewells Point area of Norfolk and Portsmouth, VA, which have the Navy’s largest concentration of fleet units and operational tenants in the world.  NFSC Norfolk delivers all required programs and services according to the four Readiness Support Capabilities, some of which are delivered regionally.


2.2.2.  NFSC LITTLE CREEK.  The center is located at 1450 D Street on the Naval Amphibious Base, which is on the boundary between Norfolk and Virginia Beach, VA. 


2.2.3.  NFSC OCEANA.  The center is located at 1896 Laser Road aboard Naval Air Station Oceana in Virginia Beach, VA.  A satellite center is located aboard the Fleet Combat Training Center, Atlantic at Dam Neck.


2.2.4.  NFSC YORKTOWN.  The center is located outside Gate 3, at Naval Weapons Station Yorktown.  A satellite center is located at Newport News Shipbuilding in downtown Newport News.


2.2.5.  NFSC NORTHWEST.  The center is located aboard the Naval Security Group Activity Northwest in Chesapeake, VA.

SECTION C-3:  GOVERNING REGULATIONS, INSTRUCTIONS, POLICIES AND PRINCIPLES.

3.0.  GENERAL DESCRIPTION.  Navy Family Service Centers of Hampton Roads operate within the framework of multiple requirements and directives issued by the Department of Defense, Department of Navy, Commander, Naval Region Mid-Atlantic and the Program Manager.  The contractor shall be familiar with and abide by all regulatory requirements, instructions and policies pertaining directly or indirectly to NFSCs of Hampton Roads.  A current list of relevant directives is at attachment 1.  As new or revised directives are received from higher authorities, they will be provided to the contractor for review and, if appropriate, implementation within the contract scope of work.  New requirements that significantly change or increase the scope of work will not be implemented without the necessary contract modifications and subsequent cost negotiations.  

3.1.   INSTRUCTIONS GOVERNING FSC SERVICE DELIVERY.  The contractor shall ensure all core FSC programs and services are implemented in accordance with the governing instructions for those programs, and that all staff members are thoroughly familiar with the instruction(s) that pertain to their work.  Instructions governing FSC service delivery are:

· SECNAVINST 1754.1A, of 23 Feb 99, “Department of Navy Family Service

Center Program” 

· Navy QOL Family Service Center Master Plan of 13 Feb 98

· REGSUPSVCINST 1754.1, OF 18 Jun 99, “Navy Family Service Centers”

· OPNAVINST 1740.5, of 6 Nov 90, “Personal Financial Management Education, Training and Counseling Program”

· SECNAVINST 1752.4, of 2 Jul 96, “Sexual Assault Prevention and Response”

· OPNAVINST 1752.1A of 23 Mar 98, “Sexual Assault Victim Intervention (SAVI) Program”

· SECNAVINST 1754.6, of 14 Feb 91, “Relocation Assistance Program for DON Military Personnel”

· OPNAVINST 1900.2, of 30 Aug 93, “Transition Assistance Management Program” 

· SECNAVINST 1754.5, of 17 Aug 90, “Exceptional Family Member Program”

· OPNAVINST 1754.2A, of 7 Sep 93, “Exceptional Family Member Program”

· SECNAVINST 1752.3A, of 11 Sep 96, “Family Advocacy Program”

· OPNAVINST 1752.2A, of 17 Jul 96, “Family Advocacy Program”

· REGSUPSVCINST 1752.1, of 09 Aug 99, “Family Advocacy Program (FAP)”

· OPNAVINST 1750.1D, of 27 Jun 94, “Navy Family Ombudsman Program”

· DOD Instruction 1342.22, of 30 Dec 92, “Family Centers”

3.1.1.  DEFINITIONS.  The above instructions contain lists of definitions relevant 

to the functions described in this statement of work.  Should the contractor encounter other terms or acronyms that are unfamiliar, they may be submitted to the COR for clarification and explanation. 

3.2.  NAVY ACCREDITATION STANDARDS.  To ensure FSCs deliver professional and consistently high quality services, the Navy has developed over 150 standards for performance.  The Naval Personnel Center conducts triennial site visits to evaluate compliance with the quality standards.  With full compliance on critical standards and at least 85% of all standards met, FSCs receive a three-year accreditation.  The contractor shall be thoroughly familiar with all accreditation standards and ensure full compliance with those under its purview.  

The contractor shall implement an ongoing internal process for review of quality standards and correct deficiencies as soon as they are identified.  In addition, the contractor shall participate in the process of planning and preparing for the triennial site visit. 

3.3.  REGULATORY REQUIREMENTS APPLICABLE TO CONTRACTOR PERSONNEL.  Contractor personnel are subject to a number of other regulations that govern different aspects of the work to be performed under this contract.

3.3.1. STANDARDS OF CONDUCT.  The contractor shall ensure all 

contractor personnel are held to the same standards for ethical conduct that apply to government personnel as set forth in the Joint Ethics Regulation (JER), DOD Directive 5500.7-R of 30 August 1993.   Situations that must be avoided include:



3.3.1.1.  MISUSE OF POSITION.  Contractor personnel may not use their position as a member of the NFSC staff for private gain to include endorsing products or services, coercing benefits, helping friends or giving any appearance of government sanction for private benefit.  Examples of prohibited use of position by NFSC service providers are: soliciting or accepting gifts from clients or from individuals seeking access to clients; referring clients to businesses or private practitioners in which the contractor or any member of the contractor’s staff has an interest, financial or otherwise; showing favoritism to friends or relatives when making referrals to outside service providers or giving any form of preferential treatment when it might give the appearance of using one’s position for private benefit.

3.3.1.2.  MISUSE OF GOVERNMENT PROPERTY OR RESOURCES. Contractor personnel must not misuse government property or resources.  Examples of prohibited activities involving government resources include but are not limited to:  mailing personal letters as official mail, making personal long distance calls at government expense, and using government material and equipment for personal gain.  Contractor personnel may use government information systems for accessing the internet, browsing the World-Wide Web and communicating via electronic mail for any purpose not prohibited by law, regulation, instruction or command policy as long as their use does not interfere with work performance.  Prohibited uses of government information systems include but are not limited to:  accessing, storing, distributing or viewing material that is pornographic, racist, or subversive in nature; obtaining, installing, copying, pasting, transferring or using software or other materials obtained in violation of the appropriate vendor’s patent, copyright, trade secret or license agreement; knowingly writing, coding, compiling, storing, transmitting or transferring malicious software code to include viruses, logic bombs, worms and macro viruses;  promoting partisan political activity; disseminating religious material; using the system for personal financial gain such as advertising or solicitation of services or sale of personal property; fund raising activities, either for profit or non-profit; gambling, wagering or placing of any bets; writing, forwarding or participating in chain letters; and posting personal home pages. 

3.3.1.3.  PROHIBITED OUTSIDE ACTIVITIES.  The contractor shall ensure contractor personnel do not engage in outside activities or employment that interferes with work performance, involves conflict of interest with NFSC, violates regulations or creates an appearance of impropriety.  Accepting fees for speaking, teaching or writing is specifically prohibited if the subject relates to NFSC programs and services or the person’s position within the NFSC.  


        3.3.1.4.  REPORT FRAUD, WASTE AND ABUSE. The contractor shall ensure that knowledge or suspicion of fraud, waste or abuse by contractor or government personnel is reported to the Contracting Officer’s Representative (COR) as soon as possible.


3.3.2.  CRIMINAL HISTORY BACKGROUND CHECKS (CHBC). Per DOD Instruction 1402.5, contractor personnel who routinely provide services to or care for children in the performance of their NFSC duties are subject to Criminal History Background Checks. State Criminal History Repositories (SCHR) for each state where the individual has lived for the past five years, local check (conducted by the base where the staff member is employed), and a Family Advocacy Program (FAP) check if staff member has prior DOD affiliation.  If the staff member’s spouse is an active duty member, he/she will also be asked to complete a FAP consent form.  As a minimum, providers of clinical services, and others whose duties specifically relate to children and children’s services must consent to be checked as a condition of employment.



3.3.2.1.    CHBC PROCEDURES.  The contractor shall inform applicants for positions requiring CHBC about the checks and that an adverse report could result in removal from the position.  The contractor shall maintain a supply of the forms required to initiate the checks and provide them to new employees affected by this requirement during in processing.  Forms include the Questionnaire for Public Trust Positions (SF85-P), the FBI Fingerprint Card (FD-258), a consent form and Continuation Form (SF86-A).  The FBI Fingerprint Card must be taken by the employee to the installation Security Office, where fingerprints are taken.  Once all forms are completed, they shall be turned in to the government’s CHBC point of contact in the NFSC regional office, who will review and forward them to the appropriate agencies.  The point of contact will also obtain the employee’s signature, if required, on requests for SCHR checks.   New contractor personnel who have had a CHBC within the past two years prior to employment must provide proof of the check or undergo a new check.   



3.3.2.2.  RESULTS OF CHECKS.  Contractor personnel whose checks are still pending may not provide services to children except in the presence of their parents or in direct line of sight of another person who has completed required checks with favorable results.  Results of checks are returned to the CHBC point of contact and maintained as confidential information.  Favorable results will be reported to the contractor, and the employee is then cleared to provide services to children.  Unfavorable findings will be brought to the attention of the Contract Manager by the Contracting Officer’s Representative (COR), and a course of action will be negotiated consistent with the Criteria for Criminal History Background Check Disqualification contained in DOD Instruction 1402.5.  Any conviction for a sexual offense, a drug felony, a violent crime, or a criminal offense involving a child or children is cause for mandatory disqualification. The contractor shall ensure employees are informed of derogatory reports, and advised that they may obtain a copy of the Criminal History Report and have the right to challenge the accuracy and completeness of any information in the report through the DOD Privacy Program (DOD 5400.11-R).    


3.3.3.  CLINICAL PRIVILEGING OF CLINICAL PRACTITIONERS. SECNAVINST 1754.7 provides minimum standards for the provision of clinical counseling services and the credentials review and privileging of clinical providers within Navy FSCs.  Practice groups eligible for independent privileging include state licensed or certified Social Workers, Psychologists and Marriage and Family Therapists.  Clinical providers who are not privileged must practice under the supervision of a clinically privileged independent practitioner.  The contractor shall be thoroughly familiar with this instruction and ensure full compliance with all requirements contained therein.



3.3.3.1.  PRIVILEGING PROCEDURES.  The contractor will ensure that eligible clinical providers request clinical privileges commensurate with their level of professional qualifications and competence.  This request will be submitted via the NFSC privileging point of contact to the designated privileging authority in accordance with established procedures and documentation requirements.  The contractor shall also establish and maintain an individual credentials file (ICF) on each clinical practitioner containing documentation on licensure and certification status, education and training, professional experience, competencies and clinical privileges granted by the privileging authority.    ICFs (as well as Individual Professional Files or IPFs for non-privileged providers) must be kept current, and be made available upon request of the COR or NFSC privileging point of contact for their review and/or forwarding as required to the designated privileging authority.   The contractor will ensure that privileged practitioners provide only the services and treatments covered by their privileges.



3.3.3.2. STANDARDS OF PROFESSIONAL AND ETHICAL CONDUCT BY CLINICAL PROVIDERS.  The contractor shall hold all clinical providers to the standards of professional and ethical conduct prescribed by their particular discipline or licensing board.  Unacceptable conduct by clinical providers includes but is not limited to: having an improper personal involvement with a client; imposing religious doctrine or personal values in clinical treatment; making referrals to private service providers where there might be even the appearance of a conflict of interest; receiving compensation for treatment of patients eligible for care in DoD facilities or via an authorized TRICARE/CHAMPUS provider; providing clinical services under the influence of alcohol or drugs; misrepresenting clinical skills or clinical privileges to clients and withholding information from Navy privileging authorities about past misconduct, disciplinary actions or judgements.  The contractor shall fully cooperate with investigations into allegations of impairment or misconduct by clinical providers per SECNAVINST 1754.7. In the event a clinical provider is removed from direct service delivery during an investigation, the contractor shall ensure there is no degradation in clinical services to NFSC clients. 



3.3.3.3.  PROFESSIONAL LIABILITY.  Each clinical provider shall be covered by professional liability insurance with a minimum limit of $1,000,000 per claim per person and $3,000,000 annual aggregate person that indemnifies the government of any liability that is attributable to any action or omission of the contractor or contract clinical provider.           


3.3.4. CONFIDENTIALITY.  All contractor personnel regardless of their position within the NFSC organization shall safeguard personal information on clients in accordance with the Privacy Act of 1974.  NFSC records that contain personal information must include a Privacy Act statement signed by the client.  Disclosure of personal information not specifically authorized by the client via a signed release of information will be made only after approval by the COR, who will first obtain the advice of the Command’s legal counsel. Improper disclosure of sensitive or private information in violation of the DON Privacy Act Program (SECNAVINST 5211.5D) or the Nuclear Weapons Personnel Reliability Program (OPNAVINST 5510.162) may subject the contractor or its personnel to criminal liability.  



3.3.4.1.  REQUIREMENTS FOR MANDATORY REPORTING.  Disclosure of life threatening or high-risk situations is not prohibited by the Privacy Act. All contractor personnel are required to report knowledge of such situations, including but not limited to child abuse, spouse abuse in which there is physical injury or threats of bodily harm, impairment due to drugs or alcohol by active duty personnel, suicide or homicide threats and ideation and sexual assault.  The contractor shall develop procedures for managing life threatening or high-risk situations and for making required reports consistent with Navy instructions.  After COR approval, procedures shall be disseminated to all personnel, covered during new staff orientation reviewed annually thereafter.



3.3.4.2.  INFORMATION SECURITY.  Although not authorized access to classified information, contractor personnel may occasionally need to have knowledge of information that is confidential or sensitive in nature, to include information about ships movements.  The contractor shall ensure all personnel are aware of their responsibility to safeguard privileged information, especially that pertaining to Naval operations.



3.4.  LOCAL POLICIES AND PROCEDURES.  The contractor shall comply with all policies and procedures promulgated by Commander, Naval Region Mid-Atlantic, the Support Services Program Manager and Installation Commanders that apply to Navy Family Service Centers of Hampton Roads or any one of its sites.  

3.4.1.  HOURS OF OPERATION.  The contractor shall ensure that each center is fully operational during its posted hours of operation.  Hours of operation for each center are approved by the Commanding Officer of the host installation and may therefore vary slightly from one location to another.  Each center will be open not less than 42.5 hours each Monday through Friday unless the center is officially closed for reasons determined by the government. NFSCs of Hampton Roads are closed on Saturdays, Sundays and Federal Holidays unless directed to be open in the event of a contingency situation.


3.4.2.  AFTER-HOURS PROGRAM AND SERVICE DELIVERY.  The contractor shall plan and schedule programs and services consistent with the needs of commands and/or clients being served without regard to NFSC hours of operation.  When delivering after-hours programs and services in an NFSC facility or at a command designated location, contractor personnel shall follow security procedures detailed in Section C-6.

3.4.3.  WEATHER EMERGENCIES.  Contractor personnel are classified as non-essential during weather emergencies and will not report for work if their installation has curtailed operations. Contractor personnel should follow instructions for “bravo personnel” issued via local broadcast media.   


3.4.4.  EXTENDED OPERATIONS. In the event of a major humanitarian crisis or rapid deployment of military forces, NFSC Hampton Roads may be required to extend operations up to 24-hour a day to meet increased needs for services.  In such cases the contractor shall fully support all requirements and make necessary changes in scheduled programming in order to respond to emergency service delivery priorities established by the COR.  This may include performing duties not normally performed by the contractor and at sites other than normal duty locations.


3.4.5.  RECALL OF CONTRACTOR PERSONNEL.  Contractor personnel are subject to being called in during non-duty hours to provide assistance in the event of an emergency or crisis.  The contractor shall provide a personnel recall bill to the COR and update it as required.  It should include the names and home telephone numbers of all personnel and procedures for ensuring 100% contact.


3.4.6.  DECALS, PASSES AND BADGES.  Contractor personnel must obtain the decals, passes and badges required by the installation to which they are assigned.  Contractor personnel shall follow identified procedures for obtaining decals, passes and badges, and for turning them in when they leave the contractor’s service.  

3.4.7.  RESPONSE TO MEDIA INQUIRIES.  Media inquiries pertaining to the Navy in Hampton Roads are coordinated by the appropriate Public Affairs Office.  If approached by a representative of the media, contractor personnel will direct them to the Atlantic Fleet Headquarters Support Activity Public Affairs Officer without providing any additional information.  Contractor personnel may be requested by the COR to give media interviews related to the delivery of NFSC services that have been arranged or approved by the Public Affairs Officer. 


3.4.8.  SMOKING POLICY.  Smoking is prohibited in NFSC facilities as well as most other government buildings.  Contractor personnel may smoke in designated areas located outside NFSC facilities.    


3.4.9.  CLIENT RIGHTS.  The contractor shall ensure all personnel are familiar with the NFSC statement of client rights and abide by it.  A written statement of client rights shall be posted in all NFSC facilities, in locations visible to clients entering the facility. 

SECTION C-4:  CONTRACTOR PERSONNEL.

4.0. QUALIFICATIONS.  The contractor shall provide personnel who meet or exceed the qualifications identified for each labor category below.  Resumes of all prospective new employees must be submitted to the COR for qualifications review and approval prior to selection. For labor categories that have specific education and experience requirements, the contractor may, on a case-by-case basis and with COR approval, substitute the education requirement with its equivalent in specialized experience related to the type of work required, and vice versa.  Personnel assigned supervisory responsibilities over others in their labor category must have demonstrated the skills necessary for effective supervision and leadership.  All personnel shall have at least a high school diploma and be competent in both written and spoken English.  Familiarity with military structure and lifestyle issues and the organization and mission of Navy FSCs is mandatory for supervisory personnel and highly desirable for all providers of direct services to clients.  Any licenses, certifications or memberships required of contractor personnel shall be obtained at no cost to the government.

4.0.1.  CONTRACT MANAGER.  The contract manager is the on-site operating officer for the NFSCs of Hampton Roads contractor and the primary point of contact for the Contracting Officer’s Representative (COR).  The incumbent of this position shall have at least a Master’s Degree in a Human Service related field, experience in delivering direct services in their field, and three or more years experience in the management of human service organizations.  Their experience must include supervising human service professionals, program planning, implementation and evaluation, and consultation/collaboration with a variety of military and civilian agencies.

4.0.2.  CHIEF OF SERVICES.  The Chief of Services is the contractor’s senior 

management position at each primary NFSC site or manager of a group of services for the entire region.  Incumbents of these positions shall have at least a Master’s Degree in a Human Service related field, experience in delivering direct services in their field, at least two years supervising direct service providers and have demonstrated competence in management.  

4.0.3.  CLINICAL PRACTITIONER (PRIVILEGED).  Clinical practitioners

must meet the requirements for Tier II described in SECNAVINST 1754.7 to include having a state license or certification that allows them to provide clinical services as an independent practitioner and written clinical privileges granted by the designated privileging authority.  Clinical practitioners who provide clinical supervision must have an additional two years experience in a clinical setting, post licensure (Tier III).  

4.0.4.  CLINICAL PROVIDER (NON-PRIVILEGED).  Clinical providers must 

meet the requirements for Tier I described in SECNAVINST 1754.7 to include having a masters or doctoral degree from an accredited program in Social Work, Marriage and Family Therapy, Psychology, Counseling or an allied field leading to a state license or certification to provide clinical services.  Incumbents of these positions may have not yet accumulated sufficient supervised clinical experience for state licensure or certification; or they are licensed or certified to practice in a clinical field that does not meet the educational requirements for clinical privileging within Department of Navy.  Non-privileged clinical providers must be under the clinical supervision of Tier III privileged practitioners, and their numbers may not exceed 30% of the total clinical counseling workforce at a given site.  

4.0.5.  EDUCATOR.  Educators are non-clinical personnel who provide

classroom training, workshops, and seminars in support of the education and training component of NFSC programs and services.  Educators must have a minimum of a Master’s Degree in education or another field directly related to the type of work required, and have demonstrated skills in making presentations and facilitating training for large and small groups.  In addition, educators must have at least two years of experience providing services related to the specific program area to which they are to be assigned, i.e. financial education or life skills education.  

4.0.6.  PROGRAM SPECIALIST.  Program Specialists are assigned to specific 

program areas to provide one-on-one assistance to customers and deliver informational presentations and briefings about NFSC services and other subjects that do not require professional expertise in a particular field.  Program Specialists must have a Bachelor’s Degree and at least two years experience in human service delivery that includes interviewing, assessing and assisting clients, making referrals, and giving presentations and briefings.  

4.0.7.  INFORMATION TECHNOLOGY PERSONNEL.  All personnel assigned

to provide information technology support must have at least two years experience in computer and information technology systems and have demonstrated competence in NT server and NT workstation hardware and software installation, configuration and maintenance.  Personnel must be able to troubleshoot problems related to computer hardware and software and be able to assist and train computer users within the organization.  Information technology personnel assigned duties as Local Area Network (LAN) Administrator must have additional knowledge and expertise in LAN management to include familiarity with system policies, security and fault tolerance. Information technology personnel must have at least an Associate’s Degree in an information technology field or an equivalent industry certification.  Supervisory personnel within this category must be able to plan and implement strategies for applying information technology to achieving the NFSC mission.

4.0.8.  MARKETING AND MULTI-MEDIA PERSONNEL.  Multi-Media 

personnel must have at least two years experience and a portfolio of their work that demonstrates creativity and competence in the graphic arts.  Marketing personnel must have at least a Bachelor’s Degree and two years experience in marketing, public relations and/or communications; and have demonstrated skill in a variety of areas to include public speaking, writing press releases, giving media interviews, conducting market research and translating organizational goals into strategic marketing plans.  

4.0.9.  ADMINISTRATIVE SUPPORT PERSONNEL.  All administrative 

support personnel must be able to present a professional image as NFSC receptionist and have the skills and knowledge necessary to assist and direct customers who call or walk-in to the NFSC seeking services.  Administrative support personnel assigned duties other than receptionist must also have demonstrated competence in preparing official correspondence and messages in accordance with established procedures, and in preparing a variety of types of documents using Microsoft word processing, spreadsheet and presentation applications on the computer. 

4.1.  APPEARANCE AND BEHAVIOR OF CONTRACTOR PERSONNEL.  The contractor shall ensure all personnel are advised that they are representatives of NFSCs of Hampton Roads, and as such must project a professional appearance and demeanor during the performance of their duties.  Contractor personnel shall be neat and clean, their clothing, hair and make-up styles should be appropriate for the duties they are performing, and they must conform to any dress codes or restrictions that may be established by the government.  Contractor personnel shall also adopt a customer friendly attitude and be courteous and helpful to all customers regardless of the customer’s expressed needs or the circumstances in which they were encountered.   Expressing inflammatory opinions, or making hostile comments about co-workers, NFSCs of Hampton Roads, the installation, the Navy or the U.S. Government in the presence of clients must be avoided.  The contractor shall provide all personnel with nametags at no additional cost to the government, which will be worn while on duty.

4.2.  TRAINING REQUIREMENTS FOR CONTRACTOR PERSONNEL.  At no additional cost to the government, the contractor shall ensure all new staff members are thoroughly oriented to their duties in their first week on the job and that they receive on the job training as needed to be able to independently perform their duties within the first month.  In addition, new personnel must complete a classroom orientation within the first two months of employment that covers all NFSC programs and services, policies and procedures.  This orientation shall be developed and delivered by the contractor.  Training required to maintain and to continue licenses or credentials, or training required to meet job qualifications is not considered to be government directed, and will not be acquired at government expense.

4.2.1.  MANDATORY TRAINING.  The contractor shall plan and carry out regularly scheduled training that meets the annual training requirements established by Navy FSC accreditation standards and by the COR.  These requirements include but are not limited to training on confidentiality, sexual harassment, diversity in the workplace, security, safety, and government ethics.  Completion of mandatory training requirements must be documented in a central training file, available to the COR upon request.


4.2.2.  PROFESSIONAL DEVELOPMENT TRAINING. The contractor shall implement a comprehensive professional development training plan to ensure personnel receive the continuing education necessary to remain current in their fields and be able to employ the latest techniques and technologies in their service to NFSC clients.  The cost of this training may be reimbursed as other direct costs under the travel and training line item.


4.2.3.  CROSS TRAINING.  The contractor shall ensure that personnel are cross-trained in functional areas other than their own, and are able to provide multiple NFSC services should it be necessary.  Contractor personnel should be sufficiently knowledgeable about all NFSC programs and services to make appropriate referrals, provide information about and successfully market NFSC services to customers with a variety of needs.


4.2.4.  NAVY AND DOD SPONSORED TRAINING AND CONFERENCES. Contractor personnel are expected to attend Navy and DoD sponsored training and conferences as representatives of NFSCs of Hampton Roads, as requested or approved by the COR.  They include the Biennial FSC Management Conference and other training conferences pertaining to specific FSC program areas.  Upon completion of Navy and DoD sponsored or funded training, contractor personnel shall submit a trip report to the COR within ten days.    

4.3.  TRAVEL BY CONTRACTOR PERSONNEL.  Travel required of contractor personnel in the performance of their duties or to attend approved training, to include local vicinity travel within a 50-mile radius, shall be reimbursed by the government as other direct costs.  The contractor shall ensure travel costs incurred by contractor personnel are within funding limitations established by the government.  Contractor personnel required or expected to travel outside the continental United States must have a valid passport or obtain one at no cost to the government. 

4.4.  MEETINGS ATTENDED BY CONTRACTOR PERSONNEL. Contractor personnel may be required by the COR to attend meetings outside the NFSC organization as a representative of the regional NFSC of Hampton Roads, one of its sites or programs.  Participation in these meetings is for purposes of reporting on NFSC programs and activities, problem solving with representatives of other military organizations or collaborating on joint programs and services with counterparts in the community and other branches of service.  The contractor shall ensure summaries of these meetings are submitted to the COR within two weeks.  In addition, contractor personnel shall participate in internal NFSC meetings as necessary for purposes of information sharing and program planning and development.  The contractor shall ensure participation in meetings does not interfere with delivery of programs and services.    

4.5.  INSPECTIONS AND AUDITS.  All contractor personnel shall fully cooperate with inspections and audits by Navy or DoD officials.  Inspections and audits may be for a variety of purposes to include evaluating programs and services, checking compliance with fire, health and safety standards, conducting manpower efficiency reviews, and investigating allegations of fraud, waste or abuse.  The contractor shall notify the COR or other member of the government staff before permitting an unannounced inspection to commence. 

SECTION C-5:    MANAGEMENT RESPONSIBILITIES OF THE CONTRACTOR 

5.0.  GENERAL.   The contractor shall employ management practices that support operational efficiency and cost effectiveness, and that reward quality performance and high productivity by contractor personnel.   Contractor management personnel shall ensure the workload for which they are responsible is evenly and fairly distributed and that all personnel receive ongoing supervision by qualified supervisors.  The contractor shall ensure that company related activities, to include meetings and visits to company offices, do not interfere with the performance of this contract. 

5.1.  ORANIZATIONAL STRUCTURE.  The contractor shall provide to the government, and update as required, an organizational chart showing position and location of all contractor personnel.  The organizational structure of this contract must meet or exceed the minimum staffing standards for Navy Family Service Centers of Hampton Roads shown in Attachment 2. The organization of contractor personnel should be designed for efficiency of operations and effective flow of communication to include the minimum required management layers and optimum span of control for supervisors.

5.2. MANAGEMENT OF POSITION VACANCIES.  The contractor shall ensure there is no significant disruption of service delivery as a result of position vacancies.  The contractor shall take necessary action to recruit for and fill vacancies as quickly as possible.  Positions that have been vacant for 30 or more days must be reported to the COR with a plan of action to correct the situation. 

5.3. CONTRACT MANAGEMENT/COR INTERFACE.  The Contract Manager shall meet with the COR weekly or as requested to share information, negotiate actions and develop plans for responding to new or changing requirements.  Regular meetings with the Contract Manager and Chiefs of Service may also be scheduled at the CORs discretion.  The Contract Manager and Chiefs of Service each shall, during absences, designate a point of contact who has sufficient authority and experience to respond to COR inquiries.

5.4.  INCIDENTS REQUIRING GOVERNMENT NOTIFICATION.  The Contract Manager shall ensure the COR is notified, within one business day, of incidents involving NFSC clients or contractor personnel that are outside the boundaries of normal day-to-day operations.  

This includes any incident that would require reporting up the NFSC chain of command to the Support Services Program Manager, to Installation Commanders, Base Security or other activity outside of NFSC.  Incidents that are serious in nature or which can be expected to have active command involvement must be reported immediately.

5.4.1.  ACCIDENTS OR INJURY INVOLVING CONTRACTOR PERSONNEL. Accidents or injuries, which occur during the performance of duties, must be reported in writing.  The contractor shall make every effort to obtain a full account of the incident including statements from witnesses.  The COR will determine further reporting requirements which may include official reports to the Command Safety Officer and/or the Contracting Officer.  


5.4.2.  CUSTOMER COMPLAINTS.  The contractor shall notify the COR of all complaints pertaining to NFSC services and provide a summary of how the complaint was handled and corrective action taken, if any.  Written responses to customer complaints will be prepared by the contractor and signed by the NFSC Director/COR.


5.4.3.  DAMAGE, LOSS OR THEFT. The contractor shall notify the COR of damage, loss or theft of government property while in the custody of contractor personnel.  The COR will then determine if a written report and/or investigation is required.  The contractor shall cooperate with any investigations into the loss of government property.  The government shall not be held liable for damage, loss or theft of the personal property of contractor employees.


5.4.4.  BREACH OF SECURITY.  The contractor shall immediately notify the COR or other member of the government staff of any evidence discovered of an unauthorized or unlawful entry into an NFSC facility or government vehicle.  In the event of suspected theft, contractor personnel making the discovery shall not disturb a crime scene and remain available during the investigation.  

5.4.5.  MISCONDUCT BY CONTRACT PERSONNEL.  The contractor shall notify the COR of known or suspected misconduct by contractor personnel to include: criminal behavior or activities; threats of violence against any person; violations of government standards of conduct or codes of ethics prescribed by the employee’s professional discipline; impairment due to abuse of drugs or alcohol; lying or withholding information pertaining to the delivery of client services or in the course of an investigation by command or law enforcement officials and any abandonment of professional responsibilities to NFSC clients.  

5.5.  POLICY AND SIGNATURE AUTHORITY.  Contractor management personnel shall refer all issues, concerns or recommendations pertaining to policy or official NFSC positions to the COR for decision, action or signature.  Contractor personnel do not have the authority to commit NFSC to any official position or action without specific approval of the COR.  Official correspondence recommended or prepared by contractor personnel must be forwarded to the COR for approval and signature of the Director or higher authority. 

5.6.   ANNUAL PERFORMANCE PLAN.  Within the first month after contract award and prior to the beginning of each option year of this contract, the contractor shall submit to the COR an annual performance plan for the coming fiscal year.  It should propose the educational sessions to be offered and the number of anticipated clinical counseling sessions by month and by site.  This plan should be an honest projection of anticipated productivity in counseling and education, based upon available staffing, perceived need for services at each site and past performance. 

5.7.  REPORTING REQUIREMENTS.  The contractor shall submit to the COR a monthly report of service delivery that documents programs and services provided, participation data by program, and identifies issues, trends and other factors that affect service delivery.  The contractor shall provide a proposed monthly report format for COR approval within 30 days of contract award.  In addition to the monthly report, the contractor shall, as directed by the COR, prepare or provide input to recurring or one time reports that have been required by Naval Personnel Command (PERS-66), CINCLANTFLT, Commander, Navy Region Mid-Atlantic or other commands within the region.  These reports must be submitted to the COR for approval and forwarding.

5.8.  COMMITMENT TO QUALITY.  The contractor must be able to demonstrate a commitment to quality and establish internal practices and procedures to ensure program quality through ongoing evaluation, self-correction and innovation.  

5.8.1.  QUALITY CONTROL PLAN.  Specific procedures to ensure quality shall be outlined in the contractor’s quality control plan submitted to the government for approval within 30 days after contract award.  As a minimum, the plan will address the contractor’s methods for recruiting and retaining quality personnel, ensuring personnel training requirements are met and documented, and it will include procedures for systematically evaluating service delivery through program observations, and reviews of curricula, training materials and clinical records.  In addition, the quality control plan will identify ongoing procedures for collecting and documenting feedback from commands and individual customers through program evaluations, surveys, focus groups and comment cards.

5.8.2.  STANDARD OPERATING PROCEDURES.   To maintain a consistent quality of service delivery throughout the region, the contractor shall have written standard operating procedures (SOP) for each NFSC program and service and ensure compliance by service delivery personnel.  As a minimum, SOPs will provide an outline of the content to be covered, results to be achieved, and have supporting handouts and materials attached.  They shall also verify that the program does not duplicate other programs available in the community.  SOPs for all new programs and services must be approved by the COR.  Thereafter, they will be reviewed annually by contract management personnel and updated as required.  

5.8.3.  QUALITY CONTROL FILES.  Files documenting quality control activities and actions taken will be maintained by the contractor and made available for review by the COR or designated Technical Assistant upon request.  At a minimum, files will contain SOPs for each program, supporting handouts and materials, samples of client evaluations and documentation of program observations.  Upon termination of this contract quality control files will be turned over to the government.  

5.8.4  CONTINUOUS IMPROVEMENT.  The contractor shall adopt principles and employ management practices that promote continuous improvement of programs and services.  All contractor staff are expected to seek out and implement innovations and new techniques to improve the quality of their performance and the programs and services they deliver.  In addition, the contractor shall adapt service delivery and implement strategies to address trends and new requirements identified via the Navy Personnel Command’s Triennial Needs Assessment and locally generated surveys, focus groups, etc.  The contractor shall also collaborate with NFSC government staff in the development of strategic plans to address future needs through the identification of shared goals and objectives.

5.9.  CORRECTION OF DEFICIENCIES.  When the government identifies deficiencies in the contractor’s performance, they will be conveyed in writing to the Contract Manager.  A written response identifying corrective actions to be taken and timelines will be required within 2 duty days, with follow up reports on the status of corrections required as necessary.  In the event the contractor is unable to correct deficiencies within a timeframe acceptable to the government or disputes the government’s assessment of deficiencies; the issue will be referred to the Contracting Officer with recommendations for resolution.  Failure to correct deficiencies will be cause for termination of the contract.

5.9.1.  UNACCEPTABLE PERFORMANCE BY CONTRACTOR PERSONNEL.  In the event that deficiencies identified by the COR are the result of poor performance by an individual member of the contractor’s workforce, the contractor shall immediately correct the situation at no additional cost to the government.  The contractor shall inform the COR of steps taken to correct poor performance either through re-training or by replacing the employee if their performance cannot be raised to an acceptable level.  Replacement employees shall meet all the qualifications required of their labor category.            

SECTION C-6:  FACILITIES, PROPERTY, EQUIPMENT AND SUPPLIES 

6.0.  GENERAL INFORMATION. The government will provide, manage and hold custody of facilities, office furnishings, and equipment used by the contractor in the performance of work under this contract.  Each NFSC facility will be outfitted and maintained in accordance with existing standards for Navy facilities.  

The contractor shall require all personnel to keep the spaces, furnishings and equipment provided for their use in a manner consistent with Navy standards for fire prevention, health and safety; and take proper care of all government property in their possession.  

6.1.  FACILITY OPERATING PROCEDURES.  Contractor personnel shall abide by the facility rules and regulations that are established by the government and promulgated via the Regional Policies and Procedures Manual for NFSCs of Hampton Roads, as well as standard operating procedures, manuals, electronic messages, and notices posted on facility bulletin boards.   While specific procedures may vary from one site to another, the practices below apply to all NFSC facilities in the region. 

6.1.1.  FACILITY MAINTENANCE AND REPAIR.  Custodial services, utilities, facility improvements and repair are the responsibility of the government.  The contractor shall report any problems with facilities or facility maintenance to the on-site government representative or the COR.  In the event of an emergency situation that requires immediate attention, and there is no government person on site, the contractor shall report it directly to the nearest Public Works trouble desk.  

6.1.2.  SECURITY.  Contractor personnel shall follow procedures established at each site for ensuring the security of NFSC facilities, equipment, materials and personnel who are working in and around NFSC facilities. Keys to specific NFSC facilities and spaces may be issued to contractor personnel who must sign for them and return them when they are no longer needed or upon the request of the government.  Keys must not be duplicated or transferred to another person, and lost or stolen keys must be immediately reported to the designated facility key custodian or to the COR.  During duty hours, contractor personnel shall keep doors to the outside of facilities secured except the ones used by customers.  When securing facilities at the end of the duty day, contractor personnel shall follow posted procedures. 

6.1.3.  PERSONAL SAFETY.  The contractor shall require all its personnel to take necessary precautions for ensuring their personal safety.  Contractor personnel must be careful to avoid situations in which they are alone with a client where help could not be summoned if needed. NFSC buildings must be secured at close of business even if staff members remain after hours, and they must be secured during operating hours in the event there is only one staff member on site.  The contractor shall manage daily schedules and authorize leave with the goal of having sufficient personnel on duty during operating hours at each site to ensure the safety of personnel.  After-hours programs, groups and counseling sessions shall not be conducted in isolated locations within an FSC or other facility unless there are at least two staff members present.   

  6.1.4.  CONSERVATION OF UTILITIES.  The contractor shall ensure that all personnel conserve water and the energy used to heat and cool NFSC facilities.  The contractor shall follow guidelines established by the government for energy conservation and the prevention of wasteful practices.   

6.2.  USE OF GOVERNMENT PROPERTY.  The government owns and maintains accountability for furnishings and equipment used by contractor personnel in NFSC facilities.  Office spaces will be furnished and equipped to meet requirements, and upgraded as needs are identified and as funds are available.  Certain equipment vulnerable to theft or loss, such as laptop computers and digital projection equipment, will be available to contractor personnel on a check-out basis only.  The designated custodian for NFSC property will conduct an inventory of all assets at least annually.  The contractor shall cooperate with property inventories and refrain from moving NFSC property from one location to another without permission of the property custodian.  Property that is damaged, unserviceable or no longer needed must also be identified to the property custodian.   Section C-5.4.3. covers the requirement to report theft and loss of government property. 

6.3.  INFORMATION TECHNOLOGY HARDWARE AND SOFTWARE.  The contractor shall develop and maintain a separate, up-to-date listing of computer hardware and software.  Inventories shall be conducted annually and reported to the COR. Contractor personnel who maintain an inventory of excess software, hardware and spare parts shall ensure they are secured at all times. Software licenses shall be kept on file by the contractor in a secure location.  Inventories and files must be available to the government upon request. 

6.4.  SUPPLIES FURNISHED BY THE GOVERNMENT.  The contractor shall have access to and use of certain government furnished consumable supplies to include official letterhead and envelopes, copier paper and toner.

6.5.  SUPPLIES FURNISHED BY THE CONTRACTOR.  Expendable office supplies shall be furnished by the contractor and absorbed in his applicable burden rate.  These items include writing pads, pens, pencils, file folders, post-it notes, binders, diskettes, staplers, paper clips, calculators, graphic arts supplies and other consumable office supplies used by contractor personnel. 

6.6.  OWNERSHIP OF PROGRAMS AND MATERIALS DEVELOPED OR     

PURCHASED BY THE CONTRACTOR.  All programs, databases, and materials developed or purchased as other direct costs during the course of this contract are the property of the government, and must be turned over to the government upon termination or conclusion of this contract.

6.7.   RESOURCE LIBRARY.  The contractor shall catalog and inventory professional journals, books, video tapes and other resource materials owned by NFSCs of Hampton Roads or purchased under the material line item during the course of the contract.  A comprehensive regional data base of library materials shall be maintained and updated as new acquisitions are received, and it shall be available for COR inspection.  The library materials shall be available for checkout by staff and/or clients at each site, and the contractor shall develop procedures for maintaining accountability for library materials.  

6.8.  LENDING CLOSETS OF HOUSEHOLD ITEMS.  The contractor shall manage a lending closet of basic household necessities at each site for use by relocating personnel.  Lending closet property will be purchased and replenished by the government, but the contractor shall maintain an up to date inventory of items, document check-outs and returns and follow established procedures to recover items not returned.  A status report of loan closet inventories shall be provided to the COR semi-annually.

SECTION C-7:  FUNCTIONS, TASKS AND PERFORMANCE STANDARDS   

7.0  GENERAL. The contractor shall perform all the functions and tasks necessary to fully achieve the mission of the Navy’s Family Service Center program and meet or exceed its standards for quality at each NFSC site in the Hampton Roads region. There must be continuity and predictability of service delivery during the transition/start-up period and throughout the life of the contract. The contractor shall ensure all NFSC programs and services are available throughout the region, are delivered in accordance with standardized regional operating procedures and curricula, and are scheduled at times and locations to best meet demand.  New programs or initiatives developed and recommended by the contractor shall be approved by the COR prior to implementation.

7.0.1.  COORDINATION WITH CIVILIAN AND MILITARY SERVICE PROVIDERS.   The contractor shall be familiar with programs and services being offered in the military and civilian communities in the region, and avoid duplication of those readily available to military personnel and their families.  The existence of like programs shall be researched prior to implementation of new programs by the contractor.  In addition, the contractor shall seek opportunities to collaborate with military and civilian agencies in delivering specific programs or services, when such efforts are cost effective and benefit the target population.  Co-sponsorship of programs and services with other agencies requires COR approval.

7.0.2.  OUTREACH.  The contractor shall employ an outreach approach to the greatest degree possible in planning and delivering services.  At a minimum, outreach efforts shall target the most at-risk groups to include first-term service members, geographically separated or socially isolated families, single parents, foreign-born spouses and others with special needs.  Outreach services may be delivered via information and referral, education and training or counseling; as well as through the development of community-based networks and informal support systems designed to promote self-sufficiency.  Needs assessments shall be used to identify target groups in need of outreach.  

7.1.  OPERATIONAL SUPPORT.  The contractor shall provide the key functions described under Operational Support in enclosure (2) to the SECNAVINST 1754.1 series, and in program specific instructions identified in Attachment 1.  The key operational support functions and associated tasks are: 


7.1.1  DEPLOYMENT AND MOBILIZATION SUPPORT.  Tasks include planning, developing and delivering informational and educational programs in support of deploying/mobilizing commands.  Programs will be designed to assist military personnel and their families to successfully manage the separations and reunions associated with the normal operational cycles of deploying commands as well as issues that arise in response to a major military mobilization.   

The contractor shall collaborate with command leadership in planning a mix of programs tailored to the needs of their command and which target different audiences to include single, married, parents and children.  Programs shall be delivered prior to deployment to assist commands, personnel and families in making preparations, and during the deployment as a resource to families coping with separation. Deployment and mobilization support programs shall be delivered at times and locations specified by the commands being served.


7.1.2.  RETURN AND REUNION PROGRAMS.  Tasks include planning, coordinating and executing the delivery of programs aboard ship at the end of a long overseas deployment, plus training and certifying staff to be Return and Reunion team members.  Return and Reunion teams are deployed at the request of a command or aircraft carrier battle group to provide programs while in transit to home port for the purpose of assisting personnel in managing their re-entry into family and community life. The contractor must ensure there are sufficient personnel trained as Return and Reunion team members to meet the demand for these services; and that they are physically and emotionally able to withstand the rigors of Return and Reunion trips.


7.1.3.  INFORMATION AND REFERRAL SERVICES.  Tasks include receiving evaluating and responding to requests for NFSC assistance in person, in writing, by telephone or by electronic mail, plus the development and updating of printed information and referral resources such as brochures that answer commonly asked questions about a particular subject.  Contractor personnel who specialize in providing information and referral must be able to respond to a variety of needs and apply a comprehensive knowledge of military and community resources available to assist in their resolution.  Referrals in response to complex problems must be followed up if possible to ensure that needs were met.  Referrals to health care providers must be in accordance with TRICARE guidance.  Directories and databases of agencies and services in the military and civilian communities of Hampton Roads developed and used for information and referral must be kept current.    


7.1.4.  LIFE SKILLS EDUCATION.  Tasks include planning, developing, delivering and evaluating programs to assist individuals, couples and families to develop the coping and relationship skills needed to be successful at work and at home, and to identify and change behaviors that have undesirable consequences. Life skills programs offered by the contractor must include but are not limited to the subjects of parenting, stress management, anger management, conflict resolution, couples communication, and suicide prevention. Programs may be offered as single or multi-session classes, and scheduled by NFSC for all comers or targeted groups; or they may be delivered at the request of commands, family support groups or other installation support activities.   


7.1.5.  OMBUDSMAN TRAINING AND SUPPORT.  Tasks include planning and delivering the Navy’s Ombudsman Basic Training (OBT) course in accordance with OPNAVINST 1750.1 Series, coordinating with the Chairman and Board of the Hampton Roads Ombudsman Assembly in planning and executing assembly meetings, symposia and other Ombudsman training opportunities, and serving as a resource for area Ombudsmen and their commands.  


7.1.6. COMMAND SUPPORT SERVICES.  Tasks include training and assigning individual NFSC staff members to serve as liaison with one or more area commands, establishing ongoing communication with key leaders of assigned commands, promoting NFSC programs and services to commands represented and obtaining their feedback and suggestions for improving service delivery.  The contractor shall provide the government with an updated list of commands and their representatives monthly and develop, distribute and update (as necessary) a Command Resource Guide.  The contractor shall also provide leadership support services including, but not limited to, programs for command personnel in leadership positions plus key spouses to enhance knowledge and utilization of community support services and help define roles and responsibilities in addressing human service issues. 


7.1.7.  PERSONAL FINANCIAL MANAGEMENT.  Tasks include planning, developing, delivering and evaluating educational programs and providing non-clinical counseling to assist military personnel and their families to avoid debt, manage credit, shop wisely and develop sound financial management practices plus long range plans for financial security.  As Hampton Roads is a designated Command Financial Specialist (CFS) training site, the central tasks must be delivering the Navy’s five-day CFS course and providing follow-up support and consultation to area CFSs.  Financial education programs must be designed to address a range of financial management issues from basic budgeting to insurance and investments and focus on the evolving needs for financial education through the military career life cycle. Individual financial counseling must be limited to intake assessment and referral to the CFS or a community agency, and assistance to CFSs in counseling involving complex cases. 


7.1.8.  SEXUAL ASSAULT AND RAPE PREVENTION/RESPONSE.  Tasks include planning, developing and delivering training to educate command points of contact and appointed victim advocates on their responsibilities in responding to incidents of sexual assault, and to raise awareness in the military community about rape prevention and victim assistance. The contractor shall also provide services to victims to include information and referral, support and advocacy and manage reporting requirements in accordance with the SECNAVINST 1752.4 series.  Programs and services must emphasize rights and needs of victims as first priority, maximize the use and coordination of command and community resources, and minimize re-victimization.


7.1.9.  CRISIS RESPONSE SERVICES.  Tasks include developing, testing and updating plans, procedure and protocols for assisting commands in responding to personal and family needs following natural disasters, mobilization, repatriation or critical incidents that result in loss of life or serious injury.  

The contractor shall participate in crisis response exercises planned and carried out by NFSC, Installation Commanders/Program Managers or Commander, Navy Region Mid-Atlantic; and be prepared to implement crisis response plans in the event of an actual situation requiring humanitarian response.   

7.2.  PERFORMANCE STANDARDS FOR OPERATIONAL SUPPORT SERVICES.  After award of the contract, the government will evaluate contractor performance in delivering operational support services using these methods: on site observations of programs and client services, reviews of participant evaluations and customer comment cards, periodic queries of command leadership personnel about their satisfaction with operational support services, and by comparing actual performance reported in the contractor’s monthly report against that projected in the annual performance plan.  Acceptable performance for operational support services will be achieved when, with few exceptions:  programs and services observed are consistent with the requirements of guiding instructions and meet objectives stated in program SOPs, clients rate programs and services as good or outstanding, command leadership is generally aware of and makes use of operational support services and productivity goals established in the annual performance plan are met or exceeded.  Results achieved on accreditation site visits and the contractor’s responsiveness in addressing identified weaknesses will also be considered in evaluating contractor performance. 

7.3.   MOBILITY SUPPORT.  The contractor shall provide the key functions described under mobility support in enclosure (2) to the SECNAVINST 1754.1 series, and in program specific instructions identified in Attachment 1.  The key mobility support functions and associated tasks are:  


7.3.1.  EXCEPTIONAL FAMILY MEMBER SUPPORT.  Tasks include providing support services to families eligible for the Navy’s Exceptional Family Member (EFM) program, developing and maintaining a data base of community resources for EFM, planning and delivering programs to educate individuals and commands about the requirements of the program, and disseminating EFM information via installation publications.  Support services may include assessment and referral for services such as counseling, respite care and support groups for parents of special needs children.  


7.3.2.  RELOCATION ASSISTANCE.  Relocation assistance involves a range of tasks and activities to aid military personnel and their families in successfully managing the impact of frequent relocations associated with the military lifestyle.  They include: developing and delivering educational presentations on relocation related topics; collecting and organizing information and material about the Hampton Roads area and providing it via welcome aboard packets and direct client contacts; utilizing the DOD Standard Installation Topic Exchange System (SITES) and a reference library of installation welcome aboard packets to provide information about duty stations world-wide; providing pre-departure counseling; and managing an inventory lending closet of household items for temporary loan to reporting or detaching personnel.  

The contractor shall also provide specialized relocation support services to commands making a home port change, offer anti-terrorism training to personnel with overseas assignments, update SITES and other automated relocation databases as required and participate as requested by the COR in planning and facilitating a regional Relocation Assistance Coordinating Committee.     


7.3.3  EMPLOYMENT ASSISTANCE.  Employment assistance includes a variety of services for military personnel transitioning to civilian life and spouses pursuing career goals, which are delivered via a Career Resource Center at each NFSC site.  Tasks include:  planning and delivering training programs on career development and job search issues; providing career assessment and counseling; assisting clients in using NFSC computer resources for Job Bank and internet job searches, DORS applications, resume preparation, etc. and maintaining a current listing of job opportunities and vacancies in the local area.  Employment assistance services must be responsive to a wide variety of client needs and situations and offer clients a range of information and resources in both the job search and career planning areas.

7.3.4.  TRANSITION ASSISTANCE.  Tasks include planning and implementing a four-day education and training program, consistent with the requirements of DODINST 1332.35 and OPNAVINST 1900.2, to assist separating and retiring military personnel and their families in preparing for the transition to civilian life.  The contractor shall deliver the TAP class as a regional program and develop training curricula and materials, coordinate with presenters from Department of Labor, Veterans Affairs, etc, and manage TAP quotas for the region.

7.4.  PERFORMANCE STANDARDS FOR MOBILITY SUPPORT SERVICES.  After award of the contract, the government will evaluate contractor performance in delivering mobility support services using these methods:  on-site observations of programs and client services, reviews of participant evaluations and customer comment cards, and periodic surveys of clients and command leadership as to their opinion of the effectiveness of mobility support services, and by comparing actual performance reported in the contractor’s monthly report against that projected in the annual performance plan.  Acceptable performance for mobility support services will be achieved when, with few exceptions:  programs and services observed are consistent with the requirements of guiding instructions and meet objectives stated in program SOPs, clients rate programs and services as good or outstanding and productivity goals established in the annual performance plan are met or exceeded.  Results achieved on accreditation site visits and the contractor’s responsiveness in addressing identified weaknesses will also be considered in evaluating contractor performance.   

7.5.  COUNSELING AND ADVOCACY SUPPORT.  The contractor shall provide the following key functions and associated tasks consistent with the Counseling and Advocacy Support requirements for FSCs described in SECNAVINST 1754.7, OPNAVINST 1752.2A, and applicable counseling desk guides.    


7.5.1.  CLINICAL COUNSELING.  Tasks include assessment of eligible individuals requesting or referred for counseling, diagnosis, and the delivery of short-term, solution-focused counseling for individual, marital partners and groups.   Clinical counseling must be limited to clients with situational problems resulting from such circumstances as relationship conflicts, personal loss or job related stress.  Clients presenting with diagnosable mental illness, organic impairment or a significant psychological disorder requiring long term care shall be referred for the appropriate mental health treatment.   The contractor shall ensure an intake counselor is available at each NFSC site during duty hours to provide initial assessment and referral as well as immediate clinical intervention to individuals who present in crisis.  Unless they are to be seen with the active duty sponsor in marital counseling, family members requesting counseling services will be referred to the TRICARE mental health provider.  For all cases in which treatment goals cannot be met within twelve sessions, the contractor shall notify the COR providing the counselors name and a brief explanation.  Clinical records must be maintained in accordance with counseling desk guides and accreditation standards for clinical counseling, and they must include all documentation pertaining to the case obtained during the course of treatment.


7.5.2.  FAMILY VIOLENCE TREATMENT AND PREVENTION.  The contractor shall provide counseling consistent with the short-term model described above for family violence victims and perpetrators referred via the Family Advocacy Department as Families in Need of Services (FINS), or as part of the treatment plan in substantiated cases of child or spouse abuse. Clinical services to family members who have been referred by the Family Advocacy Department are authorized.  The contractor shall also develop and deliver educational programs and provide information via media outlets aimed at preventing family violence by increasing awareness of the problem and the regulatory requirements of the Navy’s Family Advocacy Program.  Educational programs may be provided at the request of commands or scheduled as special presentations for target groups such as child care providers, command FAP points of contact, etc.  The contractor shall promote effective communication and collaboration among NFSC personnel providing family violence services and their colleagues in the Family Advocacy Department on FAP case treatment and prevention activities; and ensure that NFSC is represented on all Case Review Committees as required.    


7.5.3.  CRITICAL INCIDENT DE-BRIEF.  The contractor shall ensure that members of the clinical counseling workforce are trained and prepared to provide, often on short notice, a critical incident de-brief in the event of accidents, deaths, suicides and other traumatic events that impact on survivors or the associates of victims.  The purpose of the critical incident de-brief is to assist those involved in coping with the emotional effects of a traumatic experience.  A critical incident debrief may be requested by a command or group, or be planned and coordinated by NFSC following a known incident; and it may be provided in collaboration with chaplains or medical personnel for varying group sizes in a variety of settings.


7.5.4.  VICTIM ADVOCACY SERVICES.  When such services are not immediately available from the Family Advocacy Department or community agencies, the contractor may, on occasion, provide support services to actual or potential victims of violent crimes to include sexual assault and spouse abuse.  Tasks include assessing risk, assisting clients in making a safety plan and accessing community resources, and providing information on victim support and restitution programs.  

7.5.5.  FAMILY ADVOCACY CASE MANAGEMENT.  At the NFSC Northwest site

only, the contractor shall provide intervention and case management services in response to allegations of child and spouse abuse in accordance with all instructions and required procedures of the Navy's Family Advocacy Program (FAP).  Case Management tasks include but are not limited to: receiving reports of known or suspected child abuse, providing intake, crisis intervention, safety/risk assessment and safety planning; notifying

commands, NCIS, the civilian child protective agency and other authorities as required; utilizing the Navy Risk Assessment Model to screen, assess and manage reported incidents; presenting cases to the installation Case Review Committee; serving as the point of contact for commands regarding their FAP cases; coordinating the delivery of rehabilitative, educational and counseling services and carrying out all required reporting and records management responsibilities of the FAP.

7.6.  PERFORMANCE STANDARDS FOR COUNSELING AND ADVOCACY SUPPORT SERVICES.  After award of the contract, the government will evaluate contractor performance in delivering counseling and advocacy support services using these methods:  quarterly case record reviews, feedback from clients and program participants via customer comment cards, evaluations, and surveys; periodic queries of command leadership personnel about their knowledge of and satisfaction with counseling and advocacy support services and by comparing the client services reported in the contractor’s monthly report against that projected in the annual performance plan.  Acceptable performance for counseling and advocacy support services will be achieved when, with few exceptions, clients and commands are satisfied with services provided, services reported on contractor monthly reports are consistent with those projected in the annual performance plan and clinical services are in full compliance with instructional requirements, codes of conduct governing clinical services and quality standards for clinical services.  Results achieved on accreditation site visits and the contractor’s responsiveness in addressing identified weaknesses will also be considered in evaluating contractor performance.

7.7.  MANAGEMENT AND TECHNOLOGY SUPPORT.  The contractor shall provide management, administration and technological services in support of the primary NFSC mission of human service delivery.  Key management and technology support functions and associated tasks include:


7.7.0.  MANAGEMENT AND SUPERVISION.  The contractor shall provide the leadership, oversight and supervision of the contractor workforce necessary to ensure high quality and efficient performance.  Management and supervision includes a significant number of sub-functions and tasks including but not limited to: filling vacancies with high quality personnel, training and guiding subordinates, preparing reports to the COR or proposals for COR approval, conducting performance evaluations and quality control reviews, conducting planning sessions, evaluating processes and outcomes and implementing improvements or making recommendations to the COR.


7.7.1.  ADMINISTRATIVE SUPPORT.  The contractor shall provide receptionist services at each NFSC site to include receiving and directing callers and walk-in clients to the appropriate NFSC staff person, conducting preliminary screening, providing basic information about military and community resources, enrolling customers in classes and occasionally taking messages for NFSC staff.  The contractor shall also provide secretarial and clerical services as needed by the contractor staff. Tasks include finalizing official correspondence and military messages, making travel arrangements for contractor staff, preparing and distributing meeting notices, agenda and minutes, proofreading, managing files, distributing mail, updating bulletin boards and preparing mass mailings.  


7.7.2.  INFORMATION TECHNOLOGY SUPPORT.  The contractor shall administer computer and information systems within each NFSC site.  Tasks include but are not limited to: installing, configuring and maintaining all hardware and software; managing Local Area Networks (LAN) within each site as well as any intranet or Wide Area Network that may be developed to achieve more efficient connectivity among the regional NFSC sites; training of staff in the use of computer equipment and applications, troubleshooting and resolving problems, developing and managing data bases used as management tools, and long range planning for the creative use of information technology in the delivery of quality NFSC programs and services.  In addition, the contractor shall interface with information technology proponents at the Naval Personnel Center and the installation as necessary to coordinate, monitor and access data collected via QOLMISNET, and manage connectivity to host installation LANs; and ensure procedures are established and followed to maintain the security of information stored in NFSC computers and protect the integrity of systems at all levels.


7.7.3.  DATA COLLECTION AND ANALYSIS.  The contractor shall establish procedures to ensure the accurate and efficient collection and entry of workload, scheduling, program and case data into the Naval Personnel Center’s information management system known as QOLMISNET, as well as other data bases used to gather NFSC service delivery data.  The contractor shall ensure all personnel are trained in QOLMISNET data entry procedures and that each NFSC site follows the same rules for data collection and entry.  The contractor shall also perform data base queries, compile and analyze data, identify trends and furnish statistical analyses and reports pertaining to NFSC service delivery as requested by the COR. 


7.7.4.  MARKETING AND MULTI-MEDIA SUPPORT.  The contractor shall develop and implement strategies to market NFSC programs and services to the eligible client population with an emphasis on reaching target groups who can most benefit from particular programs or services.  Tasks include but are not limited to: identifying media outlets and implementing new methods for marketing programs and services, preparing and submitting press releases and articles that feature NFSC, establishing liaison with a wide range of military and community organizations which may assist in promoting NFSC, and serving as the Public Affairs point of contact for NFSC.  Tasks associated with multi-media support include the planning and graphic arts design of marketing materials such as flyers and brochures, preparation of high quality program materials and handouts in support of NFSC programs and services, design and layout of NFSC’s bi-monthly publication - The Signal.  The contractor shall also design, publicize and update an NFSC of Hampton Roads website.  Printing of marketing and program materials will be provided by the government via the Defense Automated Printing Service (DAPS).   


7.7.5.  VOLUNTEER AND INTERN COORDINATION.  The contractor shall recruit, screen, train, place, and supervise volunteers who provide services within the NFSC system.  Volunteers may perform a variety of non-clinical duties in support of, but not in lieu of, the work required under this contract.  The contractor shall ensure that volunteers have skills commensurate with the work they are assigned, that records documenting volunteer hours and experience gained are accurately maintained and that volunteers receive regularly scheduled public recognition for their services.  In addition, the contractor may accept interns who are placed with NFSC to gain practical experience as part of a course of study at an accredited institution of higher education.  Internships must be approved by the COR and may not be used to augment the contractor’s workforce.  Once an intern is accepted and placed with an NFSC staff member, the contractor must ensure they receive the oversight and supervision required by their institution, and that progress reports and evaluations are submitted as required.  All interns must be covered for liability by their college or university.    

7.8.  PERFORMANCE STANDARDS FOR MANAGEMENT AND TECHNOLOGY SUPPORT.  After award of the contract, the government will evaluate contractor performance in delivering management and technology support by observing the overall competence and responsiveness of contractor management personnel, by reviewing graphic arts products, website, marketing plans and strategies; and by monitoring the quality of information technology support.  Acceptable performance for management and technology support will be achieved when contract management staff are widely regarded and competent and effective; when information technology support is considered good or excellent at each NFSC site; when correspondence, reports, marketing plans and graphic arts products prepared by the contractor are of consistently high quality; and when statistical data analyses and reports are accurate and comprehensive, and result in sound recommendations.         

SECTION C-8:  SUB-CONTRACTS.  Pursuant to FAR 44.101, subcontractor is defined as “any supplier, distributor, vendor, or firm that furnish supplies or services to or for the prime contractor.”  Pursuant to FAR 9.6, “The government will recognize the integrity and validity of contractor team arrangements; provided the arrangements are identified and company relationships are fully disclosed in an offer or, for arrangements entered into after submission of an offer before the arrangement becomes effective.”  If the Contracting Officer determines prior to award that the teaming arrangement meets the requirements of FAR 44, no further consent is required.  None of the services required after award shall be sub-contracted to or performed by persons other than the contractor or the contractor’s employees without the prior written consent of the Contracting Officer.

SECTION C-9:  PAYMENT OF DIRECT SUPPORT COSTS.

9.0. TRAINING, TRAVEL AND PER DIEM.  The contractor shall be reimbursed for the cost of training, travel and per diem which is in direct support of the NFSC programs cited in this contract.  Travel costs will be reimbursed in accordance with the Joint Travel Regulations (JTR) in effect at the time of the travel plus applicable DCAA approved burden rate(s), and at the contractor’s invoice cost pursuant to specific authorization by the Ordering Officer.  The contractor shall support travel and training invoices with an itemized breakdown of vicinity travel expenses by employee as well as the cost of each training and associated travel and per diem claimed for reimbursement.  Travel performed for personal convenience, daily travel to and from work at NFSC sites or the contractor’s corporate offices will not be reimbursed as a direct charge.  Travel costs incurred in the replacement of personnel will not be reimbursed when such replacement is accomplished at the contractor’s or employee’s convenience.  Relocation costs are not allowable under this contract.

9.1.  MATERIALS AND EQUIPMENT.  The cost of materials furnished pursuant to specific authorization by the Ordering Officer shall be reimbursed at the contractor's invoice cost, less any discounts to be taken plus applicable DCAA approved burden rate(s).  Material costs are items which are in direct support of the NFSC programs cited in this contract.  These items may include but are not limited to professional books and periodicals, educational materials, training videos, and publications and equipment necessary for the delivery of programs and services.   The contractor shall support material invoices with copies of paid invoices or receipts to support all direct material costs claimed.  Office supplies used by contractor personnel, office furniture and equipment, information systems hardware and software, lending closet items shall not be reimbursed under the material and equipment line item.   

SECTION C-10:  LABOR HOURS.  In the event of contingency situations or new requirements for which temporary additional labor is required, the contractor shall provide labor hour services as ordered against the labor categories of:  Clinical Practitioner, Educator, Program Specialist, Information Technology Personnel, and Administrative Support Personnel.  Labor hours shall be charged at no more than the entry level rate for each labor category. 

Attachment 1. List of Relevant Directives

Directive/Regulation/Publication
Title

PERS letter 1754 Serial 660/038 11 Feb 1997
FSC Accreditation Standards

OPNAVINST 1754.2A
Exceptional Family Member Program

DODD 6400.1
Family Advocacy Program (FAP)

DODINST 5220.22-M
National Industrial Security Program

OPNAVINST 5510.162
Nuclear Weapons Personnel Reliability Program

SECNAVINST 5510.35
Nuclear Weapons Personnel Reliability Program

DODINST 5500.7R
Joint Ethics Regulations

DODINST 6400.2
Child and Spouse Abuse Report

DODINST 6400.3
Family Advocacy Command Assistance Team

DODINST 1402.5
Criminal History Background Checks

Public Law 101647, as amended Public Law 102-190
Crime Control Act of 1990

SECNAVINST 5211.5D
Privacy Program

SECNAVINST 1752.3A
Family Advocacy Program

FSC Desk Guide:  Clinical Counseling, Vol. 5


OPNAVINST 1752.2A
Family Advocacy Program

NASW Code of Ethics


SECNAVINST 1752.4
Sexual Assault  Prevention and Response

OPNAVINST 1752.1A
Sexual Assault Victim Intervention Program (SAVI)

OPNAVINST 1754.1A
Family Service Center Program

SECNAVINST 1754.1A
DoN FSC Program

FSC Notice 1754.5
FSC Program Publicity and Marketing

SECNAVINST 1754.3
Test Program for Reimbursement for Adoption Expenses

SECNAVINST 1754.4
DoN Family Policy and Support System

SECNAVINST 1754.7
Credentialing and Privileging

SECNAVINST 5720.42E
DoN Freedom of Information Act

NAVMILPERSCOMINST 1760.1B
Voluntary Private Health Insurance Conversion Program

OPNAVINST 1750.1D
Navy Family Ombudsman Program Manual

OPNAVINST 1740.5
Personnel Financial Mgmt Education, Training & Counseling Program

 FSC Desk Guide:  Information and Referral 


OPNAVINST 1740.3
Navy Sponsor Program

OPNAVINST 1300.14A
Suitability Screening for Overseas Assignment

OPNAVINST 1754.XX (Draft)
Relocation Assistance Program Draft OPNAVINST

OPNAVINST 5351.1
Navy Command Indoctrination Program Guide

NAVMILPERSCOMINST 1750.2
Survivor Benefits including the Retired Serviceman's Family Protection Plan

OPNAVINST 1720.3D
Retired   Activities Program

SECNAVINST 5420.169H
DON Retired Activities Program

OPNAV INST 1740.3
Navy Sponsor Program

FSC Desk Guide:  Relocation Assistance Program


NAVPERSCOM INST 15568
Spouse Employment Assistance Program Desk Guide

DODINST 1404.11
Employment of Spouses of Military Personnel Stationed in the 50 States, U.S. Territories and Possessions, and the District of Columbia

SECNAVINST 5300.31
Employment and Volunteer Work of  Spouses of Naval Personnel

FSC Desk Guide:  Spouse Employment Assistance Program.


DOD Directive Number 1400.33
Employment and Volunteer Work of Spouses of Military Personnel

Transition Planning for Military Personnel Leader's Manual


Transition Assistance Program Instructor Manual 1993


OPNAVINST 1900.2
Transition Assistance Program

OPNAVINST 1900.1D
Pre-separation Course by Career Info Teams

Transition Planning for Military Personnel Leader's Manual


SECNAVINST 5216.5D
DON Correspondence Manual

  FSC Director's Budget  Desk Guide


OPNAVINST 1752.1
Rape Prevention and Victim Assistance

SECNAVINST 5800.11A
Victim and Witness Assistance Program

FSC Desk Guide:  Volunteer Program Management
FSC Desk Guide Volunteer Program Management

SECNAVINST 5239.2
DON Automated Information systems (AIS) Security Program

QOLMIS-66 User Manual


Risk Management Course Trainee Guide 1993 
Automatic Data Processing (ADP) Mgmt and Services

Regional Support Services Instruction 1754.1 
Navy Family Service Centers

Regional Support Services Instruction  1752.1
Family Advocacy Program

Regional Support Services Instruction 1750.1
Navy Family Ombudsman Program

COMNAVREG MIDLANT/SOPA(ADMIN)HR

INSTRUCTION 1750.10
Command Family Ombudsman Program in the Hampton Roads Area

COMNAVREGMIDLANTINST 3060.1
Manpower Mobilization and Support Plan (MMSP) Guidance for Navy Mobilization Processing Site (NMPS) Norfolk, Annex B, Sec. 8 

Navy Family Service Centers of Hampton Roads Regional Policies and Procedures Manual


Note:  Most instructions can be found on the internet at http://web7.whs.osd.mil/corres.htm.  Desk guides may be downloaded from Lifelines:  www.lifelines4qol.org.  Others are available from Navy Family Service Centers of Hampton Roads Regional Office, 7928 14th Street, Norfolk VA 23505-1219





ATTACHMENT 2


MINIMUM CONTRACTOR MANYEARS REQUIRED FOR

NAVY FAMILY SERVICE CENTERS OF HAMPTON ROADS

OPERATIONAL SUPPORT
STAFFING STANDARD
MINIMUM REQUIRED

I&R Sevices
1 per primary FSC site 
5

Ombudsman Coord.
1 per region
1

SAVI
2 per region
2

Deployment Support
1 per 20 deployable commands (see note)
7

Life Skills Education
1 per 8000 AD personnel
10

Sub-total

25





MOBILITY SUPPORT
STAFFING STANDARD
MINIMUM REQUIRED

Transition Assistance
1 per 1000 annual transitions
12

Transition Admin Sup.
.4 per 1000 annual transitions
5

Relocation Assistance
1 per 4000 relocations 
9

Spouse Employment
1 per 10,000 spouses
4

Personal Financial Mgt
1 per 7500 AD personnel
11

Exceptional Fam. Mem.
2 per region
2

Sub-total

43





COUNSELING & ADVOCACY SUPPORT
STAFFING STANDARD
MINIMUM REQUIRED

Clinical Counseling
1 per 3000 AD personnel
26

Family Advocacy Case Management
1 Per Northwest Site only
1

Family Advocacy Support
.5 per 4000 AD personnel
5

Sub-total

32





MANAGEMENT & TECH. SUPPORT
STAFFING STANDARD
MINIMU M REQUIRED

Regional Management
2 per region
2

Regional Admin/clerical
1 per region
1

Regional Marketing
1 per 20,000  AD personnel
4

Site Management
1 per primary FSC site
5

Admin Support
1 per 5500 AD personnel
15

Information Tech. Support
1 per 35 workstations
7

Sub-total

34

GRAND TOTAL

134

Note:  A statistical report for FY 98 compiled by Commander, Navy Region Mid-Atlantic entitled “The Navy in Hampton Roads”, indicates a total of 81,447 Active Duty Personnel in the region and 144 homeported ships and aircraft squadrons.  

Other estimates based upon past workload data are: 12,000 annual transitions, 35,000 annual relocations, and 40,000 Navy spouses in the region.

33
28

