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1.0 INTRODUCTION

1.1 DOE Federal Training Support Services Function Overview

The Department of Energy (DOE), including the National Nuclear Security Administration, is committed to developing a versatile and well-trained Federal workforce that meets the changing needs of DOE’s future.  Through a corporate approach to training and development, DOE’s vision is to have a workforce – comprised of  professional, administrative, scientific and technical employees -- whose skills and capabilities are "best in class."  A workforce that increasingly develops and improves in an environment of continual learning provides the agency greater efficiency and effectiveness in accomplishing its mission.  

The objective of this contract is to provide training support services to DOE, as described by the Performance Work statement (PWS) of this contract.  Training support services include but are not limited to needs assessment, evaluation, customer service, subject matter expertise, employee development, leadership/managerial development and technical qualification program support.  

1.2 Organization of the Performance Work Statement  

This PWS is organized in sections that define both the work to be performed and the relationship between DOE and the Service Provider.  The overall scope of work to be performed is described in Section 2.0, Scope of Work, and detailed performance requirements and objectives for this work are specified in Section 3.0, Performance Requirements.  Sections 4.0, Key Personnel, describes qualifications, training, and other requirements necessary to enable Service Provider personnel to perform the work described in this PWS.  Section 5.0, General Requirements, addresses reporting, quality control, safety, and other issues which are pertinent to Service Provider performance.  Sections 6.0 and 7.0 describe what facilities, equipment, and services will be provided by the Government and the service provider respectively.  Section 8.0, Transition Plan, describes requirements for phase-in and phase-out periods.  
Additional information referenced in this document is provided in the following Appendices:  

	· Appendix A:
DOE Locations
	· Appendix G:
Training Delivery Providers

	· Appendix B:
Estimated Workload
	· Appendix H:
Definitions and Acronyms 

	· Appendix C:
Facilities and Equipment
	· Appendix I:
Publications and Forms 

	· Appendix D:
Required Reports
	· Appendix J:
Existing Training Contracts 

	· Appendix E:
Government Provided Management Information Systems 
	· Appendix K:
Career Development Programs 

	· Appendix F:
Performance Requirements Summary
	· Appendix L:
Recommend Positions For Cost Comparison Study

	
	· Appendix M:
Sample Technical Qualification Card


2.0 SCOPE OF WORK

2.1 General Requirements

The Service Provider shall:

2.1.1 Serve as a liaison for DOE Federal Training Function with DOE specified locations.  A list of DOE locations is provided in Appendix A:  DOE Locations.

2.1.2 Provide policy recommendations on development, coordination, implementation, and evaluation of DOE-wide training in accordance with DOE Order 360.1B, Section 5e (can be found on the DOE web site http://www.directives.doe.gov) to the Contracting Officer Representative (COR) when requested.  The recommendations include but are not limited to training planning, resource management, needs assessment, development, delivery, accreditation of training, assessment responsibilities and issues, and corrective and process improvement actions.  It also includes provision of professional advice and consulting assistance to DOE.  Final policy decisions on recommendations remain with the Federal Government.  

2.1.3 RESERVED

2.1.4 When requested by the COR, the service provider will assist DOE Managers with interagency liaison and provide input and recommendations for interagency agreements in respect to DOE-wide training in accordance with DOE Order 360.1B, Section 5e(3).

2.1.5 Administer and ensure multi-element DOE training in accordance with DOE Order 360.1-1B and DOE Manual 360.1-1B, paragraph 4B (can be found on the DOE web site http://www.directives.doe.gov).

2.1.6 Provide an annual training plan in accordance with DOE Manual 360.1-1B, Chapter I, Section 3.  The training plan shall include but not be limited to recommended objectives and priorities for the DOE Federal Training Function, identifying the estimated number of employees to be trained, types and sources of training, resource requirements, and evaluation processes.  The training plan shall be provided to the COR for review and approval by September 30 of each year.  The COR will approve any changes to this plan. 

2.1.7 Provide support to each DOE element in preparation of its annual training plan in accordance with DOE Manual 360.1-1B, Chapter I, Section 3 by July 31 of each year.  Support shall include but not be limited to recommendations for objectives and priorities for the DOE element, identifying the estimated number of employees to be trained, types and sources of training, resource requirements, and evaluation processes.  

2.1.8 Provide all personnel, facilities, materials, supplies, equipment, and services required for the performance of the work in this PWS, which are not provided by the Government.  Government-furnished property and services are addressed in Section 6.0.  Contractor will not be directly reimbursed for the operations related to their offices including lease of space, equipment or any other item needed to run their offices.  Such expenses may only be charged indirectly through overhead or General and Administration expenses.  

2.2 Workload Requirements

2.2.1 The Service Provider shall provide training support services for management of the estimated summary of estimated DOE Federal Training Instances as shown in Table C-1 (base year and option years).  This information represents the Government’s best estimate of future workload, using data available as of 2002.  For future reference, the National Nuclear Security Administration (NNSA) completed reorganization in 2003.  This reorganization has changed several site names.  Albuquerque is now referred to as the NNSA Service Center; NNSA NV is referred to as Nevada Site Office; and Oakland is referred to as Livermore Site Office.  For the purpose of this PWS, all names remained as they were in 2002.  

Table C-1

ESTIMATED DOE FEDERAL TRAINING INSTANCES SUMMARY

	Location
	Within DOE
	Other Federal Agencies
	Other Organizations

	Albuquerque
	4368
	0
	0

	Chicago
	1750
	0
	0

	CTI
	103
	337
	0

	EM
	494
	0
	0

	FE
	148
	0
	0

	NE
	151
	0
	0

	NETL
	1165
	0
	0

	RW
	212
	0
	0

	SC
	149
	0
	0

	Idaho
	2571
	0
	0

	ME
	918
	0
	0

	NNSA HQ
	1736
	0
	0

	NNSA NV
	2138
	0
	0

	NNSI
	4452
	271
	800

	Oakland
	474
	0
	0

	Oak Ridge
	3051
	0
	0

	Ohio
	862
	0
	0

	Richland
	3250
	0
	0

	Rocky Flats
	1204
	0
	0

	Savannah River
	1794
	0
	0

	SPRO
	408
	0
	0

	Totals
	31398
	608
	800


2.2.2 In Appendix B, Estimated Workload, a table is provided that represents the estimated level of effort for the indicated sections.  This information represents the Government’s best estimate of future workload, using data and experience of the Federal work force performing the tasks as described in the PWS.  The summary of the information shown in Table C-1 is further divided into specific locations and title of course(s), as well as the start and end dates for each course.  See Appendix H for a definition of a training instance.

2.2.3 DOE Federal officials will approve and authorize training and certify that appropriate funds are available.  Payments to Contractors delivering training will not be passed through this contract.

2.3 Information Management Requirements

Government-furnished classified and unclassified files that are active and in existence at Contract start date, and those files (both automated and manual) generated under this Contract, shall be maintained in accordance with DOE Order 470.1, DOE Order 200.1, Information Management Program, and DOE Guide 1324B, Implementation Guide for Records Management.  This includes establishment, storage, retrieval, retirement, and disposal of applicable files.  All such records and files shall be made available for review by any agency or individual authorized access by the COR.  All functional files maintained by the Service Provider under the provisions of this Contract are the property of the Government and shall be returned to the Government upon completion or termination of this Contract.  The Service Provider may not generate and maintain files for purposes other than those relating to services being contracted.  

2.4 Reporting Requirements

The Service Provider shall provide recurring reports to the COR.  Detailed instructions on requirements for report format, content, distribution, and due dates will be provided upon award; instructions may be changed with a 30 calendar day advance notice to the Service Provider.  A list of all required reports is included as Appendix D:  Required Reports.

3.0 PERFORMANCE REQUIREMENTS

This is a performance-based contract subject to objectives, measures, and expectations contained in this PWS.  The Service Provider agrees that unacceptable work as designated by the COR must be corrected by the Service Provider at no additional cost to the Government.  The Service Provider will be evaluated annually.  Ratings will be provided to the Service Provider for comment.  Poor performance or receiving an unsatisfactory rating will result in the Government not exercising the next option period.

This section of the PWS provides specific performance-oriented requirements that the Service Provider is required to meet in providing DOE Federal Training support services.  The requirements identified as most critical to contract performance are set forth in Appendix F:  Performance Requirements Summary (PRS).  The PRS contains the Government’s intended quality assurance standards (objectives), procedures for monitoring compliance with the standards (measures), and definitions of satisfactory performance ratings (expectations) for these critical requirements.  

3.1 Needs Assessment

The Service Provider shall:

3.1.1 Annually assist each DOE element in identifying its critical training needs through organizational, occupational, and individual assessment using information such as but not limited to revised or updated individual development plans by June 30 of each year in accordance with DOE Order 360.1B, Section 4b, DOE Manual 360.1-1B, Chapter I, Section 4, and DOE M 426.1, Federal Technical Capability Manual, Section 4b (can be found on the DOE web site http://www.directives.doe.gov).  

3.1.2 Coordinate and evaluate multi-element training needs assessments that are designed to meet DOE-wide training program objectives in accordance with DOE Order 360.1B, Section 4b, DOE Manual 360.1-1B, Chapter I, Section 4, and DOE M 426.1, Federal Technical Capability Manual, Section 4b.  

3.1.3 Assist in developing of new needs assessments whenever new training requirements are issued, when job performance is identified as below standard, and when requests for changes to current training or for new training are received in accordance with DOE Manual 360.1-1B, Chapter I, Section 4 and DOE M 426.1, Federal Technical Capability Manual, Section 4b.

3.2 Evaluation

The Service Provider shall:

3.2.1 Monitor functions that include but are not limited to initiating, evaluating, and tracking improvements to training curricula, while ensuring training materials are current, evaluating training facilities to determine that training is conducted in the setting most suitable for the particular training content, and monitoring regulatory developments in accordance with DOE Order 360.1B, Section 4g and 4l.  Report any discrepancies and recommend corrective actions to the COR.  

3.2.2 Verify 25% of course offerings each quarter that training is based on needs assessment data and reflects job performance requirements.

3.2.3 Verify 25% of course offerings each quarter that learning objectives are observable and measurable.  The objectives shall consider what should be the appropriate training method or setting, to include but not limited to self-paced instruction, on-the-job training (OJT), simulator, laboratory or workshop, computer based, and classroom.

3.2.4 Verify 25% of course offerings each quarter that training evaluation standards include but are not limited to determination of: testing limitations; task elements to be tested; clearly defined knowledge, skills, and abilities requirements; entry-level requirements; clearly stated conditions and standards; doable objectives; and equitable scoring methods.

3.2.5 Verify 25% of course offerings each quarter that established course testing requirements, and in response to or approved by the COR in the annual training plan, are in accordance with DOE HDBK 1078 94, Chapter 3, Section 3.3 (can be found on the DOE web site http://www.directives.doe.gov).

3.2.6 Verify 25% of course offerings each quarter that test items are consistent with the learning objectives to include but not limited to test item format and number of test items to be developed, as well as skill and knowledge test items, validating contents of test items and incorporating items into test bank for future use in accordance with DOE HDBK 1078 94, Chapter 3, Section 3.3.

3.2.7 Verify 25% of course offerings each quarter that tests include but are not limited to determination of performance-testing limitations, scoring methods for performance tests, and test administration guidelines in accordance with DOE HDBK 1078 94, Chapter 3, Section 3.3. 

3.2.8 Verify 25% of course offerings each quarter that course loading and scheduling requirements are determined in accordance with DOE-HDBK-1078-94, Chapter 3, Section 3.5.2.

3.2.9 Verify 25% of course offerings each quarter that course curriculum outline is developed in accordance with DOE-HDBK-1078-94, Section 3.5.8.

3.2.10 Verify 25% of course offerings each quarter that selected training methods include but not limited to lecture, demonstration, practice, discussion, facilitation, oral questioning, role playing, walk-through, and self-pacing in accordance with DOE-HDBK-1078-94, Section 4.1.  

3.2.11 Verify 25% of course offerings each quarter that lesson plans include but are not limited to documenting learning objectives and developing content, learning activities, training equipment, and training materials needed for training is in accordance with DOE-HDBK-1078-94, Section 4.2.

3.2.12 Verify 25% of course offerings each quarter that printed material for training purposes is in accordance with DOE-HDBK-1078-94, Section 4.3. 

3.2.13 Verify 25% of course offerings each quarter that training is conducted in accordance with DOE Order 360.1B and DOE Manual 360.1-1B.

3.2.14 Verify 25% of course offerings each quarter that in-training evaluations include but are not limited to collecting evaluation information from test performance data, as well as instructor and trainee critiques in accordance with DOE Order 360.1B, Section 4l and DOE Manual 360.1-1B, Chapter I, Sections 9 and 13.

3.2.15 RESERVED

3.2.16 Assist the COR in obtaining market surveys, drafting work statements, evaluation criteria, and solicitation documentation; as well as in evaluating proposals for training courses, seminars, general training, and support services.  The Service Provider and its affiliates will not be eligible to compete for any acquisition for which they have provided one or more of the services provided in this paragraph.

3.2.16.1 If current training providers are not available, then recommend a new training provider.  If recommending a new training provider, the Service Provider shall do a market analysis and provide to the COR.  

3.2.17 Collect employee and supervisor feedback on training adequacy and the training system’s ability to meet training goals and objectives in accordance with DOE Order 360.1B, Section 4g and 4l.  Analyze information collected to include but not limited to frequency distributions, exception analysis, content analysis, and root cause identification.  Provide a report on this analysis to the COR within 15 calendar days after the end of each quarter.

3.2.18 RESERVED

3.2.19 Collect data on behavior changes of students if requested by the COR in accordance with DOE Order 360.1B, Section 4g and DOE HDBK 1078-94, Section 6.

3.2.20 Perform data collection and analysis of costs and benefits if requested by the COR in accordance with DOE Order 360.1B, Sections 4g, 5e(1) and 5e(2), 5g(4) and DOE HDBK 1078-94, Section 6.

3.3 Customer Service

The Service Provider shall:

3.3.1 Provide a customer service function to students, attendees, and supervisors regarding classes, seminars, workshops, and special programs offered, class schedules, class cancellations and rescheduling, enrollment procedures, course prerequisites, course waivers, classroom assignments and course locations.  This function shall include but not be limited to course catalogs with course descriptions, offering dates, costs, student registration information, facilities, amenities, and research resources.  This function shall be available during business hours of 8:00 a.m. to 8:00 p.m. Eastern Standard Time excluding weekends and Federal holidays.

3.3.2 Register or enroll students and attendees in classes, seminars, workshops, and other training.  

3.3.3 Maintain student or attendee enrollment/registration information, using the Corporate Human Resource Information System (CHRIS) in accordance with CHRIS TR Users’ Manual, Chapter 3 (can be found on the DOE web site CHRIS TR Users' Manual).  Produce various reports regarding courses, classes, students/attendees, customers and POCs, as well as other training and registration-related information using CHRIS and DOEInfo.  Verify data is posted in CHRIS system within three working days of action.  

3.3.4 Complete registration/enrollment of students/attendees (DOE and non-DOE) in accordance with DOE Manual 360.1-1B, Chapter I, Section 8; verify registration/enrollment information; enter requisite registration/enrollment information into CHRIS; communicate with POCs regarding student/attendee changes in registration status (i.e., enrolled, request/wait list, canceled, replacement); confirm student/attendee registration/enrollment; notify students of completed registration, class date, place and time; establish and maintain class folders; prepare/produce certificates of completion; prepare/produce class rosters and certificate lists; in accordance with CHRIS TR Users’ Manual, Chapter 3 (can be found on the DOE web site (CHRIS TR Users' Manual).  

3.3.5 Answer incoming calls by phone, email or facsimile; identify/clarify requests, inquiries, needs, and concerns of callers; take, prioritize, route, and document incoming and outgoing messages; facilitate resolution of complaints/problems (conferring with the Federal employee supervisor on unusual matters); provide information on training products and services.  Provide an initial response to incoming calls within one hour.  Provide final response to incoming calls within one working day.  

3.3.6 Ensure current information on training-related issues to include but not limited to classes, seminars, workshops, and other training-related programs are communicated through email and web sites to the customer in accordance with DOE Manual 360.1-1B, Chapter I, Section 7. 

3.3.7 Ensure distribution/transmission of communications announcing upcoming classes, seminars, workshops, and other programs; receive requests for and distribute/transmit letters/memos waivers, certifications, instructor certifications, and site training records; assist in distributing/mailing brochures, flyers, and training materials; follow up to ensure mail outs, faxes, and emails are received.

3.3.8 Confirm student/attendee authorization for training in accordance with DOE Manual 360.1-1B, Chapter I, Section 8.  

3.3.9 Produce monthly, year-to-date, and on-demand reports on student data/information by selecting, compiling, and processing information, as well as creating custom/special reports on student data/information in accordance with DOE Order 360.1B, Section 5e(4) and DOE Manual 360.1-1B, Chapter I, Section 3.  

3.3.10 Recommend optimum DOE student/attendee enrollment/attendance levels for courses, seminars, workshops, and other DOE programs to the COR by monitoring DOE student/attendee request lists and contacting supervisors to determine student/attendee availability, status, or continued interest in DOE programs.

3.3.11 Refer non-DOE training requests to the COR for review and approval by the COR.  Coordinate training agreements and cost and payment information; register approved non-DOE students/attendees to include but not limited to military and contractor personnel in requested class/seminar/workshop; file approval paperwork in class file in accordance with DOE Order 360.1-1B, Chapter II, Section 2a.

3.3.12 Maintain class and classroom schedules by obtaining and verifying class information; entering class information into the schedule; updating the schedule following notification of changes and cancellations; verify clearance requirements for secured classes are met; and verify students meet course prerequisites. 

3.3.13 Produce class rosters by coding and processing student/attendee information; verify and correct student/attendee enrollment, withdrawal, and course completion information; distribute class rosters following distribution procedures; and maintain class rosters in class folders in accordance with DOE Order 360.1B, Sections 4g, 4h, and 4i.

3.3.14 Establish and maintain communication with DOE, DOE Contractor, training managers, designated POCs from each DOE element, and outside agency POCs.  Establish and maintain a current list of names and contact information. 

3.3.15 Provide training and qualification records/files for historical reference by establishing, organizing, and maintaining printed and electronic records and files; maintain an effective system for storing and retrieving information (printed and electronic), utilizing standard and/or electronic filing and retrieval systems; prepare records and files for archiving; follow records management procedures in accordance with DOE Order 360.1B, Section 4h and 4i, and DOE Manual 360.1-1B, Chapter I, Sections 9, 10, and 11. 

3.3.16 Provide periodic formal reports as identified in Appendix D: Required Reports.  

3.3.17 Provide support to web-based training systems.

3.3.17.1 When requested by the COR, manage, administer, and maintain subscriptions for web-based training systems.  

3.3.17.2 The Service Provider shall receive applications for access, process those applications, and inform employees of the status of their applications.  Once applications are approved, the Service Provider shall provide employees with user identifications (user IDs) and instructions on how to access the system.  

3.3.17.3 When requested by the COR, assist with analyzing the benefits of web-based training systems collaboration tools, evaluating their ability to meet training goals and objectives, defining blended effective learning strategies, planning and managing e-Government training functions on an DOE-wide basis, scoping and specifying customized learning and development content and system libraries, and marketing solutions to the identified target audience(s).  

3.3.18 When requested by the COR, assist with the CHRIS Modification Process to include but not limited to making recommendations for CHRIS/training modification, and performing Systems Integration Testing (SIT).  SIT testing includes but is not limited to preparing scripts for all accepted modifications, conducting pre-testing in two databases (DEV {Developmental Database} and SIT) before the formal SIT, and formal testing of the SIT script.  See http://chris.inel.gov/general/CHRIS_Program/ for more information on the CHRIS program.  

3.3.19 Attend quarterly DOE Training Working Capital Fund meetings and prepare and analyze draft reports as requested by the COR.  See http://ma.mbe.doe.gov/wcf/ for information on the DOE Training Working Capital Fund.  

3.4 Subject Matter Expertise

The Service Provider shall:

3.4.1 Provide Subject Matter Expertise (SME) when requested by the COR to include but not limited to participation in and review of Management and Operating (M&O) and Management and Integration (M&I) training products and the training process.  The SME must have knowledge of curriculum development, training resources, training policies and procedures, training delivery methods, and training evaluation methodology to verify implementation of effective training programs and employee application of skills and knowledge on-the-job.  

3.4.2 Provide SME on Management and Operating (M&O) and Management and Integration (M&I) contractor-related training when requested by the COR to include but not limited to establishing performance measures and performance indicators; perform line and independent evaluations of training program sufficiency; collect and analyze data on execution of training program; evaluate Contractor progress on corrective action and/or program improvement plans; and assess compliance with applicable requirements (e.g. rules, regulatory standards, contract terms).  Provide a report to the COR on evaluations within three working days of request.

3.4.3 Provide SME on training related systems and issues to include but not limited to CHRIS, Knowledge Management, Succession Planning, and DOE Corporate Business Plan.  

3.5 Employee Development

The Service Provider shall:

3.5.1 Manage, administer, and maintain existing Career and Developmental programs described in Appendix K:  Career Development Programs, to include but not limited to recommendations for improvements, coordination, planning, resource management, needs assessment, design, delivery, and assignment of responsibilities in accordance with DOE Manual 360.1-1B, Chapter II.  Submit recommendations for improvements at least annually to the COR.  

3.5.2 Ensure development of new Career Programs as requested by the COR to include but not limited to providing recommendations on development, coordination, planning, resource management, needs assessment, design, delivery, and assignment of responsibilities in accordance with DOE Manual 360.1-1B, Chapter II.  

3.5.3 Recommend new Career Programs based upon needs assessment as described in section 3.1 to include but not limited to providing recommendations on development, coordination, planning, resource management, needs assessment, design, delivery, and assignment of responsibilities in accordance with DOE Manual 360.1-1B, Chapter II.  

3.6 Technical Qualification Program Support 

The Service Provider shall:

3.6.1 Provide support to the Federal Technical Capability Panel (FTCP) in managing and administering the existing Technical Qualification Program (TQP) to include but not limited to maintenance of standards, quarterly reporting of qualification status, annual documentation of critical skills inventory, and identification and documentation of facility specific requirements as related to functional areas in accordance with DOE Manual 360.1-1B, Chapter V and DOE M 426.1, Federal Technical Capability Manual, Section 4b.  The report on qualification status shall be submitted to the COR 15 working days after the end of each quarter.  

3.6.2 Ensure development of new qualification standards as requested by the COR to include but not limited to providing recommendations on development, coordination, planning, and assignment of responsibilities in accordance with DOE Manual 360.1-1B, Chapter V.  Submit standards update recommendations for no more than 40 percent of functional area and 30 percent of facility specific qualification standards by September 30 of each year.  

3.6.3 Develop and deliver to the employee TQP qualification cards that reflect competencies stated in general technical, assigned functional area, and assigned facility specific qualification standard(s) (see http://tis.eh.doe.gov/techstds/standard/standfrm.html).  Appendix M: Sample Technical Qualification Card(s) provides example(s) of viable qualification card format(s).  TQP qualification card validation of completeness and issuance of TQP certificate cards shall be completed within ten working days of official receipt of completion.  

4.0 PERSONNEL REQUIREMENTS

4.1 Key Personnel

4.1.1 Key personnel are management and technical personnel that are critical to, and essential for, the Service Provider’s successful performance under this contract.  The Service Provider agrees that such personnel shall not be removed, diverted, or replaced from work awarded as a result of this contract without prior written approval of the COR.  Any personnel the Service Provider offers as substitutes must have abilities and qualifications equal to or better than the key personnel that are being replaced.  Requests to substitute key personnel must be submitted in writing to the COR a minimum of 30 calendar days in advance of the substitution and must be approved by the COR.  The request shall include a detailed explanation of the circumstances necessitating the proposed substitution, a complete resume for the substitute, any changes to the rate specified in the order (as applicable), and other information requested by the COR.

4.1.2 Project Manager (PM) and designated alternate(s).  PMs are responsible for managing project from planning to completion.  PMs integrate all processes and functions involved in DOE HR Training Function support services to include but not limited to coordinating actions and decisions, resolving conflicts and settling issues.  PMs are responsible for overall quality of project, assuring that technical quality meets expectations of this contract.  

The PMs shall have a four-year course of study leading to a bachelor's degree and at least five years’ current experience in management and supervision of related Training Support operations or at least ten years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related Training Support operations.  The Service Provider shall provide, in writing to COR, name(s), telephone number(s), fax number(s), and e-mail address of each individual within 24 hours of any temporary change.  The PMs shall act as central point of contact with the Government.  

The PMs shall be available by telephone during business hours of 8:00 a.m. to 8:00 p.m. Eastern Standard Time excluding weekends and Federal holidays.  Response time shall be within one working day from COR notification.  

4.1.3 Quality Control Management Point of Contact.  The Service Provider shall designate in writing to the COR the individual point of contact who shall be responsible for ensuring that services identified in this PWS meet the level of quality specified herein.  The Service Provider shall also provide to the COR the name, telephone number(s), fax number, and e-mail address of the point of contact.  The Service Provider shall submit the same information for designated alternates.  Designations shall be submitted not later than 30 calendar days prior to the contract start date and within 24 hours of any change.  

The Quality Control Management Point of Contact shall have a four-year course of study leading to a bachelor's degree and at least three years’ current experience in management and supervision of related Training Support operations or at least eight years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related Training Support operations.  

4.1.4 Headquarters Core Group Support.  The Service Provider shall provide a core group to support DOE Human Resources Training Headquarters, to be co-located at the DOE Headquarters in Washington, DC.  At a minimum, this core group shall have the following qualifications:

4.1.4.1 Corporate Training Officer.  Advises DOE Human Resources management and corporate training POCs on matters pertaining to training policies and procedures; provides assistance upon request regarding specific situations and problems and upon receipt of changed procedures involving regulations, laws, and good business practices; serves as a key advisor to top DOE Human Resources management on training that meets the business needs of corporate training programs having cross-organizational training throughout DOE; attends production meetings and/or other special meetings relative to the subject training areas and to ensure that training is linked to business needs; conducts reviews of corporate training and certification; participates upon request in coordination efforts with the respective university, college, or vendor in support of employee development programs and for development of new programs.  

Must have a comprehensive knowledge of the strategic planning process, elements of comprehensive training systems, benchmarking, high-performance training organizations, data analysis techniques, and training resource estimating and budgeting to guide DOE Human Resources top management in development and implementation of new, comprehensive strategic training plans, policies, approaches, and programs to ensure DOE meets its objectives and business goals for accomplishing its mission.

This position requires a four-year course of study leading to a bachelor's degree and at least five years’ current experience in management and supervision of related Training Support operations or at least ten years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related Training Support operations.

4.1.4.2 Corporate Training Specialist.  In conjunction with DOE Human Resources Training Office, incorporates DOE elements Annual Training Plan into the DOE’s Annual Training Plan.  Preparation of the Annual Training Plan includes but is not limited to implementation plan, timeline, and resource requirements; works with DOE Human Resources Training and COR, internal and external training sources, and consultants to ensure implementation of the Annual Training Plan; ensures training strategies implemented provide a balance of learning effectiveness, cost, administrative convenience, timeliness, and least disruption of the work environment; tracks progress made on accomplishing annual strategic training objectives.  

Must have working knowledge of curriculum development, training resources, training policies and procedures, training delivery methods, and training evaluation methodology to ensure implementation of effective training programs, employee application of skills and knowledge on-the-job, as well as to provide for return on investment for strategic training.  

This position requires a four-year course of study leading to a bachelor's degree and at least three years’ current experience in management and supervision of related Training Support operations or at least eight years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related Training Support operations.

4.1.4.3 Technical Qualification Program Manager.  Provides input to Federal Technical Capability Panel (FTCP) and DOE management on issues related to maintenance of technical capability in the Federal workforce.  Serves as advisor to FTCP and DOE management regarding effectiveness of training and qualification aspects of the Career Intern Program (formerly Technical Leadership Development Program ), Senior Technical Safety Manager Program, Facility Representative Program, General Technical Base qualification standard, and the 28 functional area qualification standards (can be found on the DOE WEB site http://ma.mbe.doe.gov/ME50/Training/qualstd.html).  Conducts periodic assessments of sufficiency of FTCP, and assists with development of annual workforce analysis and staffing plan, as requested by COR.  Provides input to FTCP regarding the improvement of DOE technical capability.

Must have a working knowledge of Defense Nuclear Facility Safety Board Recommendation 93-3 (can be found on the DOE web site http://www.deprep.org/archive/rec/93-3.asp), the Department's response to the recommendation, and existing Departmental policies and procedures related to technical capability to verify DOE meets its personnel competency objectives.

This position requires a four-year course of study leading to a technical bachelor's degree and at least five years’ current experience in management and supervision of related Training Support operations or at least ten years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related Training Support operations. 

4.1.4.4 Safeguards and Security Manager (SSM) and designated alternate(s).  SSM is responsible for identifying and implementing strategies to ensure safeguards and security training requirements are accommodated and integrated into the SP’s needs assessment, evaluation, customer service, employee development, and technical qualification processes. SSM functions include but are not limited to facilitating requirements identification, coordinating actions and decisions, and resolving conflicts related to implementation of safeguards and security training requirements.  

The SSM shall have a four-year course of study leading to a bachelor's degree and at least five years’ current experience in management and supervision of related Safeguards and Security operations and training requirements or at least ten years experience of increasing complexity and responsibility with an equivalent combination of management and supervisory experience of similar or related safeguards and security training functions.  

4.1.5 The Service Provider shall also:

4.1.5.1 Ensure all personnel working on the DOE site shall be U.S. citizens. 

4.1.5.2 Employ only persons able to speak, read, write, and understand English fluently for those positions interacting with Government personnel and customers in performance of this contract, and where English is used or essential to provide a service in this contract.

4.1.5.3 Provide qualified personnel who are capable of meeting performance requirements specified in this PWS.  The Service Provider shall recruit, hire, and train a sufficient workforce to handle the duties and requirements associated with this contract.  

4.1.5.4 Ensure that all Service Provider representatives entering DOE facilities to perform services required under this contract shall carry proper identification or documentation of the purpose of their visit.  For security clearance requirements, see Section 5.3.

4.1.5.5 Verify that individuals and companies seeking employment, subcontracting opportunities, or affiliation to perform under this contract are not excluded, suspended, or otherwise barred from participation in Government programs.  

4.1.5.6 Specifically, Service Provider personnel must possess:

· A thorough working knowledge of the concept of training support, to include but not limited to its impact, benefits, and limitations.   

· Skill in exhibiting creativity in providing solutions to obtain objectives in the most cost-effective manner.

· Skill in oral and written reports and presentations and preparing related data and charts clearly and concisely.

· Skill in dealing as a lead or in a coordinating capacity.

· Resourcefulness in research techniques, with the ability to locate and utilize numerous sources of information.

· A working knowledge of management analysis techniques, processes, and methodologies.

· Skill in adapting or modifying procedures to meet the needs of the organization. 

5.0 GENERAL REQUIREMENTS

This section identifies general requirements, operating plans the Service Provider shall have in place, and quality control and security requirements the Service Provider shall meet.  

5.1 Quality Control Plan

5.1.1 The Service Provider shall develop and maintain a Quality Control (QC) Plan.  This document must be updated as needed or as directed by the COR.  Each document and revisions thereto, shall be provided to the COR for review and approval.  

5.1.2 The QC Plan must identify procedures the Service Provider shall use to ensure performance is at least as good as the standards identified in Appendix F:  Performance Requirement Summary, and requirements in paragraph 5.3, Quality Control.  All employees shall be trained in relevant parts of the QC Plan.  

5.1.3 The QC Plan shall include a customer comments and complaints program and processing system.  The QC Plan shall allow identification and correction of validated customer complaints and provide feedback to the Government and customers on corrective action(s) taken.  The term “customer” refers to customers internal and external to the organizations identified by this contract.

5.1.4 The Service Provider shall maintain a file of all inspections or samplings conducted by the Service Provider, including corrective actions taken.  This file shall be subject to COR review upon request.  The file shall be the property of the Government and shall be turned over to the Government upon completion or termination of the contract.

5.2 Quality Control 

5.2.1 The Service Provider shall be responsible for the quality of all work under this contract.  

5.2.2 The Service Provider’s quality control program shall ensure that all aspects of this contract are performed in compliance with contract requirements, and shall contain a plan for corrective action when deficiencies or insufficient performance are identified.  When defective performance is noted through Quality Assurance activities, the COR will request that the Service Provider correct the defective performance, or provide a plan for corrective action.  The Service Provider shall respond to this request in writing within two business days of receipt.  

5.2.3 Critical aspects of the Service Provider’s quality control program include management of workforce members, subcontractors, and all other affiliates.  Quality control also includes ensuring compliance with contract requirements, meeting the above listed quality elements, and limiting the risk for the DOE Federal Training Function.

5.3 Personnel Security

5.3.1 Upon request, the Service Provider shall submit to the Government the name and addresses of each employee hired for work on this contract, and the name and address of each subcontractor, as well as provide completed security questionnaires and other forms when required for security purposes.

5.3.2 Due to the nature and location of work to be performed under this contract, specified Service Provider personnel shall possess or be able to obtain security clearances.

5.3.2.1 A personnel security clearance is neither a license for access to classified information nor a substitute for security measures designed to prevent unauthorized access.  Therefore, security clearances are only to be granted when there is a bona fide requirement for access to classified information in performance of duty assignment.  For access to DOE sites, Service Provider shall obtain Building Access Only (BAO) security identification cards.  At least two of the Service Provider’s personnel shall possess or be able to obtain a Security Clearance Level Q to perform the subject matter expert tasks.   

5.3.2.2 The Service Provider shall ensure government debriefings are conducted for departing employees in accordance with DOE Order 470.1, Security Operations.

5.3.2.3 The Service Provider possesses or is able to obtain a Facility Clearance for any on-site facilities it elects to use for performance of this contract.  

5.4 Information Security

5.4.1 The Service Provider shall comply with disclosure of information in accordance with DOE Order 470.1, Security Operations (can be found or requested on the DOE web site http://www.directives.doe.gov).

5.4.1.1 Neither the Service Provider nor any of its employees or affiliates shall disclose or cause to be disseminated any information concerning operations of the activity which could result in (or increase the likelihood or possibility of) a breach of the activity’s security, or interrupt the continuity of its operations.  This includes dissemination of information that might result in a negative impact to the Government’s reputation.

5.4.1.2 Disclosure of information relating to the services hereunder to any person not entitled to receive it, or failure to safeguard any sensitive or classified information that may come to the Service Provider or any person under his/her control in connection with work under this contract, may subject the Service Provider, his/her agents, or employees to criminal liability.

5.4.1.3 All inquiries, comments, or complaints arising from any matter observed, experienced, or learned as a result of, or in connection with, performance of this contract (the resolution of which may require the dissemination of official information) shall be directed to the Government.

5.4.1.4 Deviations from, or violations of, any provisions of this section may, in addition to all other criminal and civil remedies provided by law, subject the Service Provider to possible termination for default and/or subject the individuals involved to withdrawal of the Government’s acceptance and approval of employment.

5.5 Meetings  

The Service Provider’s Project Manager (and other personnel the Service Provider designates) shall be required to attend status or performance meetings as follows: 

5.5.1 Routine operational meetings, conference calls, and discussions will be held at least monthly by Televideo conference to answer questions and resolve issues as they arise, and to ensure continued compliance with contract requirements.  

5.5.2 During the first quarter of the Full Performance Base Period of the contract, performance meetings will be conducted as performance warrants and may occur weekly via teleconference or videoconference.  The COR will determine at what point performance meetings will occur less frequently and when face-to-face meetings are necessary.  Performance meetings will be conducted after the end of each quarter at a Headquarters DOE Office to discuss performance under the contract.  

5.5.3 The Service Provider shall take minutes at the kick-off, progress, and performance review meetings and shall provide copies to the COR and other attendees.

5.6 Business Hours

Normal business hours for each location are from 8:00 a.m. to 5:00 p.m. local time, five days per week, Monday through Friday, except recognized Federal holidays.  

5.7 Compliance

The Service Provider and Service Provider employees shall abide by all applicable Federal, State, and local laws and regulations, as prescribed in applicable directives listed in Appendix I: Publications and Forms while engaged in the performance of all operations associated with this contract.  

5.7.1 Where the Service Provider has elected to use Government space, it shall provide access to that Government space and cooperate with visiting Government personnel conducting official inspection visits and surveys at the site.  Inspection visits will be made by agencies including, but not limited to, the General Accounting Office (GAO), DOE Inspector General, DOE Human Resources, and National Nuclear Security Administration (NNSA).

5.7.2 Scheduled Visits:  The Service Provider shall notify the COR of scheduled inspection visits, investigation, or corrective actions required by Federal, State, local or other inspection agencies or offices.

5.7.3 Unscheduled Visits:  The Service Provider shall notify the COR by phone within 30 minutes of unannounced arrival of any agents of any regulatory agency.  The COR will provide instructions to the Service Provider.

5.7.4 Inspection Documentation:  The Service Provider shall maintain on file documentation of all inspections and visits that pertain to the performance of the Service Provider, to include names, identification numbers, agencies of the inspectors, reasons for the visit, and any remarks made during the visit.  The Service Provider shall include a copy of all reports received.  

5.8 Contingency Plan

The Service Provider shall submit a written Contingency Plan within 30 calendar days after the contract award date to the COR.  The Contingency Plan shall address wartime mobilization, strike, wildcat walkouts, sickouts, natural disasters, and unexpected large or rapid turnovers of Service Provider personnel.  Within 30 calendar days after receipt of the COR’s comments, the Service Provider shall incorporate the COR’s changes to the Contingency Plan and resubmit plans to the COR.  

5.9 Data and Information Access 

5.9.1 Service Provider shall ensure that information generated by the Service Provider in performance of this contract to include but not limited to, technical records, reports, files, magnetic media, and other documentation are available to the COR at all times during performance of this contract.  Copies of documentation shall be provided upon request.  All data generated in performance of this contract shall be provided to the Government prior to contract completion or termination date.

5.9.2 No information developed by the Service Provider concerning performance of this contract shall be proprietary; the Government will have unlimited rights to all data.  The Service Provider shall not use information it has access to from performance of this contract for purposes other than performance of this contract.

5.9.3 The Public Affairs Office (PAO) or equivalent is the only source for release information to the media.  The Service Provider shall not provide DOE-related information to the media; it shall refer all queries to the COR.  

5.9.4 Disclosure of information relating to services hereunder to persons not entitled to receive it, or failure to safeguard classified information or controlled unclassified information that may come to the Service Provider or persons under its control in connection with work under this contract, may subject the Service Provider, its agents, and or employees to criminal liability under 18 USC.

5.9.5 All inquiries, comments, or complaints arising from matters observed, experienced or learned as a result of or in connection with, performance of this contract that may require dissemination of official information shall be referred to the COR.

5.10 Library Maintenance

During the base period and each option year of the contract, the Service Provider shall update a library that shall include, but not be limited to, a copy of all monthly reports for that period, a copy of all annual reports of the contract period, and a copy of one-time deliverables.  

6.0 GOVERNMENT-FURNISHED PROPERTY AND SERVICES

6.1 General

Government property will be provided in “as is” condition, in accordance with Federal Acquisition Regulation (FAR) 52.245-19, Government Property Furnished (As Is).  The Service Provider shall, as a minimum, maintain accountability, protect, preserve, and manage Government property in possession of the Service Provider in accordance with FAR 45.5, Management of Government Property.  The Service Provider shall not use Government-furnished property or services for any purpose other than execution of work under this contract.

6.2 Facilities and Office Equipment

The Government will make existing DOE facilities available to the Service Provider for use by the Service Provider in performance of the requirements of this contract.  The Government will make office space available in an amount that is appropriate for the number of Service Provider employees under the contract.  Along with office space for each employee, standard office equipment will be provided to include:  Desk, chair, filing cabinet, computer, monitor, keyboard, mouse, and printer.  Hardware and software necessary to perform this work will be provided and includes but is not limited to Windows and Microsoft Office Suite.  See Appendix C, Facilities and Equipment, for a listing of what is made available by location.

6.3 Materials and Supplies

The Government will provide all necessary materials and supplies for use by the Service Provider in the performance of this contract for those DOE sites the Service Provider elects to use to perform this contract.  The Service Provider shall establish and maintain an accurate and complete inventory of materials and supplies.  The Service Provider shall request needed materials and supplies from the Government in sufficient time to meet the performance requirements in this contract.  All Government-furnished materials and supplies are for use only in connection with the work under this contract, and may not be removed from DOE locations.  

6.4 Copier Services 

The Government will provide access to existing copiers in Government-furnished facilities for official use by the Service Provider. 

6.5 Utilities 

The Government will furnish utilities from existing outlets in Government-furnished facilities for use under this contract.  As a user, the Service Provider shall comply with and share in the established procedures, regulations, and goals set forth in energy conservation and utilization standards.

6.6 Communications

The Government will provide telephones and telephone service in Government-furnished facilities for performance of work under this contract.  The cost of unofficial telephone service (e.g., telephone service not integral to performance of the contract) shall be reimbursed to the Government upon demand.  The Service Provider shall maintain records of unofficial telephone usage and submit telephone reports to the COR monthly for reconciliation by the Government.  The Service Provider shall be responsible for other telecommunication equipment not furnished by the Government such as pagers and mobile phones.  Televideo conferencing will be furnished by the Government. 

6.7 Computer Network Services

The Government will provide the Service Provider with computer accounts, to include e-mail and Internet access, while the Service Provider is occupying Government-furnished facilities.  The Service Provider shall ensure that all account usage complies with the Government’s usage restrictions and that accounts are used solely for work specified under this contract.

6.8 Custodial Services

The Government will provide custodial services in Government-furnished facilities to the same extent routinely provided to current occupants, to include emptying wastebaskets and vacuuming carpets.  Government provision of custodial services does not relieve the Service Provider of responsibility for maintaining a neat and orderly workspace in Government-furnished facilities.  

6.9 Existing Training Contracts

The Government will provide, and the Service Provider must use, existing training contracts to the same extent routinely provided to the current DOE training function.  Once a contract reaches termination or is canceled, the Service Provider shall consult with the COR to determine the best method to provide services that were provided in the existing contract.  A listing of existing training contracts is in Appendix J: Existing Training Contracts.  DOE will continue to acquire training services under a separate contract(s). 

7.0 SERVICE PROVIDER-FURNISHED PROPERTY AND SERVICES

The Service Provider shall furnish all property and services not specifically identified as Government-furnished in Section 6.0 of this PWS necessary to perform the work requirements described herein.  

7.1 Transportation

The Service Provider shall provide all transportation services necessary for staff to perform the services required in this contract.  The contractor will not be reimbursed for local travel. 

8.0 TRANSITION

The Service Provider shall begin full performance of all requirements under this PWS within 120 calendar days of contract award.  

8.1 Phase-in Performance

8.1.1 Phase I – Start up:

The following shall apply during Phase I—Start-Up:

8.1.1.1 Phase I includes all of preparation activities, including but not limited to establishing the infrastructure to perform under this contract, ensuring a qualified workforce is in place, providing appropriate training for that workforce, and implementing the support necessary to fully perform the requirements contained in this PWS. 

8.1.1.2 The kickoff meeting and initial progress meeting will be held within the first 10 calendar days after award.  The kick-off meeting will be held at a DOE Headquarters Office, Washington, DC.  

8.1.1.3 Service Provider site visits to DOE offices as necessary for preparation activities.

8.1.1.4 Progress meetings will be held a minimum of every 30-calendar days during the phase-in period of the contract to discuss the Service Provider’s progress preparation for full performance under the contract.  These meetings may be held at the Service Provider’s office or at a DOE Headquarters office.  The COR will determine the frequency of progress meetings.

8.1.1.5 The Service Provider shall have up to 60-calendar days to complete Phase I.

8.1.2 Phase II – Testing and Reviews:

The following shall apply during this phase:

8.1.2.1 Phase II includes joint systems testing with DOE personnel using dummy records, completion of inventories, and a review of the Service Provider QC plan.

8.1.2.2 It is expected that both system and procedural issues will be identified during this Phase, and that problems will be fully resolved.  

8.1.2.3 Progress meetings will be held a minimum of every 30-calendar days during the phase-in period.

8.1.2.4 The Service Provider shall have up to 60 calendar days to complete Phase II requirements. 

8.2 Full Performance

Service Provider is expected to be at full performance at the end of the 120-day phase-in period.

8.3 Phase-Out Performance

8.3.1 Phase-out performance consists of all preparation and activities necessary to ensure that all DOE Federal Training Functions continue to receive a high level of attention, maintenance, and performance throughout the life of this contract.  The phase-out performance period begins at the completion of the last exercised option of the contract or at the end of any extensions and shall last for up to 90-calendar days as described below:

8.3.1.1 The Service Provider shall continue to provide full-service support for all DOE Federal Training Functions unless explicitly stated otherwise in this paragraph. 

8.3.1.2 The Service Provider shall transfer the Job Folders, tracking database, and all files associated with the DOE Federal Training Functions operation that are not proprietary within 15 calendar days of the date the Government notified the Service Provider that it is not exercising the last option, or at the end of any extensions of the contract. 

8.3.1.3 Within 30-calendar days after the end of the Phase-out Period, the Service Provider shall provide a final invoice and a final copy of all recurring reports, along with a narrative report on successes and difficulties.  The Service Provider shall ensure that the final invoice and reports, and all records submitted during the Phase-out Period, are accurate and complete, and that these records provide the same high level of quality provided during the base and option periods.
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