2015 Statement of Work for PEMA G-Series training

Scope of Work for 2015 PEMA Emergency Communications Training Courses
Statement of Work


   

I-1  OBJECTIVES: The Key Objective for this project will be the successful delivery of communications training courses in support of the commonwealth’s  emergency communications responders’ continuing professional development.   Four sessions of three courses have been identified by the Pennsylvania Emergency Management Agency (PEMA) as core training.      

1. GENERAL OBJECTIVE (Contractor):  

a. Present Department of Homeland Security Office of Emergency Communications (DHS-OEC) courses.   The specific DHS-OEC courses are: 
i. TRG-COML, All-Hazards Communication Unit Leader (COML) Training 

ii. TRG-COMT, All-Hazards Communication Unit Technician  (COMT) Training
iii. TRG-AUXCOMM, Auxiliary Communications Workshop 
2. DELIVERABLES:
a. Present the DHS-OEC courses (listed in I-1, 1.a above) to the target audience by September 31, 2015.
b. Develop a Gantt chart for deliverables and course presentations.
c. Develop any required documents based upon template and guidance given by DHS-OEC to ensure compliance with requirements set forth by DHS-OEC.
I-2  NATURE and SCOPE of the PROJECT:   

1. The outcome of this project will be the completion of advanced communications courses for the target audience in compliance with the specifications for each course as set by DHS-OEC.

2. PEMA will provide:

a. Lodging for students only, and will handle all lodging contracts in accordance with Commonwealth Travel Policies.
b. Training for two people on the PA Prepared Learning Management System (LMS) at a mutually agreed upon date and time at PEMA Headquarters, 2605 Interstate Drive, Harrisburg PA.
c. An electronic copy of the Commonwealth Style Guide for use in creation of any electronic media or print documents not provided by DHS-OEC.
3. Contractor shall develop an overall project time line (Gantt chart) that includes courses, dates, and analysis of course feedback.
4. Contractor shall develop any documentation for each of the course sessions listed in this SOW

5. Contractor shall meet with the PEMA project manager  within ten (10) days of contract award to begin planning.

6. Contractor shall develop a time line (Gantt chart) for producing course and exam material.  A DRAFT version of this time line is due ten (10) days after meeting with the PEMA Project Manager.
7. Contractor shall develop a course schedule with locations.  A DRAFT version of this time line is due fifteen (15) days after the first meeting with the PEMA Project Manager.  The final draft is due twenty (20) days after the first meeting with the project manager.  
8. Contractor shall coordinate with PEMA to determine the best possible facilities for conducting training.
9. Contractor shall provide a list of a minimum of five (5) identified instructors for each course and any subject matter experts. This list must identify the courses for which the instructors are being recommended.  The contractor shall present the identified instructors qualifications prior to the prospective candidate delivering any course.  Course credentials (letters of reference are not acceptable) must be included for any recommended instructor.
10. Contractor shall provide a copy of any handouts, and final exams (including student exam and Instructor Reference sheet) that are developed for use in this program.  All materials shall be written in grammatically correct English. Microsoft Office 2007 or Adobe PDF electronic format is preferred for the delivery of this material.

11. Contractor shall provide all printed materials needed for the delivery of all courses.
12. Contractor shall develop or update as needed all course final exams.  All final exams will include an Instructors Reference sheet.  The Instructors Reference sheet will list, for each final exam question, the correct response and the location in the student manual and instructor manual of the correct answer.  

13. Contractor shall list the PEMA Program Manager as the point of contact in all course announcements and course listings in LMS.  Contractor staff may not be utilized to answer questions related to the programs, attendance, or registration.
14. Contractor shall maintain all course agendas or timelines for educational continuity.  All courses shall be delivered at the DHS-OEC maximum length for course deliveries.

15. Contractor shall not have any copyright or proprietary claim on any course material developed from or included in this project.
I- 3 REQUIREMENTS:  
1. Contractor shall be recognized by DHS-OEC as an authorized vendor to provide the courses listed above.  This is so that satisfactory completion of the course will be recognized by DHS-OEC.
2. Contractor shall use sound Instructional Systems Design (ISD) methodology for course development.  The ADDI Model is a good example.
3. Contractor shall ensure that class size will be a maximum of 30 students and a minimum of ten (10) students.  A course of nine (9) or less students may be cancelled only after coordination with the PEMA Project Manager.  The Commonwealth will bear no financial responsibility for costs associated with cancelled courses.  If a course is cancelled, the contractor shall reschedule it within the contract period.
4. Contractor shall deliver courses via the use of lecture, facilitated discussion, small group exercises and activities, and facilitated scenario response. All audio, movies, or multimedia must be preapproved by the PEMA Project Manager.
5. Contractor shall use PA Prepared Learning Management System (LMS) to schedule and track student registration, capture student course critique, document student participation, document final exam grades, and issue course certificates. 
6. Contractor shall manage the PA Prepared LMS grade book for each of the assigned classes for fourteen (14) days after the completion of the course.  After 14 days all original copies shall be returned to the PEMA Project Manager.
7. Contractor shall ensure that a sign-in roster is utilized for each day of the course.  The roster shall include course name, date, location, student’s name, student’s signature, title, agency or jurisdiction, phone number, e-mail address, and State Employee Number if applicable).   Additionally the course roster shall include course start and end times for each day and denote when meal periods were taken. For record keeping purposes the Instructors shall be the last entry on the sign-in roster.
8. Contractor shall ensure that documentation is maintained during classes of any student arriving late, leaving early, or missing more than 20% of course hours.
9. Contractor shall provide the PEMA Project Manager with all sign-in rosters, documentation related to attendance (noted in item 7 of I-3 Requirements), and final exams within fourteen (14) days of course completion.  This may be accomplished through the use of electronic format such as e-mail or fax.

10. Contractor shall issue, and shall provide the PEMA Project Manager with, course announcements for each individual course offering at least twice. One announcement shall be issued sixty (60) days prior to the start of the course, and the second shall be issued thirty (30) days prior to the start of the course. 
11. The target audience for these courses will be emergency communications responders from Pennsylvania state, county, and municipal governments. 
12. The PEMA Project Manager will select students for the courses.
13. Contractor shall use an adult-methodology approach to instruction in consideration of the target audience.

14. Contractor shall ensure that course materials mimic (as close as possible) the Federal Emergency Management Agency (FEMA) lesson plan format and style, particularly PowerPoint slide shows, as used in current G and E series courses.   

15. Contractor shall create common backgrounds or “slide masters” in accordance with the Commonwealth of Pennsylvania Style Guide, and approved by the PEMA Project Manager.  No corporate or company logos or insignias permitted.  Refer to Management Directive 205.40 “Commonwealth Branding.”  
16. Contractor shall ensure that all written materials are written in grammatically correct English, and provided in unencrypted Microsoft Word version 2007 format.  Only fonts and styles common to Microsoft Word may be used.

17. Contractor shall ensure at least five (5) qualified instructors are presented for approval and shall have a minimum of two (2) available at all times throughout each course.  Instructors shall, at a minimum, possess the following qualifications. These qualifications must be included in the bid package.
a. All instructors shall have completed a recognized course in adult methodology instruction (at least 35 hours).  Formal instructor training such as National Wildlife Coordinating Group Facilitative Instructor M-410 Course, Emergency Management Institute Master Trainer Program, National Fire Academy instructor methodology class, or DHS Office of Grants and training’s Instructor training Certification Course, US military technical or academic instructor courses or equivalent courses meet this requirement.  A bachelor’s degree in education or Pennsylvania teaching credentials is preferred.
b. All instructors shall have certificates of completion for: 
i. IS/ICS-100(any) Introduction to the Incident Command System
ii. IS/ICS-200(current version) Incident Command for Single Resources and Initial Action Incidents
iii. IS-700a National Incident Management System (NIMS), An Introduction
iv. ICS 300, Intermediate Incident Command System and
v. TRG-COML, All-Hazards Communications Unit Leader or
vi. TRG-COMT, All-Hazards Communications Unit Technician or

vii. TRG-AUXCOMM, Auxiliary Communications Workshop.
c. All instructors shall have eight (8) years of professional experience in the area of the course of instruction.  

d. All instructors shall be of professional image and of such moral character as to exemplify a professional decorum, which facilitates the transfer of knowledge and fosters a positive learning environment for students.
18. Contractor shall ensure that documentation is given supporting eight (8) years of specific experience in the specific subject matter area that each of the proposed instructors will be presenting.

19. Contractor shall ensure that any documentation developed for this SOW will be written at no higher than the eighth-grade reading level.
20. Contractor shall arrange for subject matter experts for courses as needed.  Any subject matter expert chosen to assist in the delivery of a course must be preapproved by the PEMA Project Manager.  A resume or curricula vitae and appropriate training information must be provided.  Use of a subject matter expert does not relieve the contractor of the requirement to provide two (2) qualified instructors. 
21. Contractor shall have approval from the PEMA Project Manager for all altered or created course content before the course is presented.
22. Contractor shall ensure that instructors are appropriately attired as defined in the Pennsylvania State Fire Academy Instructor Classification System and Code of Professionalism, Policy 2001-1. 
23. Contractor shall ensure that instructor attire does not display corporate logos.
24. Contractor shall abide by all aspects of Management Directive 215.8 as Amended “Contractor Integrity Provisions for Commonwealth Contracts.”
I-4 TASKS:

1. Contractor shall provide at least two (2) individuals who will act as System Learning Managers to manage course documentation in PA Prepared Learning Management System (LMS)
2. Contractor shall be responsible to:

a. Manage grade books.

b. Provide students a reasonable time for a lunch break period for the given area where the course is being conducted.  Contractor shall not be responsible to supply a meal for the lunch break. The meal is the student’s responsibility.
c. Ensuring that a consistent time is given each day for the lunch break period.

3. Contractor shall coordinate course dates with the PEMA Project Manager so that there is a maximum amount of lead time before the courses start date.
· There will be two offerings of COML 

· There will be two offerings of COMT 

· There will be three offerings of AUXCOMM

4. Contractor shall present the courses:

a. The ComL and ComT courses will be presented twice and the AuxCom course will be presented three times.  The location of these courses will be agreed upon with the PEMA Project Manager.  A centralized location in each selected area will be used that will minimize the cost of travel to students, avoid premium or high-cost conference facilities, and allow maximum student participation.
b. Courses presentations shall be complete prior to September 30, 2015.
5. Contractor shall provide a student manual to each student.  The manual pages will be printed on both sides (duplex style), in black and white, tabbed and assembled.  
6. Contractor shall include in the proposal an itemized list of specific costs of supplies and materials and specific costs for each item.

I-5  REPORTS AND PROJECT CONTROLS:

1. Contractor shall provide a report within fourteen (14) days after a course indicating final exam grades and instructor reports of student conduct, attendance and other pertinent issues.  Student evaluations are not required as LMS has a course survey. 
2. Contractor shall provide a sign-in roster for every course.  A separate roster shall be completed for each day of a course and shall document the course, course date, course location and, the student’s name, student’s written signature, title, agency or jurisdiction, phone number, e-mail address and State Employee Number.  No Social Security Numbers (SSN) or parts of the SSN or date-of birth shall be recorded on the roster or by the contractor for any purposes.  All instructors for the course shall sign-in as last entries on the student roster for record keeping purposes.  Contractor shall forward the original copy of all student sign-in rosters to the PEMA Project Manager no later than fourteen (14) days after the last day of the course.

3. Contractor shall ensure that all final exams are consolidated into a single file and sent to the PEMA Project Manager no later than fourteen (14) days after the last day of the course.

4. Contractor shall provide a monthly Spend Detail Report for each course to the PEMA Project Manager.  The reports shall detail the actual costs associated with each course.
5. Contractor shall address all invoices to Commonwealth of Pennsylvania, P.O. Box 69180, Harrisburg, PA 17106.  Payment may be delayed for invoices without the required information and those lacking proper documentation.  Every invoice shall, at a minimum, include the following information to support the totals indicated:

a. Company name, address, phone and FAX numbers plus a phone number and e-mail for a single point-of-contact for the invoice. The point-of-contact must be able to correct errors and resolve issues in the invoice.

b. The PEMA Purchase Order number and project title must be clearly visible on the invoice.  The invoice shall have the specific period of time (billing period) the invoice covers and a date of invoice within thirty days of the billing period.

c. The list of work performed must document each employee’s labor, one employee per line entry.  On one line list the employee, title, pay rate, date, location, hours charged, and total for that day.
d. List each day worked on a separate line.  A copy of the corporate time sheet indicating dates, times, locations, and totals referenced to this project must be attached for verification of work performed.

e. Travel expense lists will have only one expense per line.  Every line entry must identify the traveler, date, brief description of the expense, point of origin, destination, and the expense in US dollars. A copy of the receipt is required for validation of every line entry and will be included with the invoice.  Entries without receipt verification are unacceptable.  Per Diem and mileage must not exceed the Federal maximums for the area, type and style of travel or expense.   Note: Reimbursement for alcoholic beverages is prohibited.
f. Reimbursable expense lists must have only one expense per line with a copy of the receipt included for verification.

g. The profit a company expects to make from this project, sometimes called a fee, must be listed as such and not concealed in other entries.

h. Please find a sample invoice at Attachment C

ATTACHMENT B
Sample Invoice

PEMA Learning Management System
(Insert Your Company Name Here)                                                      Invoice date:  MM/DD/YYYY

(Company Address phone and FAX)                             Billing period: MM/DD/YYY thru MM/DD/YYYY

(Company project identification)

(Federal Tax ID #YY-YYYYYYY)

Commonwealth of Pennsylvania                                   Billing point of contact:

PO Box 69180                                                          Mrs. Smith (phone number)

Harrisburg, PA 17106                                                 smith@ e-mail

PO #XXXXXXXXXX         PO Title: (insert title from the PEMA Purchase Order)

Labor charges

	Employee
	title
	rate
	Date
	Location
	hours
	COST

	Jones
	Admin
	$50.00
	MM/19
	City, state, ZIP 
	2.0
	$100.00

	Doe
	Manager
	$75.00
	MM/19
	(Company address, ZIP)
	2.0
	$150.00

	Doe
	Manager
	$75.00
	MM/20
	City, state, ZIP
	5.0
	$375.00

	Doe
	Manager
	$75.00
	MM/20
	(Company address, ZIP)
	8.0
	$600.00

	Smith
	Admin
	$6.15
	MM/25
	(Company address, ZIP)
	8.0
	$49.20

	Total
	
	
	
	
	25.0
	$1274.20


Travel charges

	Employee
	date
	description
	Origin
	Destination
	Miles
	COST

	Doe
	MM/19
	Meeting
	Corporate office
	City and ZIP
	100
	$55.00

	Doe
	MM/19
	Lodging
	City and ZIP
	
	0
	$99.00

	Doe
	MM/20
	Meals
	City and ZIP
	
	0
	$25.00

	Doe
	MM/20
	Return
	City and ZIP
	Corporate office
	100
	$55.00

	Total
	
	
	
	
	
	$234.00


Overhead

	ITEM
	Description
	DATE
	COST

	FEE
	Expense authorized on PO
	MM/DD
	$30.00

	TOTAL
	
	
	$30.00


Reimbursable costs

	ITEM
	Date
	Each
	COST

	5 CD-ROM of report
	MM/DD
	$2.00 each
	$10.00

	One WEB Conference Call
	MM/DD
	
	$5.67

	25 Comb bound, plastic cover, full color final reports
	MM/DD
	$12.00 each
	$300.00

	TOTAL
	
	
	$315.67


TOTAL

	Labor
	
	
	$1274.20

	Travel
	
	
	$234.00

	Overhead
	
	
	$30.00

	Reimbursable
	
	
	$315.67

	INVOICE TOTAL
	
	
	$1853.20
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The Key Objective for this project will be the successful delivery of communications training courses in support of the commonwealth’s emergency communications responders’ continuing professional development.   
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