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1.1.  
Objective.   The mission of the Human Resources Development (HRD) function is to provide top quality, customer-oriented, education and training services to the civilian and military workforce of the Air Force Flight Test Center (AFFTC), its Associates and Geographically Separated Units (GSUs), hereafter referred to as “AFFTC” and others as specified by directive, as identified in Appendix 1, Workload Data.  The objective of this Statement of Work (SOW) is to provide AFFTC with efficient and effective performance-based HRD services that maintain a high-quality workforce and enhance professional and personal development, recruitment, retention and readiness.  Unless otherwise provided as government-furnished (listed in Appendix 2), or designated as being inherently governmental positions, i.e. the Functional Area Staff (FAS), the service provider (SP) shall provide all resources (labor and materials) to perform the HRD services described within this SOW in a manner that meets the objectives stated herein.

1.2.
Customer Service. Provide education and training customer service consisting of establishing, maintaining and updating military education information in the Military Personnel Data System (MilPDS) and the civilian education and training information in the Modern Defense Civilian Personnel Data System (MDCPDS), answering customer inquiries and responding to customer requests.    Direct customers to the appropriate agencies if unable to assist or answer customer’s request. In-process and out-process military personnel education records and establish or transfer records as requested by the customer.  Ensure out-processing civilian personnel have no pending training scheduled. 

1.3.  Education.  Responsible for education services consisting of Counseling, Tuition Assistance (TA) and Community College of the Air Force (CCAF). 

1.3.1.
Counseling.  Provide professional academic, training and vocational counseling from learning basic skills through graduate degrees.  These opportunities include: pursuing college degrees, the Air Force Educational Leave of Absence (AFELA) Program per AFI 36-2306 Chapter 10, educational deferments per AFI 36-2306 Chapter 11, General Education Diploma (GED) completion and various Commissioning Programs.  Commissioning Programs include: Officer Training School (OTS) per AFI 36-2013 Chapter 4, Airman Education and Commissioning Program (AECP) per AFI 36-2013 Chapter 2, Reserve Officer Training Corps (ROTC) per AFI 36-2013 Chapter 3, the Air Force Academy per AFI 36-2019, paragraph 2 & 3 and the AFFTC civilian Long Term Full Time (LTFT) Training program per AFI 36-401 Attachment 2. Provide guidance and advice concerning financial support programs.  Examples of financial support sources and programs are Veterans Educational Assistance Program (VEAP), Montgomery GI Bill (MGIB), Veterans Assistance (VA) Top Up and other federal grants and loans.

1.3.2.  Tuition Assistance (TA).  Administer the Air Force Tuition Assistance Program IAW AFI 36-2306, paragraph 5.  Work with student using Air Force Automated Education Management System (AFAEMS) to address all TA concerns, forwarding all completed applications to FAS for final funding approval.  

1.3.3.  Community College of the Air Force (CCAF).  Provide guidance and advice to enlisted Air Force members using CCAF Catalog, Handbook and execute the program IAW AFI 36-2306, paragraph 7.2.3.  Arrange for and conduct graduation ceremonies in coordination with the FAS.

1.4.
Training Services.  Training services include Nomination/Selection Boards, Surveys and Course Evaluations, Training Classes, and Formal Schools.  Some examples of formal schools include such courses as AFMC Squadron Commanders and Spouses Course, Professional Military Education (PME) In Residence and correspondence, Professional Continuing Education (PCE), Career Field Craftsman Courses, Air University (AU), Air Education and Training Command (AETC) Courses, Air Force Institute of Technology (AFIT) and DAU, etc.

1.4.1.
Nomination/Selection Boards. Prior to each board, prepare and screen nomination packages for eligibility criteria and completeness and provide to FAS.  Upon final board action notify nominees of outcome and complete packages according to board requirements.  Upon official notification of selection, the SP shall confirm student.  Unit requirements to defer, cancel or swap student shall be completed with the approval of the course owner.   Nomination/Selection Boards are listed in Appendix 3. 

1.4.2.
 Surveys and Course Evaluations.  Serve as the Base Enlisted Specialty Training (BEST) survey control monitor for Air Force Occupational Measurement Squadron (AFOMS) IAW AFI 36-2201 paragraph 4.8.8. and  AFI 36-2623 paragraphs 2.5 and 2.6.  Receive, distribute, and return surveys by the originator’s suspense date.  Return damaged survey disks to the originator.  Develop surveys to evaluate course effectiveness.  Collect and track data for trends.  Meet with the FAS to discuss course evaluation results.

1.4.3.  Training Classes.  Receive FAS and Unit Education Training Manager (UETM) / Unit point of contact (POC) validated training requests and research potential best value sources (e.g. government sources, vendors, new courses, computer based training, videos, etc.) to fill on- and off-site training requests. For on-site classes, schedule location, equipment/software needs and materials receipt and delivery.  Allocate quotas, confirm and schedule students.  Submit the suggested best value source and training request to the FAS for funding approval.  Notify customer of the FAS decision.

1.4.4.  Formal Schools.  Process training requests IAW Education and Training Course Announcement Policy and Procedure, paragraph 1.3.1. through Major Command (MAJCOM) POC.  Receive and forward training quotas and quota-related information to the appropriate UETM or POC.  Provide UETMs with information and updates on formal school processes and procedures.   For PME in-residence, provide member eligibility lists as well as named and unnamed quotas IAW AFI 36-2301, paragraph 2.9 (excluding 2.9.3.) and forward to unit POC.  Coordinate changes to formal course quotas through the appropriate MAJCOM POC by confirmation date.  Confirm course quotas in MilPDS. 

 Process requests for PME correspondence courses and forward to the FAS.  For Craftsman courses comply with AFI 36-2201, Chapter 8 and AFMAN 36-2247, Attachment 5.  Serve as DAU POC for questions, training and AFFTC Virtual Campus site administration.

1.5. 
Base Enlisted Specialty Training (BEST).  BEST includes Services and Program Management. 

1.5.1.  BEST Services.  Best Services includes On-the-Job Training, Functional Career Field Management and Data Updates.
1.5.1.1  On-the-Job Training.  Serve as the UETM advisor for OJT per AFI 36-2201, paragraph 4.8.1., and  the Ancillary Training Program (ATP) per AFI 36-2201, paragraph 13.8.  Process recommendations for Career Development Course reactivations, extensions and waivers IAW AFI 36-2201, Attachment 3.  Disseminate and implement enlisted specialty training changes to program or procedures as directed from MAJCOM.  Coordinate with the MAJCOM POC to get procedural clarifications.  Schedule, conduct and document quarterly UETM training meetings. Prepare and distribute meeting minutes to UETMs and MAJCOM Training Manager.

1.5.1.2.
Functional Career Field Management. Serve as the UETM Functional Manager IAW AFI 36-2201, paragraph 4.8.9. Identify and recommend assignments for inbound UETMs to the FAS. Orient and train UETMs on local BEST procedures and training program responsibilities.  Interview UETM retraining candidates using the suggested criteria in AFMAN 36-2247, Attachment 3. Consolidate interview results and provide a written recommendation to the FAS. 

1.5.1.3.
Data Updates.  Review for accuracy and coordinate UETM training action inputs in Personnel Concept III (PC-III) or its replacement.  Load and update training actions in MilPDS for units without PC-III.

1.5.2.
Program Management.  Program Management includes Air Force Training Course (AFTC) Management and Staff Assistance Visits (SAV).

1.5.2.1.
Air Force Training Course Management (AFTC).  Certify UETM and other designated personnel to teach the AFTC. Teach the AFTC to all units without an assigned UETM.  Notify UETMs when an update to the AFTC has been posted.  Update history in MilPDS for all military students who attend the AFTC.

1.5.2.2.
Staff Assistance Visit .  Conduct SAVs annually and when requested by the unit commander IAW AFI 36-2201, paragraph 4.8.4.2. and AFMAN 36-2247, paragraph 4.1. 

1.6.
Support Services.  Support services include such things as Records Management, Test/Examination Management, Marketing, Website Management, Acquisition Professional Development Program (APDP), Education/Training Management System (ETMS), Air Force Automated Education Management System (AFAEMS), Data Reports and Analysis, Classroom Management Services and Distance Learning, Facility and Equipment Management.  

1.6.1.
Records Management.  Maintain files IAW AFI 33-322, Records Management Program, paragraphs 9 and 10 and AFMAN 37-139, Records Disposition Schedule (tables and rules are listed in Appendix 6). 

1.6.2. Test/Examination Management.  Responsible for test administration and providing support for testing services IAW the Air Force Institute of Advanced Distributed Learning (AFIADL) catalog and the AFIADL Distance Learning Site Management Handbook, chapter 4, page 32.  Schedule and score the Air Force Reading Abilities Test (AFRAT). Notify UETM of students that may require tutoring IAW HRD guidelines. Schedule students for the Reading Improvement Program with existing reading tutor. Schedule all tests and administer all mandatory AFIADL tests. Existing test examiner administers all other tests.   

1.6.3.
Marketing.  Publicize education, training and development opportunities, information and processes by any effective marketing method that maximizes course/event participation.  

1.6.4. 
Website Management.  Maintain the HRD website consistent with all computer systems, AFFTC/IT formatting standards and network security procedures ensuring it is current and professionally displayed. 

1.6.5. Acquisition Professional Development Program (APDP). Serve as initial customer service POC for APDP questions. Provide information and direct personnel to Air Force/AFMC policy and guidance on APDP.  Review requests and process waivers for positions, critical acquisition positions and tenure, and certification packages for Level 1, 2, and 3 for APDP coded positions to forward to the FAS.  Update civilian APDP certifications and Acquisition Corps information in MDCPDS.  Forward military APDP certifications and Acquisition Corp information to AFMC for processing.
1.6.6. Education/Training Management System (ETMS).  Serve as the site administrator for ETMS.  Create and maintain user profiles, grant/modify security access levels, create/modify personnel access, maintain a list of users, issue and reset passwords, train and assist users.  Load new and update existing local courses in the ETMS Course Catalog.  Coordinate with MAJCOM POC to load new non-local courses.  Request reports from MAJCOM to manage and validate training requirements.  Schedule and close out requirements for on- and off-site classes.

1.6.7.  Air Force Automated Education Management System (AFAEMS).  Serve as the AFAEMS systems administrator IAW AFAEMS Manual, chapter 8.   Responsible for downloading and installing software, creating user accounts and setting access levels, resetting passwords and training users.  Perform weekly database maintenance.  Reconcile data with the MilPDS through monthly upload and download.

1.6.8.
Data Reports and Analysis.  Respond to requests for HRD data from the FAS, Headquarters, Air Force Material Command (AFMC), Military Personnel Flight (MPF), commanders and other agencies as approved by the FAS.  Generate the required reports listed in Appendix 1.  

1.6.9.
Classroom Management.  Schedule classrooms for day and evening classes, meetings and HRD sponsored events IAW HRD guidelines and Memorandums of Understanding (MOUs) listed in Appendix 4.  Ensure HRD scheduled classrooms are professional in appearance throughout the class and appropriate equipment is operational prior to class start.  When requested, return unused classroom materials to course owner. 

1.6.10.  Distance Learning (DL).  Serve as the DL Site Coordinator IAW AFMCMAN  36-2, chapter 2.  Coordinate with existing DL technical site administrator for broadcast scheduling and delivery.  Distribute DL certificates to appropriate unit POCs.

1.6.11.
Facility and Equipment Management.  Designate a facilities manager for duties outlined in AFFTCH 32-7 and an equipment custodian IAW AFMAN 23-110, Volume 2, Part 2, Chapter 22, Attachment 22c to coordinate with the FAS on building and equipment problems.  

Performance Objective
SOW Paragraph
Performance Threshold

Provide top quality, customer-oriented services meeting the objectives of the SOW that ensures customer satisfaction
1.2
No more than 1 validated customer complaint per month





Complete, accurate and timely data entry of personnel records
1.2

1.3.2.

1.4.3.

1.4.4.

1.5.1.3.

1.5.2.1.

1.6.5.

1.6.6.

1.6.7.
98% Accuracy.  Resolve discrepancies within 3 workdays of discovery





Administer and control tests

1.6.2.


Test controlled IAW AFIADL Catalog and AFIADL DL Site Managers Handbook

3.
Government Furnished Property and Services.

3.1.  General.  The government will provide, as base support, the facilities, and property listed in Appendix 2.

3.1.1.
Facilities.  The government will initially furnish the facilities described Appendix 2.  The Service Provider (SP) will occupy only those facilities required to perform the HRD services.  SP will use current AF guidelines in AFFTCI 32-15, Attachment 2 to ensure that the initial utilization and any changes in scope of utilization, mission and personnel requirements from the current government use of these facilities, will result in the equivalent change in scope of facility occupancy by the SP.  All facilities unused by the SP shall be turned back to the government to be used for other purposes as determined by the government.  These facilities shall only be used for performance of this contract.  The structures provided may contain asbestos-containing materials, or commercial paints containing lead-, mercury-, or other metal-based paints.  Prior to conducting any activities that may disturb these materials, the contractor shall contact Civil Engineer Group for survey/abatement requirements. 

3.1.2.
Property Maintenance/Repair.  The government will provide for the maintenance and replacement of the property listed in Appendix 2.  Contact the FAS for all property requirements.  Upon completion of this contract, the service provider shall return the property to the government in a serviceable condition less fair wear and tear. 

3.1.3.  Automated Data Processing Equipment (ADPE).  The government will provide ADPE (listed in Appendix 2) in support of this SOW as stated in the Description of Services, paragraph 1.1.  Comply with all computer system and ADPE accountability IAW AFI 33-112, paragraph 8.  Comply with all computer system and network security procedures required by the government IAW AFMAN 33-223, chapter 2 and 3.  
3.1.4.  Software.  The government will furnish the SP all currently installed software to accomplish the requirements of this SOW.  The government will update and keep current directed software required by approved life cycle management plan, Headquarters Air Force, and AFFTC/IT.

3.1.5.  Government Furnished Utilities.    Water, gas and electric services will be provided for the government-furnished facilities.  SP is responsible for practicing energy conservation.

3.1.6.  Telephone and FAX Services.  The government will provide telephone service consisting of telephone lines and types listed in Appendix C IAW AFI 33-111, paragraph 3 and Attachment 3, paragraph 3.5.  Telephone use is limited to matters related to performance of the HRD services.  The government reserves the right to monitor outgoing calls.  If additional telephone services are required, it will be the service provider’s responsibility to obtain them after approval by AFFTC/IT.
3.1.7.
 Equipment, ADPE and Software Problems.  For classroom equipment operational problems, contact the 95 MSS/DPE Distance Learning Technician.  For ADPE and associated software, Local Area Network (LAN), Internet and Intranet problems, call the AFFTC/IT Help Desk for resolution.  For problems with the Modern Defense Civilian Personnel Data system (MDCPDS) contact the Personnel Systems Manager.  For problems with the Military Personnel Defense system (MilPDS) problems contact Personnel Management Systems.

3.1.8.
 Postal Service and Internal Base Distribution.  The Base Information Transfer System (BITS) will handle official government/service provider mail generated as a result of performing HRD services.

3.1.9.   Police and Fire Protection.  The government will provide general police and fire protection.  For emergencies call extension 911, for non-emergencies call extensions, 7-3124 for Fire Department or call 7-3340 for Security Forces.

3.1.10.
Medical.  The government will provide emergency medical treatment and emergency patient transportation service for SP personnel who are injured or become critically ill while performing HRD services.  Treated personnel shall be responsible for reimbursing the government for the cost of medical treatment and patient transportation at the current inpatient or outpatient treatment rate.  The telephone number for emergency medical care is 911.

3.1.11.
 Insect and Rodent Control.  The government will furnish insect and rodent control for government provided facilities.

3.1.12.  Refuse Collection and Custodial Services.  The government will make available refuse collection and disposal services for the SP.  These services will be provided at the levels in the government’s existing refuse and custodial service contracts.  Refuse and custodial services other than provided by the government shall be at the expense of the SP.  Follow guidelines established by the base regarding proper use of dumpsters.  Do not dump prohibited items in dumpsters to include: paint, petroleum, oil filters, hydraulic filters, hazardous waste, tires, batteries, flammables, and liquids.  Comply with all base-recycling programs.  

3.1.13.  Government Furnished Printing Services.  Get FAS approval for all printing services under the existing government printing contract.  

3.1.14. 
Copier Usage.  Comply with current copier usage procedures.  The government will provide all necessary equipment and supplies necessary for copying. 
4.1.
Hours of Operation.  HRD services are required to be performed during normal operational hours: 7:30 AM to 4:30 PM Monday through Friday.  

4.1.1.
Federal Holidays.  The SP will not be required to perform services on the following United States Federal Holidays: 

New Years’ Day, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans’ Day, Thanksgiving Day, Christmas Day.

4.1.2.  Contingency Exercises and Operations.  Participate in the emergency/ disaster exercises and operations and take appropriate action as outlined in AFFTC Plan 10-204, paragraph b.(5). in coordination with the FAS. 

4.2.
Personnel.

4.2.1.  Language Requirements.  Service provider employees shall possess the ability to communicate orally and/or in writing.  This ability requirement is not intended to limit how an employee will physically perform a duty, i.e., it is not meant to exclude from consideration employees with disabilities who have demonstrated that they can do the work in other ways, such as by using readers, interpreters, or voice-activated equipment (with reasonable accommodation).  The required abilities are to ensure that the end product of the speaking, writing, etc., is of the appropriate level of competence. 

4.2.2.  Credentials.  Service provider employees must possess and maintain experience, education, training and/or a combination of the two (as required by the Office of Personnel Management (OPM) Qualification Standards or as required by a Single Agency Standards, e.g., Department of Defense (DOD)) that has equipped the employee with the particular knowledge, skills, and abilities to perform successfully the duties of the position.  This experience is typically in or related to the work of the position to be filled.  Some qualification standards, however, have specific education, licensure, or certification requirements that apply only to specific positions in the occupational series. 

4.2.3. 
Background Checks.  AFI 31-501, paragraph 3.27, provides guidance regarding personnel occupying information systems positions designated Automated Information Systems, AIS-I, AIS-II, and AIS-III.  AFI 31-501, Attachment 3 provides investigation requirements for AIS-I, AIS-II, and AIS-III.  DoD 5200.2-R, Appendix K sets forth the criteria for AIS position designation.  Ensure all SP employees who have access to unclassified government computer systems submit, at a minimum, a National Agency Check (NAC) investigation using Standard Form 85P. 

4.3.  Management Plan.  Provide a streamlined, mission-oriented, management plan.  Include a methodology for providing services in the event of a labor dispute, actions to be taken during the transition period identifying key management positions and the approach for ensuring a seamless takeover of operations on contract start date.  Submit plan to the Contract Officer (CO) 90 days prior to contract start date.  Notify CO of plan changes as they occur.

4.4.
Quality Control Plan (QCP).  A QCP shall be submitted to the CO for approval within ten days after contract start.  The quality control plan shall address, as a minimum, all Service Delivery Summaries (SDS) (Section C-2) and HRD Unit Compliance Inspection (UCI) Checklists.

4.5.
Transition Period/Actions.   The transition period begins 30 days prior to contract start date.  The purpose of this transition period will be to observe and become familiar with HRD operations, data systems (listed in Appendix 2), obtain system login/passwords and begin NAC investigation actions.  During this transition period initial training will include becoming certified to teach the AFTC (average three days), SATE training (approximately 30 minutes), equipment custodian courses (four hours), facility manager course (approximately two hours), AFAEMS System Administrator training (approximately 8 hours) and a two hour records management training course.  After initial training the SP will ensure new employees receive the necessary training to maintain the same level of competency.

4.6. 
Compliance with Laws and Regulations.  Comply with all applicable federal, state, and local laws that protect the health and safety of employees and the community. 

4.7.
 Fire Prevention and Protection.  Comply with AFFTCI 32-11, paragraph 1.14.  

4.8.  
Physical Security.

4.8.1.
 Building Security. The designated facility manager shall be available to respond to secure any designated building left unsecured within 2 hours of notification. 

4.8.2.
Entry Control. Control access to all government provided lock/keypad combinations to preclude unauthorized entry. In the event a master key is lost or duplicated, the SP will replace all locks and keys for that system. 

4.9.
Partnering Agreement.  A partnering agreement is designed to create a Government-contractor relationship that promotes achievement of mutually beneficial goals. It involves an agreement, in principle, to share the risks involved in providing the HRD services and establishes and promotes a nurturing partnership environment. To this end, and at a time mutually agreed to by the parties, government and contractor senior management and key personnel shall develop a formal partnering agreement that will be signed by the parties involved. The agreement shall contain, as a minimum, specific goals to be reached and a list of performance objectives to reach the goals, metrics to evaluate the performance objectives, frequency of meetings for review of the metrics, a methodology for Alternate Disputes Resolution and a statement of cooperation to execute the terms of the partnering agreement.









