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Military Community and Family Policy
1.  BACKGROUND:  The Global War on Terror has resulted in an unprecedented level of deployments of American military personnel to Iraq, Afghanistan and other international areas of extreme conflict.  These deployments into harm’s way, which are viewed nightly on national television, have placed extreme stress on military families.  Stress on marriages is at unprecedented levels and divorce rates, particularly in the Army, are at all time highs.  Military families are struggling to balance complex and competing demands requiring a wide range of problem solving skills:  being a single parent; communications; child care; financial stability; spouse employment; fluctuating family income; frequent relocations; isolation from other extended families, children’s education, etc.  The Department of Defense recognizes that families also serve and is committed to supporting military families.  

The Department intends to make short term, situational, problem-solving counseling services available to Service members and families world-wide as needed.  This non-medical counseling is designed to help Service members and their families cope with the normal reactions to the stressful/adverse situations created by deployments.  Situations meeting the diagnostic criteria for the most common mental disorders found in the Diagnostic and Statistical Manual of Mental Disorders – Fourth Edition (DSM-IV) will be referred to TRICARE or other providers of professional mental health care.  With the exception of mandatory state, federal and military reporting requirements (i.e., domestic violence, child abuse, and duty to warn situations) this problem-solving counseling will be private and confidential to encourage the widest level of participation.  This Military and Family Life Counseling Service fills a widely recognized need for private counseling services.  
2. OBJECTIVE:  To develop, administer, and monitor the establishment a non-medical counseling program for Service members and their families.  The non-medical counseling support is intended to augment existing military and civilian support services but is not to replace Service funded staff positions. The counseling program should remain flexible to ensure services are provided when and where they are needed, and to service National Guard and Reserve Component Service members and their families who often feel isolated and do not live near military installations. The counseling program will consist of an as needed, short-term, situational, problem-solving counseling service for Service members and families that addresses the stressors of the military lifestyle. The counseling service will assist Service members and families in dealing with relationships, crisis intervention, stress management, family issues, parent-child communications, family separations, reunions and reintegration due to deployments.  The counseling service will also assist military members and families volunteering their support for military communities and families (i.e., Family Readiness Group Leaders, Family Support Volunteers).  This counseling service is an integral part of military and family support programs that are targeted to ensure personal and family issues do not detract from operational readiness; to strengthen individuals by assisting them in the problem-solving process and to increase individual and family member competencies and confidence in their ability to handle the stressors of military life.  The Contractor shall regularly assess all installation’s needs, and rotate counselors to ensure all families are served well to meet their needs and improve the quality of their lives. 


The Contractor shall ensure that all personnel maintain the highest degree of sensitivity, compassion, and respect for service members and their families.  The Contractor shall remain free of any political bias and shall ensure consistency of service regardless of installation, location, or any other factor.

There will be four systems of counseling service delivery: 

1) Outreach/Rotational: Counseling services may be delivered by counselors enrolled in the contractor's network of providers.  Service delivery will be provided both on and off the military installations within the civilian community, but it will not be provided in military Medical Treatment Facilities (MTF). Counseling services will consist of face-to-face counseling, outreach/awareness services, and educational services provided on a short-term rotational basis to meet the need.  Contractor will provide rotational (not to exceed 90 days) counseling staff for a minimum of 84 military installations/locations world-wide.  The 84 installations include all 4 military services located in the Continental United States (CONUS) and overseas (OCONUS) and specific National Guard and Reserve Component locations (see Attachment 1 for a list of locations). The staff will be sent in teams of two counselors/consultants based on the needs of the installation/location specifically around the schedule of deployments, redeployments and return/reintegration of the Service members.   The Contractor shall develop protocols for assessing need at the installation and plan for rotation that is understood by the Service.  Installations also need to be briefed on the outset that these services are to augment existing services and meet the need of all families.  Outreach/rotational counseling may also include short-term specialized programs such as the Department of Defense Education Activity and Child and Youth Program Summer Enrichment Program which operates during the summer months to support summer school, camps, and summer child and youth programs DoD-wide. The summer program counseling staff and any specialized short-term services may be sent individually rather than in a team of two. The outreach/rotational counseling services are expected to be approximately 60% of the contract. Travel, per diem and lodging will be covered for counselors/consultants living 50 miles outside of the installation where they are working.
2) Fulltime: Counseling services delivered by full-time counselors hired by the contractor and placed on the military installation in a social service delivery program (i.e., Family Centers, Chaplains, Child or Youth Center).  The counselors providing full-time services may be credentialed by government personnel in addition to the contractor credentialing process and depends upon specific service needs and regulatory guidance.  Counselors may keep written records of counseling sessions as appropriate in accordance with service requirements.  Fulltime counseling positions may include specific pilot initiatives which may be time limited, but should not be filled with rotational staff. Fulltime positions are primarily staffed with clinical providers.  A small percentage is staffed with Personal Financial Counselors (PFM) with specific skills related to finance.  Fulltime counseling services are expected to be approximately 20% or less of the contract. 
3) On-Demand: Non-medical counseling support and psycho-educational presentations on a variety of topics focused on deployment and reintegration, communication, and grief and loss and is primarily for drill weekends and family events for the National Guard and Reserve Component.  Counseling support is requested through the military Service HQ to the contractor and OSD.  On-demand events include support for Service members and family members to include activities for children. A contractor call center for this on-demand service is recommended for commands to call to request services ensuring consultants are available to attend this primarily weekend events. On-demand support must be requested a minimum of 7 days in advance for the contractor to meet staffing and travel requirements. On-Demand services are expected to be approximately 15% of the contract. 
4) Counseling Referrals: Counseling referrals to a network of providers for 1-6 sessions is offered within 30 minutes of the individual requesting service primarily targeted for National Guard and Reserve Component members and their families. Counseling referrals are expected to be approximately 5% or less of the contract.  These referrals shall be provided to families via a telephone hotline which can be accessed 24 hours per day, 7 days per week, year round.   The contractor shall maintain complete call logs for each call, and complete documentation of the referral, including the number of visits utilized (maximum of six per individual), cost, service provider and dates of service.  Costs of referred services shall be tracked and invoiced on a cost reimbursable basis.
The scope of care for all four systems of delivery will cover only DSM-IV V-Codes.  

3.  SCOPE AND TASKS:  The contractor will assist the Department of Defense in the following tasks: Develop an as needed problem-solving, situational counseling program in support of military Service members and their families.  These services are to augment existing military support services.  Counseling services will be provided by licensed and credentialed counselors.  This is counseling support outside of the Military Medical Treatment Facility and TRICARE mental health counseling services.  This support is to be dedicated to the Army, Navy, Marine Corps and Air Force personnel and their families in many locations world-wide, to include severely injured Service members and their families (see attachment for CONUS and OCONUS locations).  Services will be provided for active duty members and their families and for members of the National Guard and Reserves who have been mobilized, and their families.  Mobilized members of the National Guard and Reserve component are eligible for Military and Family Life Counseling Services for 180 days following demobilization.  

4.  TYPES OF COUNSELING AND SERVICE DELIVERY:  The contractor shall provide clients with non-medical problem-solving counseling services.  Services can include individual, couples, family and group counseling to address relationships, crisis intervention, stress management, grief after loss, occupational and other individual and family issues requiring problem solving assistance.  The problem-solving, situational non-medical counseling will include educational/support services to address primary and secondary prevention needs, assessments of the need for services and information, crisis intervention services, psycho-educational classes and performance as a liaison to military and civilian agencies to ensure provisions of required assistance.  Types of counseling include but are not limited to:
Life Skills:



Military Lifestyle:

Financial Stability

Anger Management


Deployment Stress

Budget Counseling
Assertiveness/Communication
Relational problems

Money Management

Conflict Resolution


Emotional Well-Being

Banking

Decision Making


Individuation/Sense of Self
Credit Management

Parenting



Loss and Grief


Debt Liquidation

Parent/Child Communication

Coping Skills


Financial Record Keeping
Self Esteem – confidence

Separation


Savings and Investments

Social Issues



Homesickness


Insurance

School/Work Grades


Relocation Adjustment
Management of Special Duty 

Values/Life Meaning


Reintegration


    Pays

4.1 NON-MEDICAL  PROBLEM SOLVING COUNSELING SERVICES:  
Contractor will provide counseling services to include: individual, family and couples, and groups.  Counseling will address relationships, crisis intervention, stress management, grief after loss, financial management, occupational and other individual and family issues requiring problem solving assistance.  The primary goal is to assess and deliver short-term, solution-focused counseling for individuals, marital partners, families and groups for situations resulting from commonly occurring life circumstances such as relationship conflicts, personal loss, or deployments.  
Scope of Care: Counseling is limited to defined problem areas that address situational “problems-in-living” – conditions listed as V Codes in the DSM-IV.

Counseling is intended to be solution-focused on well defined problem areas amenable to brief intervention.  The circumstances of a particular case, availability of outside resources and the defined capability of non-medical counseling impact the number of sessions a client is seen.

All non-medical problem solving counselors must have submitted required documentation and have undergone credentials review/verification prior to performing under this contract.  The Contractor will not send a counselor/consultant to any military location at any time during the performance of this contract until verification of Criminal History background check is complete.  

4.1.1 INDIVIDUAL COUNSELING:  The military population is often away from extended family, friends and familiar support systems   Individual counseling for Service members and their family members can provide an avenue for individuals to discuss personal, education and life issues such as family difficulties and pressures, values, crisis intervention, anxiety, self-esteem, loneliness and critical life decisions on a one-to-one basis in the context of a confidential relationship.
4.1.2    FAMILY AND COUPLES COUNSELING:  The military lifestyle places great strain on marriages.  Long separations, temporary periods of being a single parent, dangerous lifestyle, and frequent relocations all stress family and couples relationships and communications skills. This counseling could include children.  It is important to note that Counselors will not be alone providing services to children under age 18 and will remain within line of sight of staff and/or other adults (i.e. parents).

4.1.3
GROUP COUNSELING:  The stressors of military life are suitably addressed in group sessions.  Groups can help members and families with support for deployments, loneliness, parent-child communications, family separations, military relocations among numerous other issues common to the military lifestyle experience. Group sessions must be psycho-educational and non-therapeutic. 
4.1.4
FINANCIAL COUNSELING: Service members are responsible for their personal finances. Throughout a military career, Service members and families need additional support and assistance with financial stability and money management due to deployments, raising a family, and situational stressors to support their personal financial needs. Trained counselors provide personal and family financial planning education, information services, and assistance. Services may be provided individually, for couples, and in a group training environment. Contractor shall provide a limited number of Personal Financial Counselors. 
4.2
OUTREACH COUNSELING:  Counselors shall be organized as appropriate to address pre-deployment, sustainment, reunion and redeployment issues on a “coaching/walk around” basis in military communities to increase the awareness/availability of counseling services.  Counselors shall attend family readiness groups, meet service members returning from deployments, be available in reintegration orientations, meet with rear detachment commanders and other community agency staff upon request, etc.  Counselors/consultants will be made available to installations, state Guard and Reserve family readiness leadership units and to unit commanders upon request. Outreach counseling can be requested for crisis intervention, such as in the case of natural disasters.
4.3 
PSYCHO-EDUCATION:  Psycho-education will be provided to Service members and their families to help them understand the impact of stress, deployments, family reunions following deployments and the stresses of the military lifestyle.  The educational goal is to teach Service members and their families how to anticipate and to deal with problems such as deployment stress, how to deal with it, how to recognize the signs and when to obtain medical assistance.  Family psycho-education includes teaching coping strategies and problem-solving skills to families, friends, and/or caregivers to help them deal more effectively.  Psycho-education topics will include, but not be limited to:  anger management, family violence, behavioral health, infidelity, parental/child or teen relationships, death and grief, loss, divorce, stress management and parenting.


4.3.1 When behavioral or psychological difficulties arise during or following deployments or other stresses of military life, it is important for Service members and family members to have specific information about what is happening – the meaning of specific symptoms, what is known about the causes, effects, the implications of their issues, and how to find treatment or resources.  The more information family and friends know about, the better prepared they are to provide support and seek appropriate resources. 
4.3.2 Families need help in understanding why an individual's behavior has changed and may be frightening and different, why the person may be saying that nothing is wrong, and why they may be fearful or reluctant to get help.  Families benefit from timely, basic education about the painful and long-term effects if deployment stress is not identified and addressed.   Individuals and families need help to understand the dynamics of deployment and its effect on emotion management and coping skills.

4.4
FINANCIAL MANAGEMENT COUNSELING:  The goal is to assist Service members and families with personal financial readiness, money management, and budget counseling.  Counselors shall provide individualized planning and consultation services to Service members and their families which includes advice and assistance in such areas as clarifying needs in order of their priority, identifying immediate and long range measures to increase income, reduce household expenditures, avoid additional financial burdens; developing improved financial record-keeping, a personal budget and a financial plan to achieve solvency and stability; and fostering a recognition of the legal implications of indebtedness and recommending legal assistance if warranted.  In cases of extreme financial hardship or threat of deprivation, ensures that Service members and families are referred to the appropriate military Relief Society, Chaplains, and/or other state, federal, local and veterans’ organizations.  Counselors shall conduct command requested training that addresses financial planning for family separation, short notice deployments, permanent change of station, and transition from the military. 
Financial records must be maintained in accordance with each of the military Services policies, counseling desk guides, information system guidance, and accreditation standards for financial counseling.  Further, the records must include all documentation pertaining to the case obtained during the course of treatment, as dictated by the individual military Service.  Records will be subject to quarterly administrative and case review in accordance with Service policies.  
The financial counseling supervisory support shall provide leadership, direction, supervision, oversight, guidance, consultation, assistance, and coordination for all financial counselors operating under this contract.  Supervisors do not provide direct financial services, but are responsible for ensuring all financial counselors operating under this contract comply with Service-specific accreditation, documentation, and service delivery requirements.  
Prior to performing any work under this contract, all financial counselors must have  completed a credentials review and verification IAW DODI 1342.27, Personal Financial Management for Service Members, November 4, 2004, and Military Services standards and requirements.   Financial counselors shall provide service delivery that meets the standards in DODI 1342.7, and assist Service members and their families with personal financial readiness.  

Regular reviews of Activity Reports and quality assurance review of financial services shall indicate that all financial counselors are practicing within the authorized scope of care.  
4.5 CRITICAL INCIDENT SUPPORT:  As appropriate, counselors trained in Critical Incident Stress Management may be requested by commands in support of specific incidents such as death in the unit, suicide, and disaster to provide small group crisis intervention.   It is short-term, limited support with referrals to appropriate agencies for treatment, if needed. All critical incident support must be approved by OSD. CISD services must be requested in advance and approved by the Service and OSD prior to commitment.  CISD services must be provided by certified CISD consultants and meet the standardized criteria of a significant event – i.e. disaster, death in units, suicide.

 4.5.1 POST TRAUMATIC STRESS SYNDROME:  Treatment for post traumatic stress syndrome (PTSD) and any mental disorders identified in the Diagnostic and Statistical Manual (DSM latest version) is NOT authorized, but will be referred (via a warm-handoff) to the Military Treatment Facility or TRICARE on an individual basis. 
4.5.2 IMMINENT RISK/DUTY TO WARN:  Contractor shall implement, document, and maintain Duty to Warn procedures in the event that a Service member or family member reveals a threat to self or others in accordance with government regulations and established protocols.  Duty to Warn logs will be sent to OSD and the military Service monthly as applicable.  The procedures will be reviewed quarterly with each Military Service POC and OSD program management.

4.5.3 DOMESTIC ABUSE/ FAMILY VIOLENCE:  Counselors are mandated reporters and are required to report all suspected child abuse and unrestricted reports of domestic abuse/violence (DA/DV) to the Family Advocacy Program (FAP) IAW DoD Directive 6400.1, "Family Advocacy Program (FAP)", 08/23/2004.  For child abuse and domestic abuse/domestic violence, as with other mandatory reports required of the counselors, the counselors should provide full and complete “informed consent,” explain what is mandatory to report and to whom.  For DA/DV, the informed consent should include information on both reporting options, unrestricted and restricted, so that potential victims can understand their options and who to go to if they want to elect the restricted reporting option in accordance with the Directive Type Memoranda (DTM), “Restricted Reporting Policy for Incidents of Domestic Abuse”, 01/22/2006.  For victims who elect the restricted reporting option for DA/DV, counselors will provide a “warm hand-off” to FAP Victim Advocates. Counselors will follow OSD guidance on Restricted Reporting for Domestic Abuse and Sexual Assault. 
4.5.4 INFORMED CONSENT:  Counselors should provide comprehensive informed consent with the individual and/or family during the initial meeting covering information about their role as counselors, describe what non-medical counseling can cover and the short-term solution focused approach, the scope of care, and the ability to make appropriate referrals as needed.  Informed consent must cover their mandated requirements for domestic abuse/family violence. 
5.  LENGTH OF SERVICE DELIVERY:  Military and family member counseling services are intended to be solution-focused, short term on defined problem areas amenable to brief intervention.  
5.1. The number of counseling sessions should not exceed six (6) for specific issues per incident or need, except for the severely injured Service members and up to six (6) sessions for counseling. 
5.2.      There will be no limit on the number of counseling sessions for the severely injured service members and/or their families.  
5.3.     The number of counseling sessions/critical incident intervention sessions should not exceed six for specific issues per incident of need.  
6.  QUALIFICATIONS OF COUNSELORS:  The counselors shall possess a broad range of Specialized Work Experience including: working with family program and/or advocacy services, military or civilian social service agencies, and/or are a military family member with full understanding of the military lifestyle.  For all types of counseling, experience with military family programs is preferred and an understanding of the military lifestyle is required.  
6.1       Counselors must have earned at least a master’s degree in a mental health related field, such as social work, psychology, marriage and family therapy or counseling, and are licensed by a state to provide independent practice in their field.   The non-medical problem solving counselors will meet the standards of professional and ethical conduct prescribed by their particular discipline or licensing board. They should have a minimum of a Master’s degree in Counseling, Social Work, or Marriage and Family Therapy from an accredited graduate program; a valid, unrestricted counseling license/certification from a state or U.S. Territory that grants legal authority to provide counseling services as an independent practitioner in the fields of Social Work or Marriage and Family Therapy or similar counseling field; and demonstrated current counseling competence through at least periodic, direct service counseling experience during the two years preceding hire.



The non-medical problem solving counselor supervisors should have a minimum of a Master’s degree in Counseling, Social Work, or Marriage and Family Therapy from an accredited graduate program; a valid, unrestricted counseling license/certification from a state or U.S. Territory that grants legal authority to provide counseling services as an independent practitioner in the counseling fields Social Work or Marriage and Family Therapy or similar counseling field; a minimum of two years’ full-time counseling experience post-licensure; documented counseling supervision, oversight, and management experience; and  demonstrated current counseling competence through at least periodic, direct service counseling experience during the two years preceding hire. 
            6.2       FINANCIAL MANAGEMENT COUNSELORS should have a minimum of a Bachelor’s degree or an equivalent combination of education and experiences and maintain a national certification as an Accredited Financial Counselor. Contractor will follow government guidelines regarding employment and conflict of interest. Counselors must have strong skills in written and verbal communication, assessment, advocacy and crisis response. Counselors shall possess advocacy knowledge, skills, and abilities such as:
· Working knowledge of military, state, federal, and local resources. 
· Understanding, sensitivity, and empathy for Service members and their family members.  Ability to develop trusting helping relationships.  Ability to work effectively with individuals and families from diverse racial, ethnic, and socioeconomic backgrounds.
· Ability to intervene in crisis situations, using sound professional judgment, ethical practice, and common sense.  Counselors must work independently to develop, implement, and evaluate safety and intervention plans to meet individual and family needs.  Contractor must agree to operate within established guidelines of the Military Services family support and quality of life programs. 

· Ability to work cooperatively with military and civilian medical, social service,  law enforcement, and legal personnel on behalf of Service members and family members.
· Counselors shall maintain a valid, unrestricted motor vehicle license.  Contractor must be physically able to perform all contractual duties.
· Counselors must be computer literate.  They shall possess the basic computer skills to enable them to enter data in required management reports and utilize information systems to prepare required reports and information.

7.  Schedule:  
7.1 Contractor shall establish a schedule that allows for regular contact with agency staff during office hours (8:00- 4:30 Monday-Friday), yet is flexible enough to be responsive to family needs after hours. Designated Service installation POC will coordinate work schedule with consultants.  Normal work schedule is 40 hours per week.  Situations and/or meetings, briefings and appointments may extend the daily working hours that consultants must attend, as directed by the POC.  Consultant’s hours will be flexible to meet the needs of the organization and families which will include evenings and weekend as needed for training, field trips, meeting with families and overall outreach.  Contractor should take into account the unique nature of work and surge requirements, which may require operating on extended hours.  These periods may require hours of operation before or beyond normal hours of operation in accordance with mission requirements.  Under these extended hours, start times and federal holiday time-off may be adjusted to accommodate the workload.  It is anticipated that the Contractor will reduce or rearrange work schedules during the period (3-days) leading up to the event requiring special operating hours.  This reduction of work schedules will equal the time required to perform work during special operating hours.  All changes in work schedules should be coordinated with, and approved by the Military Service functional Representative.  


7.2 The officially established performance work month shall be the first through last day of each month, totaling maximum of 40 flexible hours per week.  No overtime is authorized.
7.3 Standard of Service Provided.  Services must adhere to standards of practice set forth by relevant Service/DoD policies, federal, state, and local law.  

7.4 Contractor must demonstrate sound professional judgment and highest ethical standards in executing contract responsibilities.  
7.5 Contractor will not represent the government at any state, federal, or military meeting or event. 
7.6 Contractor must be able to operate independently to assess family needs. 
 7.7 Contractor will coordinate all program management and service delivery through OSD.  Communication with the Service HQ POC will include OSD.  OSD is the approval authority for all service delivery. 
7.8 The Government shall have the right to cause the contractor to replace any individual who is determined by the Government to be a security risk, under the influence of alcohol or drugs, or is physically or mentally impaired to the extent that they cannot perform the tasks established by the SOW.  Such determination to be made within the sole discretion of the Military Service Headquarters Manager who will then report findings to OSD who will then subsequently report findings to the Contracting Officer.  Such determination shall not relieve contractor of meeting the performance requirements of this contract.
7.9 Contractor shall wear professionally appropriate apparel, i.e., dresses, skirts, pants or slacks, shirt or blouse with collar and sleeves, shoes and socks.  Tank-top shirts, cut-offs, shower shoes or similar items of apparel are prohibited.  Clothing shall be clearly distinguishable from all U.S. Military Uniforms.  Contractor shall maintain a neat well-groomed appearance at all times to facilitate credibility with clients, staff, and command. 
7.10.
Contractor shall participate, as appropriate in locally available specialized training to maintain up-to-date knowledge and skills related to military and civilian resources, database operation, and organizational structure.  Attendance must be approved by OSD and the Military Service HQ POC. 
7.11  The Contactor shall remain free of any conflicts of interest when issuing referrals to families.  The contractor is expressly prohibited from referring service members and their families to any counseling practice for which the counselor may have a personal, financial or other interest.  

8.0 PROGRAM MANAGEMENT:  Contractor shall establish a program management team 
to assure the consistent delivery of high quality services to service members and families and respond to requests for information from the Contracting Officer Technical Representative (COTR) and Program Manager.  The team shall include, at a minimum, a program manager/director with the authority to speak and act on behalf of the Contractor and who will be the primary interface with the government program manager(s) and the Contracting Officers Representative (COR).  

8.1 Phase-In Period: At contract award, a 90-day phase-in period shall be utilized to attain MFLC competency. The contractor shall implement a phase-in period to transfer service from the current contractor.  During the phase-in period, the contractor shall obtain the appropriate security clearances, become familiar with standard operating procedures (SOPs), and assume the execution of the requirements of this contract.  During the phase-in period, the contractor shall work closely with the current contractor to ensure a smooth transition of service and perform a joint inventory and audit of the transferred equipment and documentation/data.  The Contractor shall host the Transition Conference with the current Contractor to begin phase-in planning and to address the status and issues of the transition.  The contractor's program management structure, organization, and facilities shall be in place and operational at the end of the 90 day phase-in period.  At completion of the phase-in period, the contractor shall have full responsibility for all requirements covered under the contract.
8.2 ORIENTATION: The contractor will establish a comprehensive orientation for counselors/consultants that include military culture and customs, structure and chain of command, rates/ ranks and insignia, and other specialized subject areas subject to guidance from OSD.  Orientation will include web-based training to track completion and for accessibility. Counselors shall be familiar with evolving issues that affect military members and their family members.  The current orientation and military culture training is sparse and is not standardized.

The Contractor shall develop a standardized orientation such that each MFLC will receive the same information.  The Contractor shall develop a web-based (or other innovative approach to achieve the same objective) military culture brief that will document that the MFLC has taken it, their understanding (post-test) and provide print out capability so that they can have a paper copy of ranks & insignia.  Orientation shall be completed within 60 days after award, and for all counselors prior to performing under this contract.

  8.3   TRAINING MATERIALS: Contractor will establish training presentations on specific subject areas to include but not limited to deployment and reintegration, loss and grief, effects of deployment on children, communication, and compassion fatigue/caring for the caregiver.   Topics for training presentations will expand as needed to cover services provided in DoDEA schools and Child and Youth Programs.  Contractor may also use Service provided training materials on topics within the scope of the contract.  Contractor shall have numerous presentations on topics applicable to deployment and reintegration, coping with separation, grief and loss, how deployment affects children, etc.  Contractor can also use Service provided briefs –for topics within the scope of the contract (i.e. they cannot provide mental health briefs).

          8.4   TRAINING CONFERENCE:  Contractor will organize an annual training conference as requested by the government specifically related to topic areas regarding deployment and reintegration.
8.5   QUALITY ASSURANCE / EVALUATION PLAN:  The contractor shall prepare a plan for monitoring quality control of all counseling services and report the results to the government on a quarterly basis.  The Contractor shall develop and maintain an effective quality control program to ensure that services are performed in accordance with the PWS.  The contractor shall develop and implement procedures to identify, prevent, and ensure non-recurrence of defective services.  The contractors’ quality control program is the means by which they assure themselves that their work complies with the requirement of the contract.  Quality assurance information and update will be provided to the government quarterly.

The Quality Assurance Plan (QAP) shall meet the requirements of the SOW, to include the process for monitoring, collecting data through Activity reports, reporting and process improvements for all aspects of the MFLC program. Additional specific information shall include (but not limited to):  credentialing process, supervision, communication with Service installation POC, effective implementation of program at new locations, and response time to requests for on-demand services.  The QAP shall also serve to demonstrate the satisfaction of families with services rendered.  The Contractor shall develop an anonymous survey instrument, which can be completed at the end of all counseling sessions, to determine that the counseling has been helpful and valuable to the recipients of service.


8.6   PROGRAM EVALUATION: Contractor will develop program evaluation materials meeting government specifications.  Results of program evaluation materials will be provided to the government quarterly at a minimum.

       
    8.7 MARKETING: Contractor will develop flyers and brochures marketing the non-medical counseling support as appropriate.  All materials must be approved by OSD.  Military Services may not request materials directly from contractor.  Marketing material shall be submitted within 90 days after contract award, and according to technical direction thereafter.
8.8.  RECORD KEEPING:  Contractor shall establish and maintain a record keeping system that is designed to protect the Service member or family members' privacy and confidentiality, as appropriate and required for specific services.  Written records of the content of the counseling session must be maintained by the counselor only when required by specific military Service in coordination with OSD guidance. Although this counseling is private and confidential, the contractor must keep utilization records which document that confidential and private services have been provided to Service members and their families.  The counselor must explain to the Service member or family member that the personal identification information will be held in strictest confidence by the contractor.  

9.  DELIVERABLES:  The contractor shall provide all identified deliverables:
9.1 PROJECT MANAGEMENT PLAN:  The contractor shall prepare a Project Management Plan (PMP) describing the technical approach; organizational resources; and management controls to be employed to meet the cost, performance, schedule requirements, report requirements, record keeping requirements and quality control for this effort.  The Project Management Plan shall detail the services, methods for obtaining and delivering the services, allocation of staff, means of vetting staff education and certification/licensure requirements, staff/counselor training plan and other resources necessary to produce the services and a timeline for delivering the services. 
9.1.1 The PMP shall contain protocols and Standard Operating Procedures (SOP), to include, but not limited to, military community and family service agencies such as Army Community Service (ACS), the Navy’s Fleet and Family Support Center (FFSC), Marine Corps Community Services (MCCS), Air Force Airmen and Family Readiness Centers, and the Military Services Chaplains as well as warm hand-offs to TRICARE, and referrals to the Military OneSource services.  The Service’s Family Advocacy Program should also be included in the protocols and procedures for a warm hand-off/referral.  The procedures for all hand-offs/referrals will ensure, as much as possible, that the client does not have to repeat their story or issue when the third party agency is engaged in the conversation.
9.1.2    The COTR shall receive the Project Management Plan in both hard copy and electronic form, Microsoft Word.  Based on the Project Management Plan, the (COTR) will provide approval to move forward on activities planned.  The contractor shall request prior approval on all activities not included in the plan or any modifications to the plan after approval has been given.

9.2 REPORTS:  The contractor will provide several types of reports to the government on the services that are provided to include a Monthly Utilization Report separated into military Service categories and service program delivery, and a Monthly Contract and Financial Status Report.  Additional monthly Ad Hoc reports will be provided to include an Executive Summary and a Duty to Warn Log divided by military services. The government reserves the right to require other necessary reporting elements and will work with the contractor to specify the reporting format.  Reports will be submitted not later than 15 days following the end of the report period (i.e. the previous month). 

     9.2.1 The Monthly Contract and Financial Status Report will include the monthly invoice.


9.2.1.1 The monthly invoice should be detailed and reflect the activities, staffing, and travel that have occurred that month. Any exceptions should be noted. For example, if specific costs were not included to wait for a bill, it should be explained (i.e. receipts for air travel to OCONUS for the June Dude/CYS program have not been received and will be included in the July invoice).


9.2.1.2 The Monthly Contract Report will specify the individual counselor/consultant, location where they worked, and hours worked that month.  This report shall be itemized by the type of counseling services provided pursuant to the SOW task areas, and also include all program management costs.
9.2.2 Contractor will not provide Service requested reports or data calls.  All requests for reports must come from the Service POC to OSD.  OSD will make requests to the contractor as appropriate. 
9.2.3 The contractor shall use a web-based reporting tool (or other innovative approach to achieve the same objective) on a monthly basis to compile activity reports from the counselors resulting in a detailed utilization report of the services delivered during that month and a cumulative report showing monthly trends.  This report may be used by OSD to respond to Congressional inquiries, data calls, and other internal management analyses to demonstrate the alignment between service delivery and cost.   The report will include, but not be limited to, the demographics of client utilization, i.e., military Service and duty status and rank, family member’s status (spouse, child or other legal dependent), primary reason for services, geographic location and type of service delivery (individual, group, meeting, psycho-educational presentation).    The report shall be provided to the Services and OSD and will include: 

9.2.3.1 The primary reason for consultation or counseling support.

9.2.3.2 The number of referrals for counseling to include type, status of recipient  

(i.e., active-duty, family member, Guard, Reserve, etc.).


9.2.3.3 The number of Service members and their family members seen for the first time by type of counseling, i.e., face-to-face counseling, education, group, outreach financial and Financial counseling.

9.2.3.4 The number of Service members and their family members seen for follow-up sessions by type of counseling, i.e., individual/family counseling, education, outreach, and financial counseling.



9.2.3.5 The total number of counseling sessions provided by type of counseling, i.e., face-to-face counseling, education, outreach, and financial counseling.



9.2.3.6 The total number of meetings and/or group sessions specifying the topic and approximate number of attendees. 
10. ELIGIBILITY: Counselors will view a military identification card to determine eligibility for services.
11. INTERNAL PROCESS REVIEW: Contractor will comply with a Internal Process Review (IPR) a maximum of 3 times a year with OSD covering all military services.  
12.  INSPECTION AND ACCEPTANCE CRITERIA:  Final inspection and acceptance of all work performed, reports and other deliverables will be performed at the place of delivery by the COTR. 

12.1 GENERAL ACCEPTANCE CRITERIA:  General quality measures as set forth below will be applied to each work product received from the contractor under this statement of work.

12.2. CLARITY:  Work products shall be clear and concise. Any/all diagrams shall be easy to understand and be relevant to the supporting narrative.
12.3 FILE EDITING:  All text and diagrammatic files shall be editable by the Government.

12.4. TIMELINESS:  Work products shall be submitted on or before the due date specified in this statement of work or submitted in accordance with a later scheduled date determined by the Government.

13.  TRAVEL AND OTHER DIRECT COSTS (ODCs):  

13.1. TRAVEL:  Local and long-distance travel will be required of the counselors, to include overnight accommodations.  Any travel that is not in direct support for service members or families must be approved in advance.  The Government will not pay for any travel that is not approved in advance.  Accordingly, anticipated travel should be included in the contractor’s cost proposal.  All estimated travel will conform to the current Federal Travel Regulations (FTRs).  Travel expenses invoiced to the Government will be in accordance with FTR; expenditures that exceed the FTR will not be reimbursed by the Government.  
13.1.2 When travel or use of a rental car is authorized as part of the service delivery, the contractor will follow the government lead to be cost efficient and rent an economical car.

13.2 OTHER DIRECT COSTS:  ODCs may be required for this contract. After award, all ODCs shall receive Government COTR approval prior to funds being expended.  The contractor should include ODCs in their cost proposal to cover any costs associated with travel and/or other direct costs (ODCs).  Other direct costs may also be associated with program management tasks and shall be itemized and invoiced accordingly.
14.  GOVERNMENT FURNISHED EQUIPMENT (GFE) AND GOVERNMENT FURNISHED INFORMATION  
14.1. GOVERNMENT FURNISHED EQUIPMENT:  For most locations counselors will need limited computer access.  In lieu of providing a CAC for computer access, alternate locations for computer access is recommended.  If it is necessary for the contractor to perform duties in government space, the contractor shall have full access to GFE and software to perform the duties on the project.  The government (installation) shall furnish the computer hardware, software, and supporting GFE materials and facilities, as required, in support of the tasks requested in this task order.

14.2. GOVERNMENT FURNISHED INFORMATION:  The contractor shall be furnished current task working papers, project descriptions, program briefing material and other pertinent information, and other documentation or material required to carry out the tasks described hereunder. 
15.   PLACE OF PERFORMANCE:  The majority of the work will be performed near or on military installations world-wide, to include Korea.   Specific installations shall include but not be limited to those in Attachment I.  The majority of non-medical counseling will be provided off of military installations.  Outreach and Education Services may be performed on-base.  Counselors working under the supervision of Military Chaplains may work out of the Chaplains Office on-base.
15.1. The contractor must comply with all Status of Forces Agreements (SOFA) the U.S. government maintains with foreign governments.  The contractor must comply with the requirements of the US Forces Korea Regulation 700-19 (attached).
15.2. The contractor must comply with Department of Defense Education Activity Schools requirements.
15.3. The contractor must comply with Department of Defense (DoD) Instruction No. 1402.5, Criminal History Background Checks on Individuals in Child Care Services.  The contractor will bear the cost of background checks.

15.4. The contractor must comply with DoDD No. 5200.02, Subject: DoD Personnel Security Program, dated: April 19, 1999, paragraph 3.9.3


15.5. The contractor must comply with DoDD No. 8910.1, Management and Control of Information Requirements.

15.6. The contractor must comply with DoDI 1342.27, Personal Financial Management for Service Members.

15.7 The contractor must comply with DoD Directive 6400.1, Family Advocacy 
Program.

15.8 Contractor should comply with all DoD Directives and Instructions related to military community and family programs. 

16.  PERIOD OF PERFORMANCE:  Five Years
17.  TYPE OF CONTRACT:  ID/IQ; Firm Fixed Price and Time and Materials task orders
18.  DATA USE, DISCLOSURE OF INFORMATION, AND HANDLING OF SENSITIVE INFORMATION:  The contractor shall maintain, transmit, retain in strictest confidence, and prevent the unauthorized duplication, use, and disclosure of client information.  The contractor shall provide information only to the government, employees, contractors, and subcontractors having a need to know such information in the performance of their duties for this project.

18.1. The contractor shall establish appropriate administrative and physical safeguards to ensure the security and confidentiality of client records and to protect against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to the client. 

18.2. All employees, contractors, and subcontractors who will have access to client information will be advised of the confidential nature of the information, that the records are subject to the requirements of the Privacy Act of 1974, and that unauthorized disclosures of client information may result in the imposition of possible criminal penalties.

18.3 The contractor agrees to assume responsibility for protecting the confidentiality of Government records, client or otherwise, which are not public information.

18.4 Information made available to the contractor by the Government for the performance or administration of this effort shall be used only for those purposes and shall not be used in any other way without the written agreement of the Contracting Officer.

18.5 If public information is provided to the contractor for use in performance or administration of this effort, the contractor except with the written permission of the Contracting Officer may not use such information for any other purpose.  If the contractor is uncertain about the availability or proposed use of information provided for the performance or administration, the contractor will consult with the COTR regarding use of that information for other purposes.

18.6 The contractor agrees to assume responsibility for protecting the confidentiality of Government records which are not public information.  Each offeror or employee of the contractor to whom information may be made available or disclosed shall be notified in writing by the contractor that such information may be disclosed only for a purpose and to the extent authorized herein.

18.7 Performance of this effort may require the contractor to access and use data and information proprietary to a Government agency or Government contractor which is of such a nature that its dissemination or use, other than in performance of this effort, would be adverse to the interests of the Government and/or others.

18.8 Contractor and/or contractor personnel shall not divulge or release data or information developed or obtained in performance of this effort, until made public by the Government, except to authorize Government personnel or upon written approval of the CO.  The contractor shall not use, disclose, or reproduce proprietary data that bears a restrictive legend, other than as required in the performance of this effort.  Nothing herein shall preclude the use of any data independently acquired by the contractor without such limitations or prohibit an agreement at not cost to the Government between the contractor and the data owner that provides for greater rights to the contractor.

18.9 All data received, processed, evaluated, loaded, and/or created as a result of this delivery order shall remain the sole property of the Government unless specific exception is granted by the Contracting Officer.

19.  PERFORMANCE ASSESSMENT:  The Government will evaluate the contractor’s performance under this contract in accordance with the Performance Assessment Plan (PAP) (see Attachments 2 and 3). This plan is primarily focused on what the Government must do to ensure that the contractor has performed in accordance with the performance standards.  It defines how the performance standards identified in the PRS will be measured, the frequency of the surveillance, and the maximum acceptable defect rate(s) and by whom.
20.  INTELLECTUAL PROPERTY RIGHTS:  The Department of Defense shall receive Unlimited Rights in all intellectual property, including graphic and pictorial representations and text, created by the contractor during performance of this contract.  

21. POST AWARD EVALUATION OF CONTRACTOR PERFORMANCE

a)
Contractor Performance Evaluations

Interim and final evaluations of contractor performance will be prepared on this effort in accordance with FAR Subpart 42.1500.  A final performance evaluation will be prepared, by the COTR, at the time of completion of work.  In addition to the final evaluation, interim evaluations may be prepared, by the COTR, annually to coincide with the anniversary date of this effort.

Interim and final evaluations will be provided to the Contractor as soon as practicable after completion of the evaluation.  The Contractor will be permitted thirty (30) calendar days to review the document and to submit additional information or a rebutting statement.  Any disagreement between the parties regarding an evaluation will be referred to an individual one level above the CO, whose decision will be final.

Copies of the evaluations, Contractor responses, and review comments, if any, will be retained as part of the contract file, and may be used to support future award decisions.

b) Electronic Access to Contractor Performance Evaluations

Contractors that have Internet capability may access evaluations through a secure Web site for review and comment by completing the registration form that can be obtained at the following address: http://cpscontractor.nih.gov.

The registration process requires the contractor to identify an individual that will serve as a primary contact and who will be authorized access to the evaluation for review and comment.  In addition, the Contractor will be required to identify an alternate contact that will be responsible for notifying the contracting official in the event the primary contact is unavailable to process the evaluation within the required thirty (30) calendar day time frame.

[image: image1.png]



PAGE  
Draft SOW    DoD Quality of Life Office  RFI                                                                                        Page 2 of 19
Military and Family Counseling Services


