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Appendix 4
Notice of Training Requirement

1.0 OVERVIEW

This Statement of Work (SOW) outlines the requirements necessary to furnish Air Traffic Instructional Services (ATIS) to the Federal Aviation Administration (FAA), Office of Air Traffic Resource Management (ATX).  The proposed acquisition will seek a Contractor to accomplish training and training related services necessary to achieve and maintain the required number of Certified Professional Controllers (CPC).  These training efforts will also support the implementation and operational use of certain Capital Investment Plan (CIP) programs, as well as cognitive training in simulation programs.  Training will extend to area managers, area supervisors, and staff specialists as well as CPC and developmental controllers. 

The SOW will include requirements for the Contractor, at designated en route and terminal facilities, to assist the FAA in:

(1)  Conducting classroom and simulation phases of qualification training; 

(2)  Administering cooperative education training programs; 

(3)  Conducting controller proficiency training;

(4)  Providing remote/pilot operators and pilot operator training;

(5)  Computer-based instruction administration; 

(6)  Developing and maintaining training materials; 

(7) Contract management and administrative services relative to the instructional services provided in this SOW; and

(8) Providing training to non-FAA groups, as required.

2.0 ACRONYMS AND DEFINITIONS
2.1 Statement of Applicability

The acronyms and definitions in this section shall apply wherever addressed in this SOW.

2.2 Acronyms

The following acronyms shall have the meaning set forth below and shall be used in that context within this SOW. 

ARTCC:  Air Route Traffic Control Center

ATC:  Air Traffic Control

ATCS:  Air Traffic Control Specialist

ATCT:  Airport Traffic Control Tower

CAMI:  Civil Aeromedical Institute

CBI:  Computer Based Instruction

CDG:  Course Design Guide
CERAP:  Combined Center Radar Approach Control

CIC:  Controller in Charge

CO:  Contracting Officer

CPC:  Certified Professional Controller

CSS:  Contractor Site Supervisor

DOT:  Department of Transportation

DYSIM:  Dynamic Simulation

EMLH:  Estimated Maximum Labor Hours

ETG:  Enhanced Target Generator

FAA:  Federal Aviation Administration

FTLO:  Facility Technical Liaison Officer

IPG:  Instructional Program Guide

ISD:  Instructional Systems Design 

NAS:  National Airspace System

NTR:  Notice of Training Requirement

PDLH:  Productive Direct Labor Hours

RPO:  Remote Pilot Operator

RPOC:  Regional Point of Contact

SOW:   Statement of Work

TDP:  Training Development Plan

TIP:  Transitional Implementation Plan

TO:  Technical Officer

TRACON: Terminal Radar Approach Control Facility

2.3 Definitions

The following terms shall have the meaning set forth below and shall be used within the context of this SOW.

Additional Services:  Duties and support deemed necessary by the FAA to maintain excellence in the National Air Traffic Training Program, as further described in requirement task H of this SOW.

Air Route Traffic Control Center (ARTCC):  A facility established to provide air traffic control service to aircraft during the en route phase of flight.  An ARTCC is also often referred to as "center," "en route," or "en route option,".  The methods for training at these facilities are outlined in the En Route IPG.

Air Traffic Control (ATC):  A service provided to promote the safe, orderly and expeditious flow of air traffic.

Air Traffic Manager (ATM):  An individual responsible for the proper management and oversight of all operational aspects of air traffic control within a facility, such as the proper routing, separation and control of aircraft, as well as the personnel aspects, such as staffing and training of ATC resources.

Air Traffic Control Specialist (ATCS):  A person involved in and directly responsible for the safe, orderly, and expeditious movement of aircraft both in the air and on the ground, utilizing radar and/or non-radar procedures for separation.  Air traffic control specialists also perform safety and advisory functions relating to aircraft operations.

Airport Traffic Control Tower (ATCT):  A facility established to provide air traffic control service for aircraft operating on the movement area and in the vicinity of an airport.  An ATCT may be a separate facility or may be combined with a TRACON.  An ATCT and/or TRACON is also often referred to as "tower", "terminal", or "terminal option". 

Certification:  A signature provided by an authorized FAA representative following a successful evaluation, written and/or laboratory, confirming that subject mastery and compliance with FAA policies, orders, practices, and procedures has been achieved.  Certification is required before ATC instructors and RPOs are allowed to perform duties.

Certified Instructor:  An instructor who 1) has successfully completed all instructor training requirements for a specific job requirement, demonstrating mastery of the knowledge, skills, instructional techniques, and abilities required, and 2) has been approved by the FAA to perform ATC instructor duties for the job requirement.  

Certified Professional Controller (CPC):  An air traffic controller who has obtained the highest non-supervisory grade level and who is certified on all positions of operations within an area of operation or facility to which assigned.

Civil Aeromedical Institute (CAMI):  An institute located at the Mike Monroney Aeronautical Center in Oklahoma City, Oklahoma.  CAMI provides research and maintains various aviation records, statistics, and certificates.  CAMI also maintains the Air Traffic Training Tracking System, which contains data on air traffic control field training.  

Class:  A group of students enrolled in the same course who are scheduled to report at a particular time to a particular instructor at a particular place.

Contractor Site Supervisor (CSS):  A Contractor employee assigned to each site who is responsible for the oversight and management of all Contractor personnel at that site, all contract work performed at that site, and for ensuring Contractor compliance with all facets of the contract as it pertains to that site. The CSS shall be considered a working supervisor.

Cooperative Education Program:  A work/study program which provides students with training and work experiences in conjunction with related study at a university or college preparing them for entry into developmental training.  See the Cooperative Education IPG.

Computer Based Instruction (CBI):  An instructional delivery method using interactive computer technology.  See FAA Order 3020.1 Use of Computer Based Instruction.  

Contracting Officer (CO):  A Government official warranted with the authority to enter into, administer, or terminate contracts and make related determinations and findings.

Counseling:  Conversational interaction between two persons for the purpose of academic guidance, problem solving, and/or referral.

Course:  Organized subject matter in which instruction is offered within a given time frame and for which credit is given for successful completion.

Course Design Guide (CDG):  Prepared as an initial step in course development, the Course Design Guide establishes training objectives, lists specific skills/knowledge the student must acquire, specifies the methodology/media to be employed, states achievement measures and establishes time parameters for the achievement of training objectives.  

Course Materials:  Materials used by instructors and/or students to revise/update/develop or conduct a course of instruction.  Examples include items such as lesson plans, handouts, and viewgraph slides. 

Developmental:  An ATCS, in any option, who is engaged in air traffic training courses described in the appropriate instructional program guide.

Dynamic Simulation (DYSIM):  A simulator used for simulating radar scenarios at certain air route traffic control centers. 

En Route:  See Air Route Traffic Control Center.

Enhanced Target Generator (ETG):  A simulator used for simulating radar scenarios at certain terminal air traffic control facilities.

Federal Aviation Administration (FAA):  A component agency of U.S. Department of Transportation.

Facility:  A building/location where air traffic control services and training are provided.

Facility Manager:  See Air Traffic Manager.   

Facility Technical Liaison Officer (FTLO):  An FAA management employee, usually a Support Manager, who acts as the Technical Officer's facility representative for the purposes of contract administration.

Hub:  For the purposes of this SOW, a hub is a geographical area consisting of a central controlling facility, with one or more satellite facilities under its jurisdiction.

Instruction:  The providing of situations, conditions, or activities which are designed to facilitate the learning of knowledge, skills, and abilities required to perform a specified job requirement.  

Instructional Objective:  A specification of performance which is part of a training outcome.  It specifies precisely the behavior to be expected, the conditions under which behavior will be accomplished, and the minimum acceptable level of performance.

Instructional Program Guide (IPG):  A publication that provides guidance in administering the National Air Traffic Training Program for a specific air traffic option.  It outlines mandatory training objectives and evaluation criteria for measuring the objectives.  The IPG assures standardized training programs and derives its authority from FAA Order 3120.4, Air Traffic Training.

Instructional Systems Design (ISD):  Development, revision, and presentation of knowledge which emphasizes an assurance that the student will be able to use the acquired knowledge, skills, and abilities gained in training to perform specific job requirements.

Instructional Systems Design Specialist:  A person knowledgeable and skilled in the development of instructional systems utilizing the ISD process, and possesses certain educational credentials relative to ISD.

Instructor:  An individual whose primary responsibility is to teach and/or evaluate learning in a formal environment.

Laboratory:  A learning environment that simulates the actual job environment.

Laboratory Problem:  An educational medium used to instruct or evaluate a student's ability to perform specific job requirements.

Lead Instructor:  An instructor assigned to a class of students who, in addition to conducting classroom instruction, is responsible for scheduling class sessions and for administrative functions such as ensuring that routine student debriefings occur between student and instructor.  Lead instructors are also responsible for distribution of required training materials and student conduct.

Lesson:  A period of instruction devoted to a specific topic, skill, or idea.

National Airspace System (NAS):  The persons, organizations, facilities, and equipment related to the safe and efficient utilization and management of navigable airspace.

Notice of Training Requirement (NTR):  The written vehicle by which the Government tasks the Contractor at each specified facility to perform task assignments as delineated in SOW Section 8.0.  (See Appendix 4)

Over the Shoulder Review:  A performance review administered to Contractor instructors who teach laboratory phases of ATC training.  The review is performed while the instructor is working an actual laboratory problem.  The purpose of the review is for the instructor to demonstrate, through practical application, satisfactory control judgement, phraseology, and ATC procedures.   

Proficiency Training:  Includes refresher, supplemental, and remedial training, classroom and/or simulation, conducted to maintain and update the knowledge and skills necessary to apply air traffic control procedures.

Qualification Training:  Training conducted for the purpose of developing the knowledge and skills required to prepare ATCS for on-the-job training leading to full certification on positions of operation within an air traffic control facility.  

Quality Control:  Actions taken by the Contractor to ensure compliance with the provisions of this SOW. 

Quality Control Plan:  A written document submitted by the Contractor and reviewed and approved by the Government which delineates the Contractor's proposed methodology for ensuring that all requirements of this SOW are fully and satisfactorily complied with.  

Quota:  A predetermined number of available admissions for individuals to enroll in certain FAA courses.  For the purposes of this SOW, quota refers to the availability of class enrollment for courses taught at the FAA Academy in Oklahoma City, Oklahoma. 

Regional Point of Contact (RPOC):  An individual within each FAA region responsible for assisting facilities within that region in resolving technical training problems, correcting training performance deficiencies, and completing contract training evaluations and follow-ups.  Also coordinates with the authorized TO when assistance or direction is needed in administering the training contract(s) (i.e. instructor performance deficiencies, unsatisfactory performance by the Contractor, unusual circumstances, etc.).

Remote/Pilot Operator (RPO): An individual responsible for generating the computer input to administer DYSIM/ETG scenarios.  RPOs may also act as pilots and/or controllers at other air traffic control facilities and as adjacent controllers during the administration of DYSIM/ETG scenarios.  While the latter function is normally performed by other students in the class or instructor personnel, it may be performed by Contractor RPOs with prior approval of the authorized TO.  If Contractor RPOs are utilized, they must be certified as specified in SOW paragraph 1.1.1.

Standard Shift:  A prescribed period of work, normally eight and one-half hours per workday, during timeframes such as 8:00am to 4:30pm or 7:00am to 3:30pm, as determined by each FAA region for facilities within that region.  

Statement of Work (SOW):  A document which describes the essential and technical requirements for items, materials, tasks or services, including the standards used to determine whether the requirements have been met.

Student/Developmental:  A person formally engaged in learning.

Technical Officer (TO):  A Government agent who provides technical assistance to the CO in the administration of training contracts.  The authorized TO is normally delegated the authority to represent the CO in the daily administration of the contract(s).

Terminal Radar Approach Control Facility (TRACON):  An FAA facility established to provide air traffic control service in the vicinity of an airport.  A TRACON usually involves a radar approach control and one or more airport traffic control towers.  The methods used for training at these facilities are outlined in the Terminal IPG.  For further definition, see Airport Traffic Control Tower.

Training Development Plan (TDP):  The overall work plan for new course development or substantial revisions to existing courses.  

Training Materials:  Course materials, equipment, and supplies used in the conduct, practice, and evaluation of training.

Training Outcome:  The total combination of skills and knowledge that the learner must acquire to perform a job assignment, usually derived by converting a requirement into measurable performance objectives.

Training Phase:  A prescribed course of instruction, also referred to as a "block", contained within an Instruction Program Guide with stated course objectives, established timeframes to completion, established location of instruction and a prescribed type of instruction (i.e. classroom, laboratory etc.). 

Transition/Transition Phase:  The period following contract award when the Contractor will recruit and train instructors and all support staff.  The end of the transition phase is when all instructors and support staff have been recruited, certified where applicable, and the Contractor has fully assumed the requirements listed in this SOW.  The transition process is identified in the Contractor's transition plan, which details the steps involved in the Contractor fully assuming the work identified in this SOW.

Transitional Implementation Plan (TIP):  A plan provided by the Contractor to the CO and authorized TO which outlines how the Contractor proposes to either; (1) phase into the assumption of some or all training functions within a FAA facility, in which training is currently accomplished by either Government or incumbent Contractor personnel, or (2) phase out of any or all training functions within a FAA facility in preparation for either Government personnel, or a new Contractor, to assume some or all training functions. 

3.0 APPLICABLE ORDERS, DIRECTIVES, AND GOVERNMENT POLICY
Contractor personnel shall adhere to all policies and procedures established by the Government.  Such policies and procedures include, but are not limited to those contained in the most current version of the documents listed below:  Some of the listed documents may be viewed or downloaded from the following website:  http://isweb.tasc.dot.gov/
FAA ORDER 1500.14A
TRAVEL MANUAL 

FAA ORDER 1600.1D
FAA PERSONNEL SECURITY PROGRAM

FAA ORDER 3000.6B
TRAINING

FAA ORDER 3020.1A
USE OF COMPUTER BASED INSTRUCTION

FAA ORDER 3120.4J
AIR TRAFFIC TRAINING

FAA ORDER 3120.22A
NATIONAL AIR TRAFFIC TRAINING TRACKING SYSTEM

FAA ORDER 3120.25A
AIR TRAFFIC CONTRACT TRAINING ADMINISTRATION

FAA ORDER 7210.3R
FACILITY OPERATION/ADMINISTRATION

FAA ORDER 7230.16C
PILOT EDUCATION PROGRAM; OPERATION RAINCHECK

FAA-STD-028
DOT/FAA STANDARD CONTRACTOR DEVELOPED TRAINING MATERIALS 

FAPM 410
FAA TRAINING AND DEVELOPMENT 

FAA FORM 3120-1
TRAINING AND PROFICIENCY RECORD

FAA FORM 3120-25
OJT INSTRUCTION/EVALUATION REPORT

DD FORM 254
CONTRACT SECURITY CLASSIFICATION SPECIFICATION

EP 12-0-1E
EN ROUTE INSTRUCTIONAL PROGRAM GUIDE  

TP 12-0-1C
TERMINAL INSTRUCTIONAL PROGRAM GUIDE 

COOP IPG
COOPERATIVE EDUCATION INSTRUCTIONAL PROGRAM GUIDE 

4.0 REQUIREMENTS
4.1 Background

The FAA requires a continuation of training and training support services to achieve and maintain the required number of Certified Professional Controllers (CPC).  Training is also required to support the implementation and operational use of certain Capital Investment Plan (CIP) programs, simulation programs, and any prototype systems being evaluated by the FAA.  Training in these areas will extend to area managers, area supervisors, and staff specialists as well as CPC and developmental controllers.

4.2 Instructional Services - General 

The Contractor shall supply all managerial, supervisory, instructional, and administrative personnel required to perform the work specifically defined in this SOW.  The Contractor shall provide classroom training, simulation training, and perform other related requirements primarily for air traffic controllers and trainees (developmentals) at air traffic control facilities nationwide. Facility locations are delineated in SOW Appendices 1 and 2.  Contractor instructional and supervisory personnel shall assist and augment a cadre of FAA instructors and other personnel, if any, at each facility. 

The Contractor shall administer, manage, and perform the efforts described in this SOW.  Except as otherwise stated in this SOW, the contract shall be performed using facilities, equipment, and materials provided or arranged for by the Government.  Physical facilities may be located at the FAA Headquarters, Washington, DC., at selected FAA field sites or other facilities arranged by the Government.  All learning activity, course development, course maintenance and revision, instruction and media support work for the FAA will be performed by Contractor personnel, as prescribed in individual Notice of Training Requirements (NTR), issued by the FAA.
Contractor personnel performing instructional services will be members of curriculum teams along with members of the resident FAA staff and FAA personnel from FAA’s Washington headquarters and field locations and should expect to carry out their assignments in a collaborative work environment.

4.3 Quality Control 

The Contractor shall prepare, implement, and maintain a Quality Control Plan to ensure compliance with all requirements of this SOW during the life of the contract.  The Quality Control Plan shall be designed to ensure the overall and continued quality of Contractor performance and shall specifically address:  how the Contractor proposes to establish and maintain full compliance with all requirements of this contract; how the Contractor plans to ensure that optimal numbers of resources will be applied to this effort, without wasting valuable resources; and how billable hours of all labor categories will be generated, validated, and certified by the Contractor to ensure that valid invoices are submitted for payment.  In addition, the Quality Control Plan shall provide a detailed quality performance methodology applicable to the specific requirements to be performed, to include how the highest quality of services will be furnished; how the plan was developed; how it will be implemented; and how it will be maintained over the life of the contract.  A final copy of the Contractor’s quality control plan shall be furnished to the Contracting Officer (CO) at the start of performance and as changes occur.

4.4 FAA Quality Assurance Program 

The FAA shall administer a quality assurance program encompassing all training programs and learning activities addressed in this SOW.  This program will be administered independently of any Contractor evaluation and measurement activities including classroom monitoring, formative and summative evaluation.  The FAA Quality Assurance Program shall not be considered a replacement or substitute for Contractor accomplishment or monitoring for quality performance of all activities.

4.5 Contractor Personnel 

4.5.1 Administrative, Managerial and Supervisory 

The Contractor shall furnish all administrative, managerial, and supervisory personnel necessary to effectively perform the contract.  These personnel shall provide the core of knowledge for the Contractor to ensure uninterrupted performance at the required quality levels of the SOW.

4.5.2 Security And Suitability Determinations 

The CO may require a security and/or suitability investigation of Contractor personnel at any time under this contract.  When notified of this requirement, the Contractor shall ensure that each Contractor employee completes the required security forms furnished by the CO or authorized Technical Officer (TO).

4.5.3 Appearance

Contract personnel shall present a neat professional appearance.  Each employee shall wear an identification badge that shall include the employee's last name, and the name of the Contractor.  The FAA will provide badges at no cost to the Contractor.  

4.5.4 Personnel Qualifications 

Specific qualifications for Contractor personnel are defined in SOW paragraph 8.0
4.5.5 Development Of Contractor Personnel 

The Contractor shall design and implement an ongoing development program for instructors and key support personnel.  The purpose of the program shall be:

     a.  To provide appropriate training and growth experiences, including experiential training, that will ensure instructor demonstrated competency in the tools and techniques necessary to produce self directed, enabled employees and work teams into the FAA workforce.

     b.  To make available ongoing opportunities such as academic graduate programs and alternative learning experiences for the purposes of personal and professional growth and development of Contractor personnel.  This program shall be updated as necessary to incorporate new and evolving training techniques and technologies as they emerge.  The program and future updates shall be submitted to the FAA for approval.

4.5.6 Qualifications Review 

The Contractor shall present all pertinent qualification credentials of Key Personnel to the CO, or the authorized TO, for the subsequent review, approval or disapproval.  The CO, or the authorized TO, shall have final approval authority as to acceptance of all Contractor nominated managerial, supervisory, and instructor personnel for the positions in this contract.  The CO, or authorized TO, may waive the qualifications in accordance with the Exceptions to Qualifications provision below, which is applicable to all tasks.

4.5.6.1 Exceptions to Qualifications

Candidates possessing exceptional qualifications, previous experience as an FAA supervisor or manager, or those possessing closely related experience, who do not meet the minimum criteria will be considered for positions under this SOW, provided that a written request for waiver of qualifications is submitted to the FAA and approved in advance of the candidate’s selection.  Each request for exception shall be considered on an individual basis.

4.5.7 Instructor Recruitment 

The Contractor shall develop and maintain an acceptable instructor recruitment plan which will provide for a culturally diverse workforce.  Thereafter, if at any time the instructor work force is not consistent with the instructor recruitment plan, the Contractor shall advise the CO and shall take appropriate remedial action.

4.5.7.1 Recruitment Restrictions

The Contractor shall recruit Air Traffic Control (ATC) instructors from the best qualified former air traffic controllers, who are currently certified as instructors or capable of being certified as instructors, for all requirements in the SOW which lead directly to position certification.  Specifically, this means any phase of qualification training listed in either the En Route or Terminal Instructional Program Guides.
4.5.7.2 Right Of Rejection 

The FAA retains the right to screen the qualifications of all prospective Contractor employee applicants and deny approval to those deemed unsuitable.  Therefore, prior to hiring any instructional staff employees for a facility, the Contractor shall provide the facility Air Traffic Manager (ATM) a list of all instructional staff nominations and individual qualifications.  This includes Contractor site supervisors, instructors, remote pilot operators, and computer-based instruction administrators.  The FAA ATM or designated representative will provide comments, if any, within ten (10) calendar days.  The Contractor may proceed with the hiring process in the absence of a response from the FAA within ten (10) calendar days.
4.5.8 Contractor Employment Records

The Contractor shall maintain employment files for all Contractor employees at each facility, which includes, but is not limited to: background information and related experience, dates of initial certification and all instructor training, and data and results of the most recent proficiency demonstration.
4.5.9 FAA Orientation 

The Contractor shall be responsible for developing and ensuring that all instructors and key support and management personnel receive an orientation to the FAA.  The orientation shall include the mission, goals, objectives, policies, and principal programs of the FAA as well as the organizational structure and culture of the agency.  The intent of this requirement is to assure:

          a.  a knowledge and attitude which will contribute to successful instructional interaction with an extremely diverse student population, and,

          b.  recognition that actions of all personnel at the FAA must be consistent with the goals of the FAA. 

This orientation shall be completed for all instructors and key support and management personnel within thirty (30) days of reporting for duty.  The proposed program shall be approved by the FAA and shall be maintained for currency.  Reference materials are available in the FAA library.
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4.12 Contractor Performance 

The Contractor shall be responsible for providing the appropriate number of fully qualified managerial, supervisory, instructor, and administrative support personnel necessary to ensure the satisfactory completion of all requirements contained within this SOW.  Required qualification and experience levels for Contractor personnel are delineated in SOW paragraph 8.0.

4.12.1 Contractor Task Performance 

The Contractor shall provide the necessary qualified personnel to conduct the tasks defined in the SOW paragraph 8.0
4.12.2 Contractor Personnel Qualifications 

The Contractor shall train and maintain qualified instructors staff personnel to conduct and administer all requirements delineated in this SOW.
4.13 Contractor Personnel Security Program
Contractor personnel shall adhere to all policies and procedures established by the Government which apply to Contractor employees, as prescribed in FAA Personnel Security Program, FAA Order 1600.1D.
4.14 Contractor Personnel Supervision 

The Contractor shall designate sufficient supervisory personnel to satisfactorily meet task outcomes.  Contract supervisors will provide day-to-day supervision of Contractor personnel performing tasks including, but not limited to, work assignments, work monitoring, course management,  payroll records, leave, etc.  FAA personnel will not supervise Contractor personnel. The FAA will provide technical, program, and policy guidance through the authorized TO, and his/her staff.
4.15 Contractor Performance Evaluations

4.15.1 Annual Performance Evaluation

Each FTLO, within thirty (30) calendar days of completion of each contract year, will provide an independent annual evaluation of the contractor's performance during the previous twelve months.  The original copy of this evaluation shall be forwarded to the CO via the ATM of the site, the RPOC, and the authorized TO.  A copy shall be retained by the FTLO at each facility.  This evaluation shall contain as a minimum the following data as prescribed in FAA Order 3120.25 - Air Traffic Contract Training Administration: 


1.  A summary of contractor performance based on semi-annual classroom and laboratory evaluations for the past contract year.


2.  A concise statement of the Contractor's overall conformance or nonconformance with the terms of the contract for the past contract year.  The statement shall include backup data as appropriate to support a claim of nonconformance. 


3.  A concise statement of the Contractor's ability to meet the training needs as delineated by FTLO Notice of Training Requirements (NTR) during the past contract year.


4.  A summary of student evaluations, critiques, and personnel feedback.  Where adverse comments are made, and substantiated, the action taken or proposed will be stated.  

4.15.1.1 Corrective Action Plan

Where adverse comments or deficiencies have been identified, the Contractor shall, within a reasonable amount of time as determined by the FAA, submit to the FTLO a written plan which will address the corrective actions to be taken to resolve all outstanding deficiencies expressed in the performance evaluation.

4.15.2 Periodic Performance Evaluations

The FAA shall conduct periodic evaluations of Contractor performance in classroom and laboratory environments.  These evaluations may be conducted without advance notice.  At a minimum, semi-annual evaluations will be conducted for each instructor involved in classroom instruction.  In addition, instructors who teach laboratory phases of training will receive a minimum of one "over the shoulder" review per year for each type of laboratory phase taught.  The evaluations may be conducted without advance notice.

The purpose of the semi-annual classroom evaluation is to evaluate each instructor's teaching quality and effectiveness.  Instructors who teach in both classroom and laboratory environments shall receive one of the evaluations in classroom instruction and the other evaluation in laboratory instruction. 

The purpose of the over the shoulder review is for the laboratory instructor to demonstrate, during an actual laboratory scenario, satisfactory control judgement, phraseology, and proper air traffic control procedures.  Reviews will last no more than one hour.  For radar associate phases, the review may be performed while the instructor is operating the radar position during a non‑graded exercise.  

Evaluations will be conducted by the FTLO or an FAA representative designated by the FTLO.  The evaluator will utilize FAA Form 3120-27, Contract Instructor Review/Laboratory Instruction and FAA Form 3120-28, Contract Instructor Review/Classroom Instruction, as criteria for evaluating and recording instructor performance during the semi-annual classroom evaluations.  FAA Form 3120-25, OJT Instruction/Evaluation Report, shall be used as a guideline and documentation for the over the shoulder reviews.

FAA Forms 3120-27 and 3120-28 are found in FAA Order 3120.25, Air Traffic Contract Training Administration.

The FAA will make these periodic evaluations available to the Contractor within ten (10) calendar days after FAA review.  

4.15.2.1 Corrective Action Plan

The Contractor shall, within thirty (30) calendar days of receipt of the periodic performance evaluations, submit to the FTLO a plan outlining the method the Contractor will use to correct any outstanding concerns expressed in the evaluations.  

4.15.3 FAA Periodic Full Facility Evaluations

In addition, the FAA will periodically conduct full-facility evaluations at FAA facilities.  Normally, full facility evaluations are scheduled biennially, with annual follow-up evaluations.  All aspects of the facility will be evaluated, including training.  The Contractor shall provide any student and instructor information, such as instructor certification forms, to FAA evaluators when requested, unless otherwise prohibited by law. 

4.15.4 Contractor Initiated Instructor Performance Evaluations

All Contractor initiated instructor evaluations shall also be made available to the FAA upon request.

4.15.5 Contractor Performance Deficiencies

The FTLO shall notify the Contractor, in writing, of any Contractor employee whose performance does not meet FAA standards.  The notification shall state the specific performance deficiency and the desired performance level.  A reasonable amount of time, as determined by the FAA, shall be given to the Contractor to correct the deficiency.  The Contractor shall, at its own expense, attempt to correct these deficiencies.  A determination by the FTLO that the Contractor has been unable to correct the unsatisfactory performance of the contract employee in the time specified may result in the determination by the CO, or authorized TO, that the employee is unsuitable for continuation in the job classification and unable to discharge the duties of employment.  Performance standards for instructors shall include obtaining and retaining instructor certification whenever required, compliance with all security and personnel suitability requirements and full adherence to those performance standards found in FAA Forms 3120-27 and 3120-28, contained in FAA Order 3120.25, Air Traffic Contract Training Administration.
4.16 Instructor Training Certification 

The Contractor shall design, submit to the FAA for approval, and implement an instructor certification program that will assure: 

         a. a high level of instructional competency, and, 

         b. the degree of standardization and consistency required at the FAA.

Certification of instructors shall be completed during the transition period following award and prior to startup of the contract.  Instructors deemed to be qualified by successful completion of the developmental instructor program, or qualified by equivalent training or work experience, must be certified competent to teach identified units of instruction by a currently certified instructor or appropriate supervisor.  No less than fifty percent of the instructional staff assigned to any specific class shall be fully-certified instructors.  These requirements shall be waived for a reasonable time to accommodate initial instructor certification for newly developed courses.  Instructors fully certified in a specific course undergoing a major revision shall be given thirty (30) days to become re-certified in the portions of the course which have been revised.

All classroom instructors, laboratory instructors and RPOs, involved in qualification training shall be certified using the criteria outlined in subsequent paragraphs with certification completed within 120 calendar days of reporting for duty.  Any costs incurred for training an instructor or RPO after 120 calendar days will be borne by the Contractor unless written authorization from the CO is obtained.  In addition, any anticipated situations of this nature must be specifically brought to the attention of the authorized TO and CO in writing prior to their occurrence.

4.16.1 Classroom Instructor Certification Process

Classroom instructor trainees shall be required to observe certified instructors in one full class in order to be eligible for certification, unless a written waiver is granted by the FTLO.  Additionally, at least three lesson plans shall be taught by the instructor trainee with a certified instructor observing.  The CSS shall notify the FTLO when an instructor trainee is ready for certification.  The FTLO or FAA designate shall observe the instructor trainee for at least one hour to formally certify the instructor.  Performance shall be documented and the CSS notified of the results.  If certified, the instructor may now teach any classroom phase without the presence of another previously certified instructor.  If the FTLO or FAA designee finds the instructor trainee to be deficient and unable to be certified, the CO will issue a determination that the unsuccessful instructor trainee is unsuitable for continuation in the trainee's present job classification and shall be precluded from working in that job classification under this contract.

4.16.2 Laboratory Instructor Certification Process

Laboratory instructor trainees shall complete a sector rating test for each sector the instructor trainee will ultimately teach.  Each test will be graded by the FTLO and must be passed with a score of at least 70%.  Portions of area rating tests or other tests may be used, however, the intent is to test the instructor trainee on information pertinent to sectors they will teach.  Upon completion of the sector rating tests, the instructor trainee must complete a minimum of five familiarization simulation problems on each control sector they will teach.  The total number of problems shall not exceed 20 per sector.  The last simulation problem shall be no greater than 80% complexity and shall be evaluated by the FTLO or FAA designate.  Additionally the instructor trainee shall observe a certified instructor in the laboratory for one full class.   During this class the instructor trainee will administer at least five of the non-graded simulation problems with a certified instructor observing.  The CSS shall notify the FTLO when the instructor trainee is ready for certification.  The FTLO or FAA designate shall observe the instructor trainee for a minimum of one hour to formally certify the instructor.  If certified, the instructor may now teach in the laboratory without the presence of another previously certified instructor.  If the FTLO or FAA designate finds the instructor trainee to be deficient and unable to be certified, the CO will issue a determination that the unsuccessful instructor trainee is unsuitable for continuation in the trainee's present job classification and shall be precluded from working in that job classification under this contract.  Instructor trainees must be certified in each of the laboratories in which they will teach, i.e., non-radar, radar associate, and radar laboratories.  

4.16.3 Radar Pilot Operator (RPO) Certification Process

Unless certified as an RPO at time of contract award, new RPO's shall complete area map study, letters of agreement, and strip marking exercises for each area of operation they will work.  The RPO shall observe a certified RPO or an FAA employee performing RPO duties on a minimum of five simulated problems.  The RPO trainee will receive on-the-job training (OJT) on at least five but no more then 20 additional problems.  The CSS shall notify the FTLO when the RPO trainee is ready for certification.  The FTLO or FAA designate shall observe the RPO trainee on one simulated problem of 80% complexity.  Performance shall be documented and the CSS notified.  If certified, the RPO may now operate the RPO position without a previously certified RPO being present.  If the FTLO, or FAA designee, finds the RPO trainee deficient and unable to be certified, the CO will issue a determination that the unsuccessful RPO trainee is unsuitable for continuation in the trainee's present job classification and shall be precluded from working in that job classification under this contract.

4.16.4 Additional Instructor Qualifications 

4.16.4.1 Curriculum Development Training 

All Contractor personnel who are assigned to curriculum development activities must be formally trained or must possess actual work experience in state-of-the-art adult learning techniques before engaging in curriculum development activities.

4.16.4.2 FAA Curriculum Approval 

The FAA will monitor the curriculum development effort and approve the training plan, instructional materials, training aids, and methodology, including strategy and techniques, prior to classroom use.

4.16.4.3 Cardio-Pulmonary Resuscitation  (CPR) Training 

The Contractor shall ensure that at least fifty percent of all instructors are currently certified in Basic Cardiac Life Support (BCLS) or equivalent, or higher certification in CPR.

4.17 Instructional Approach 

The Contractor shall use state-of-the-art adult learning techniques for analysis, design, development, and implementation of training programs.  This concept of training consists of the development and presentation of knowledge and skills in modes which emphasize that participants will be able to use the knowledge, skills, and abilities gained at the FAA on the job.  The specific training outcomes and instructional objectives must closely reflect tasks and skills important to job performance.

4.17.1 Instructional Systems Design (ISD)

The Contractor shall use the Instructional Systems Design (ISD) approach for the presentation, development, and revision of all training materials as outlined in applicable FAA Orders, such as 3000.6, Training.  This requirement applies to all training delivery systems (e.g. written text, computer based instruction (CBI), and video). The FTLO shall be the final approving authority for all local instructional materials developed or revised and such materials must be approved prior to use or incorporation into training or other programs.

4.18 Transition To New Training Materials And Delivery Systems

Due to the dynamic nature of the FAA training environment, the Contractor shall be required to transition to new training materials and delivery systems as they are implemented.  Depending upon the nature of any new delivery system (such as laboratory equipment and ATC procedures), Contractor employees may be trained by FAA or non-FAA sources in full, or a cadre of Contractor employees may be trained to then train other Contractor or FAA employees as appropriate.  The FAA shall notify the Contractor of any new training materials, delivery systems, and implementation schedules where the information has been deemed reliable.  The Contractor shall then have 30 calendar days from the notification date to inform the authorized TO in writing of any cost impact, increase or decrease in staffing, or other constraint(s) expected from changes due to new training materials, delivery systems, or implementation schedules.

4.19 Seminars and Workshops 

As directed by the CO or authorized TO, the Contractor shall develop and present or facilitate seminars, workshops and conferences to help foster efficiencies and improvements in individual and team performance.

4.19.1 Academic Accreditation 

All study courses developed for and presented at or administered by the FAA must be of a quality sufficient to meet or exceed the accrediting criteria of the Council on Occupational Education and the American Council on Education (ACE).  All existing study courses in the FAA curriculum which are recommended for academic credit shall be revised as necessary to retain such accreditation.

4.20 Student Progress 

Any student whose progress does not meet established FAA academic or behavioral standards shall be reported to the FAA for appropriate processing.  
4.21 Student Performance

The Contractor shall measure student performance in accordance with the requirements stated in the applicable Instructional Program Guide.  Any deviation from the minimum acceptable level of performance shall be reported to the FTLO for further processing.

4.21.1 Authorization To Repeat Training

The Contractor shall not authorize a student to repeat a course or portion thereof.  Student requests to repeat a course shall be directed to the FTLO who will approve/disapprove such requests.

4.21.2 Student Progress Feedback

The Contractor shall, at the end of each laboratory phase of training, send a progress report on each developmental to the FTLO describing the developmental's performance and identifying any potential problem areas.  In addition, the Contractor shall report any developmental whose progress does not meet established FAA standards, as per the applicable IPG, to the FTLO.  The Contractor shall prepare written documentation for the FTLO detailing the developmental's performance deficiencies.  Contract instructors shall conduct routine individual student debriefing sessions for the purpose of identifying areas needing improvement and suggested methods for improvement.  Formal developmental counseling shall be provided by FAA personnel as described in FAA Order 3120.4 Air Traffic Training. 

4.21.3 Nonacademic Counseling

The Contractor shall refer students requesting sick/annual leave or students reporting problems in nonacademic areas such as Equal Employment Opportunity (EEO) and personal problems, to the FTLO.

4.21.4 Evaluations By Students

Utilizing a standardized student critique form, to be provided by the Government at contract award, the Contractor shall obtain input from participants in each training program.  The responses from the participants shall be solicited by Contractor personnel, submitted directly to the FTLO for review, and then forwarded to the Contractor for further evaluation and/or corrective action as deemed appropriate by the FTLO. Critiques will be used in evaluating the quality of instruction provided, identifying problem areas, and assisting in measuring the relationship between the completed course instruction and subsequent training and/or actual job performance.  

4.22 Scheduling Of Government Provided Training For Contractor Employees

The Contractor shall notify the authorized TO on an annual basis of those Contractor personnel in need of any Government provided training courses to ensure Contractor compliance with this SOW.  Contractor training requirements shall include the anticipated number of persons requiring each particular course during the upcoming fiscal year and shall be provided to the authorized TO by April 1 for each fiscal year cycle beginning October 1.  Requirements shall be updated quarterly, as necessary.  The Contractor shall also indicate any adverse impact on contract performance arising from the unavailability of requested Government training courses.   

4.22.1 Training Quotas For Contractor Staff

The Contractor shall request Government training in accordance with SOW paragraph 1.1, and the Government shall ensure sufficient quotas in FAA Academy-conducted training courses required by this SOW are available to meet the requirements of Contractor personnel whose requests have been properly submitted.  Training requirements for Contractor staff in excess of those submitted under SOW paragraph 1.1 shall be accommodated based on class availability.

4.22.2 Recertification Required Due To Extended Absence

The Contractor shall not bill as a direct charge to the contract any costs incurred for recertification of instructors due to extended absence through no fault of the Government, unless approved in advance by the CO or authorized TO.  The FTLO will determine what constitutes extended absence and if recertification of instructors is necessary on a case by case basis. 

4.23 Program Revisions 

4.23.1 Training Programs 

During performance of the contract, the Contractor shall revise training programs as necessary to adjust for changes in FAA policies and procedures as well as from data developed from course evaluations.  Required revisions shall be determined by the FAA.  The time schedule and manner of implementation for revisions shall be determined by the FAA.

4.23.2 Right To Revise Workload 

The FAA reserves the right to modify the amount of training to be provided in each of the specified training courses and study programs.
4.24 Contractor Performance Travel 

The Contractor shall provide all funds required for Contractor personnel travel required for staff development and training.  The Government will pay for all approved travel required to conduct FAA scheduled training, workshops, coordination meetings and conferences, and other FAA directed travel.  The Contractor shall make all travel arrangements required for Contractor personnel travel.  All travel of Contractor personnel shall be in accordance with Government travel regulations.

4.25 Transition Plan 

4.25.1 Initial Transition Period

It is critical to the FAA to receive uninterrupted Air Traffic Instructional Services as defined by this SOW.  Consequently, it is imperative that transition to performance under this SOW be accomplished in a well-planned, orderly, and efficient manner.  
For purposes of this SOW, the transition period shall be defined as the period between contract award to total performance of all requirements, in this case no more than thirty (30) calendar days.  The Government's transition requirements to provide for the orderly assumption of duties by Contractor personnel are listed below.  The transition period is the time between contract award and the Contractor's ability to fully perform all requirements under this contract, but no later than 30 calendar days after contract award.  All dates for the transition period schedule shown below are calendar days commencing the first Monday after contract award.

Transition Period Schedule

EVENT
LOCATION
CALENDAR DAYS

Initial Orientation for Contract Management Staff
Washington D.C.
NLT Day 20

Operational Orientation and Training for Contract Supervisory Personnel 
Affected Facilities
NLT Day  20

Operational Orientation and Training for Contract 
Non-Supervisory Personnel
Affected Facilities
NLT Day  20

Meetings to Evaluate Transition Activities
Washington D.C.
NLT Day  15

Commencement of Instructional Services Begins
Affected Facilities 
NLT Day  30

Review of Contractor Performance for All Contract Requirements
Washington D.C.
NLT Day 25

The Contractor shall execute the phase-in transition period in accordance with the schedule shown above, unless otherwise approved by the CO.  The Government will provide a transition team, headed by the authorized TO, to provide technical and administrative orientation to Contractor personnel, familiarize Contractor personnel with required services, and provide other guidance and assistance which is mutually identified by the Government and the Contractor.

The plan shall cover a 30 calendar day period commencing from the date of contract award.  During this period, the previous contract and this contract will overlap.  The transition period for a given function will end when the newly selected Contractor assumes full responsibility and accountability for performance of the specific functions from the incumbent Contractor.  During this transition period, personnel employed by the newly selected Contractor shall be learning the requirements of each designated position from the incumbent Contractor personnel, including:  daily routine, data requirements, reporting requirements, project history pertaining to the function, and other key information required to meet the overall requirements of the position.  Transition of responsibility and accountability shall be accomplished at all levels of the work force, beginning with the lowest levels and finishing with the highest.  

4.25.2 Transition Period For Additional Facilities

The Contractor shall also be required to submit, upon written request by the authorized TO, a Transitional Implementation Plan (TIP) for conducting training and training related services at each additional facility which the Government is authorized and may elect to add to this effort as per SOW paragraph 8.1.2.2.  The Contractor shall be given at least 15 calendar days to produce the TIP.  Although the FAA may be considering exercising contract training at one or more additional facilities, the TIP will be subject to the approval of the CO, and is in no way to be considered approval to commence planning and/or training at any additional facility.  The TIP shall address the following: 


1.  Establishment of an orderly and effective process for transitioning the required services,


2.  The acquisition, orientation, and assignment of qualified personnel to the contract in a timely manner, and


3.  The assumption of the responsibility for providing instructional training services without deterioration of any training services currently provided to the facility. 


4.  The specific date by which the Contractor anticipates assuming the requirements in SOW paragraph 8.0, in full, at the additional facility.  

If the FAA elects to commence contract training at an additional site(s), the approved TIP for each additional site will be incorporated as part of this contract.

4.26 Phase-Out Activities 

At the conclusion of any performance period, including option periods or extensions, the services provided under this SOW may be awarded to another Contractor.  The Contractor in place shall be required to assist in the phase-in activities required for any subsequent Contractor.

4.27 Input And Suggestions

Contractor personnel will be involved in many aspects of ATC training on a daily basis.  For this reason, the Contractor shall keep the FTLO advised of any perceived deficiencies which would have a negative impact on the facility or national training program.  The FAA also encourages any and all suggestions intended to improve the quality of training; input concerning proposed airspace, procedural, and equipment changes; and the perceived impact of new procedures or new equipment on existing training programs.  While such input is most welcome, the Contractor shall not incur any costs to develop proposals, or any other training materials designed to address these perceived problems, unless specifically requested by the CO, authorized TO, or FTLO, and such work is clearly within the scope of this SOW. 

4.28 Observance of Legal Holidays and Administrative Leave 

Contractor personnel shall not be required to work on holidays, unless directed by the FTLO and agreed upon at a national level by the authorized TO.  The following is a list of U.S. Federal holidays:

       a. New Year's Day, January 1

       b. Martin Luther King's birthday, the third Monday in January

       c. President's Day, the third Monday in February

       d. Memorial Day, the last Monday in May

       e. Independence Day, July 4

       f. Labor Day, the first Monday in September

       g. Columbus Day, the second Monday in October

       h. Veteran's Day, November 11

       i. Thanksgiving Day, the fourth Thursday in November

       j. Christmas Day, December 25

       k. Any other day designated by Federal statute, executive order, or Presidential proclamation.

Adverse weather conditions or national emergencies may require the facility to reduce its personnel requirements to only those who are operationally necessary.  Normally, training personnel will not fall into this category and the FAA will not pay the Contractor compensation for such days of reduced staffing.  

In the event a national emergency requires Contractor assistance on national holidays, notification will be made by the authorized TO.  Any premium pay authorized will be in accordance with applicable federal statutory regulations.  
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6.0 GOVERNMENT-FURNISHED FACILITIES, EQUIPMENT, MATERIALS AND SERVICES 
6.1 Government Site

The Government shall provide space and furnishings, utilities, and telephone service to carry out contract performance on-site at Government facilities.  

The Government shall provide all classrooms, equipment, and furnishings necessary for the Contractor to conduct classes in residence at the FAA.  The Contractor will establish and enforce procedures which will safeguard and prevent unofficial or unauthorized use of all Government-furnished property within its control.  Procedures established shall comply with existing agency security regulations.

6.1.1 Course Supplies

The Government shall provide all supplies necessary for the performance of this contract, including paper, pencils, pens, marking pens, binders for class materials, videotapes, and other items considered as reasonably necessary.

6.2 Contractor Site

The Government shall not provide space and furnishings, utilities, telephone service, or any other supplies for the Contractor’s off-site project management office.

7.0 MANAGEMENT REPORTS

7.1 Productivity Reports

The Contractor shall submit a monthly productivity report to FAA along with each invoice submitted for payment.  Productivity reports will be due to the FAA no later than 10 working days after the last day of the preceding month.  The report shall detail by site, the past month's billable hours for each labor category within each requirement delineated in SOW Section 6.2.  The Contractor shall ensure that the data supplied in the monthly productivity report supports the corresponding invoice for the performance period.  The monthly report from each site will be reviewed and certified by the site FTLO as to the reasonableness and accuracy of hours claimed and the performance of the Contractor at that site.  After certification by the FTLO, the Contractor shall consolidate each site report into the Contractor's facility productivity report for submission to those FAA destinations as set forth in Section G, and in conjunction with the monthly invoice for payment.   

7.2 Monthly Progress and Cost Report

The Contractor shall also submit to both the authorized TO and CO (one copy each) a combined monthly progress and cost report.  The Contractor will be required to establish a management information and reporting system that accurately generates all required information and enables the Government to track contract progress and cost performance. 
The report is due by the 20th of the month following the completion of a calendar month  (i.e., the report for the month of January is due NLT February 20).  The report shall include the following information regarding the task requirements detailed in SOW Section 8.0:



A monthly compilation of labor hours, expended by labor category within each task requirement, at each facility site,



A contract wide compilation of all hours expended for the month by labor category within each task requirement, 



A cumulative year to date compilation of labor hours, expended by labor category within each task requirement, at each facility site,



A cumulative year to date contract wide compilation of all hours expended by labor category within each task requirement,



Monthly and cumulative to date totals of actual expenditures for travel, material purchases, and relocation costs and; 



Monthly and cumulative year to date costs of work performed categorized by each facility and within each task requirement by labor category. 



Original budgeted cost of work to date categorized by each facility and within each task requirement by labor category.



Cost variances (Both positive and negative). 



For negative variances, Contractor's plan of action and milestones to correct each variance.  



Forecast of revised cost estimate and labor hours expended at the end of the current period of performance, categorized by each facility and within each task requirement by labor category. 



Any anticipated or actual problems encountered in performing the work.



Monthly status information update for each facility, which includes the total number of developmentals, the number of new developmental inputs to date; the distribution of developmentals in each phase of training; and developmental withdrawals and failures.

7.3 Yearly Performance Report

The Contractor shall within sixty calendar days after the end of each contract year, submit the below listed information for the recently completed contract performance period to the CO and Technical Officer. 



Total number of manyears of direct labor expended, by labor category;



Total number of manyears of direct labor and cost expended by CLIN and sub‑CLIN in Section B;



Contractor's estimate of the total allowable cost incurred under the contract;



In the case of a cost underrun, the amount by which the estimated cost of this contract may be reduced to recover excess funds, supported by data on a CLIN basis. 

7.4 Quality Control Plan

The Contractor shall also be required to submit one copy of a final Quality Control Plan to the CO within 30 calendar days after contract award.  This final plan shall include all changes, if any, required from the review of the initial plan during the technical evaluation phase.  Upon acceptance of the final Quality Control Plan by the CO, no further changes shall be made to this plan by the Contractor without the prior written approval of the CO.  The Contractor shall also be required to update the plan on an annual basis.
7.5 Format

The exact format for reports required by SOW Section 6.0 is provided as an attachment to Section J.

8.0 MEETINGS/CONFERENCES

8.1 Meetings
When necessary, meetings shall be held by the FAA and Contractor to ensure efficient, effective training and to seek resolution of problems throughout the life of the contract.  The Contractor shall submit prior to the meetings, any discussion topics which are considered priority matters.  
8.2 Annual National Conference

Upon written approval by the authorized TO, the Contractor may conduct one national conference per contract year for the site supervisors.  This conference shall be at the expense of the FAA, and may be conducted jointly with an FAA training conference, if requested by the authorized TO.  Contractor invited attendees, other than managers and supervisors supporting and working under this contract, and the Contractor Site Supervisors (CSS), shall travel and attend the conference at Contractor expense. 

9.0 SPECIFIC TASKS
9.1 Scope 

The Contractor will provide all qualified personnel necessary to administer and conduct the training and other activities addressed in Section 1.0 of this SOW.

9.1.1 General 

Specific tasks are defined in the following functional areas and shall be performed in accordance with the standards presented in the referenced paragraphs of this SOW.
Task
Description
Reference 
Paragraph

Task A
Classroom and/or Simulation Qualification Training
8.2

Task B
Cooperative Education Program
8.3

Task C
Proficiency Training
8.4

Task D
Remote Pilot Operator (RPO) Training and Personnel
8.5

Task E
Computer Based Instruction (CBI) Administration 
and Training
8.6

Task F
Publication Services – Development and Maintenance of Air Traffic Training and Related Materials
8.7

Task G
Contract Management and Administrative Support
8.8

Task H
Additional Services
8.9

9.1.2 Time and Location of Performance 

Contract personnel shall be expected to perform work under this SOW normally between the hours of 8:00 a.m. and 5:00 p.m., local time, during regular workdays of the week, Monday through Friday.  The majority of classroom and simulation training is conducted during a "day" shift, such as 7:00 AM to 3:30 PM, Monday through Friday.  The exact shift may vary for each site.  However, Contractor personnel may be required to work other shifts that include the hours between 00:00 AM and 12:00 Midnight, Sunday through Saturday, as directed by the FTLO. Factors involved in the scheduling of classes include the availability of classroom space, the availability of DYSIM/ETG laboratories, and facility requirements for remedial training.  Instructors may be required to conduct classes during Federal holiday weeks, as determined by the FAA.  

Training will be conducted at the FAA headquarters, Washington, DC, at selected FAA field sites, or at other sites arranged by the FAA; such determinations to be made by the FAA.

9.1.2.1 Time And Location Of Work at Designated Government Facilities

Unless additional facilities are designated as authorized under SOW paragraph 8.1.2.2, or unless otherwise directed by the authorized TO, all work performed under requirements tasks A-H as described in SOW paragraphs 8.2, 8.3, 8.4, 8.5, 8.6, 8.7, 8.8, and 8.9 shall be performed at the en route traffic control centers and terminal facilities as designated in SOW Appendices 1 and 2.  Work shifts shall be determined by the FTLO for each requirement or duty described in this SOW as operational needs dictate.  The majority of training and administrative work is conducted during a "day" shift, such as the 7:00 AM to 3:30 PM shift or 8:00 AM to 4:30 PM shift, Monday through Friday.  The exact shift may vary for each site.  However, Contractor personnel may be required to work other shifts between 0:00 AM and 12:00 Midnight, Sunday through Saturday, as directed by the FTLO.  Factors involved in the scheduling of classes include the availability of classroom space, the availability of simulation laboratories, and facility requirements for remedial training.  Any premium pay authorized for working other than a "day" shift will be in accordance with applicable federal statutory regulations.

9.1.2.2 Additional Facilities

With appropriate notice as delineated below, the Contractor shall be prepared to provide training requirements per SOW Section 8.0, at up to two additional FAA facilities per year, should the FAA choose to exercise its option to require training and related services at additional facilities.  The FAA will notify the Contractor at least 90 calendar days prior to adding any facility and the Contractor shall submit a transition plan, in accordance with SOW paragraph 4.19.2, outlining the proposed process to accomplish the transition. 
9.2 TASK A - Classroom and/or Simulation Qualification Training

The Contractor shall furnish all supervisory, instructional, and administrative staff required to administer classroom and/or simulation phases of qualification training for the en route and terminal training programs.  Additionally, this requirement shall include maintaining the automated tracking system and submission of all required Civil Aeromedical Institute (CAMI) tracking forms.  Course objectives, training outcomes, and subjects to be taught under this requirement are contained in the EnRoute and Terminal Instructor Program Guides.  The Contractor shall adhere to all established course outlines, lesson plans, and procedures contained in the appropriate IPGs.  The length of each phase of classroom and simulation training is also contained in each appropriate IPG.  Classroom instruction, briefing presentations, and/or testing may also involve other subjects related to air traffic control, and shall be assigned at the discretion of the FTLO.  Contractor instructional and supervisory staff shall assist and augment an FAA cadre of instructors, supervisors, and managers, if any, in the conduct and administration of all courses as directed by the FTLO.   

9.2.1 Personnel Qualifications, Instructors - Air Traffic Control (ATC)

ATC instructors shall primarily conduct classroom and laboratory simulation training for developmental students, as well as proficiency training for current ATCS personnel.  Instructors shall have a minimum of five (5) years CPC air traffic controller experience in an air traffic control facility (e.g. Air Route Traffic Control Center (ARTCC), Airport Traffic Control Tower (ATCT), Terminal Radar Approach Control (TRACON), within the ATC option for which application is made.  Terminal experience must have been at a like-type facility.  For example, limited radar cab experience does not qualify as radar experience for a TRACON.    

9.2.1.1 Training

Contract ATC instructors shall be required to complete successfully Facility Instructor Training (Course 10501).  This course will be furnished by the FAA at no tuition cost to the Contractor.  The requirement may be waived in writing by the FAA if an individual has previously completed the course.  Failure to complete successfully Course 10501 may result in a request from the FAA for removal of the employee from the contract.  Since Contractor ATC instructors are directly involved in various phases of qualification training for developmental air traffic control specialists, they must be certified to teach these phases of training. The certification process outlined in SOW Section 1.1 shall be utilized.  Individuals previously certified, whose certification remains current as of the date of contract award, shall be considered certified.  In addition, instructors who were employed by the FAA within the 3 month period immediately prior to being hired by the Contractor, and who worked as an operational air traffic controller/supervisor in the area of operation in which the individual will instruct, shall also be considered certified as laboratory instructors.  Any other exceptions to the certification process shall be coordinated with and approved by the authorized TO in advance.

9.2.2 Deliverable Product

Completion of each required phase of classroom instruction and simulation training, in accordance with applicable IPGs and documented by required management reports in SOW Section 6.0, shall constitute the deliverable products under this requirement.

9.2.3 Schedule

The schedule for completion of training elements under this requirement will be as delineated in NTR’s issued by the FTLO and agreed to by the Contractor, provided any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.

9.2.4 Instructor/Class Ratio

9.2.4.1 Classroom

One instructor is normally required, regardless of the number of students.  However, a second instructor may be used if approved in advance by the FTLO.  

9.2.4.2 Simulation

One instructor per area of operation being taught in a particular class; or one instructor certified in all areas of operation being taught in particular class.
9.2.5 Class Schedules/Assignments

Contractor Site Supervisors (CSS) shall coordinate and obtain approval on instructor class assignments from the FTLO.  Master class schedules shall be developed jointly by the Contractor and the FTLO.  Master class schedules shall be approved by the FTLO prior to implementation.  

9.2.6 Class Lead Instructor

Some phases of training may involve multiple instructors per class, depending on the number of students in the class.  In this case, the Contractor shall ensure that one of the instructors assigned to the class is also designated as the lead instructor for the class. 
9.2.7 Instructor/Student Performance

Instructor performance shall be evaluated as per SOW Section 4.9.  Evaluation of student performance will be in accordance with applicable IPGs, FAA orders, and evaluation tools (e.g., written tests or graded ATC problems) and shall be performed only by FAA personnel or certified instructors as determined by the FTLO.   

9.2.8 Course Materials

The FAA shall provide the Contractor with all administrative supplies and course materials as required.  

9.2.9 Student Counseling

Contract instructors shall adhere to SOW Section 4.15 concerning counseling of students.

9.2.10 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.3 TASK B - Cooperative Education Program

The Contractor shall furnish all supervisory, instructional, and administrative staff required to administer the Cooperative Education Program and submission of all required CAMI tracking forms.  Course objectives, training outcomes, and subjects to be taught under this requirement are contained in the Cooperative Education Instructor Program Guides (IPG).  The Contractor shall adhere to all established course outlines, lesson plans, and procedures contained in that IPG.  The length of each phase of cooperative education training is also contained in the appropriate IPG.  Classroom instruction, briefing presentations, and/or testing may also involve other subjects related to air traffic control, and shall be assigned at the discretion of the FTLO.  Instructional and supervisory staff shall assist and augment an FAA cadre of instructors, supervisors, and managers, if any, in the conduct and administration of all courses as directed by the FTLO.

9.3.1 Personnel Qualifications, Instructors - Air Traffic Control (ATC)

Personnel qualifications as stated in SOW paragraphs 8.2.1 and 8.2.1.1.
9.3.1.1 

9.3.2 Deliverable Product

The successful administration of the Cooperative Education Program, in accordance with the prescribed IPG as documented by managerial reports in SOW Section 6.0, together with any pertinent items listed in the CDRL, shall constitute the deliverable products under this requirement.

9.3.3 Schedule

The schedule for completion of this requirement will be as delineated in NTR’s issued by the FTLO and agreed to by the Contractor, provided any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.

9.3.4 Instructor/Class Ratio

9.3.4.1 Classroom

One instructor is normally required, regardless of the number of students.  However, a second instructor may be used if approved in advance by the FTLO.

9.3.4.2 Simulation

One instructor per area of operation being taught in a particular class; or one instructor certified in all areas of operation being taught in particular class.

9.3.5 Class Schedules/Assignments

Contractor Site Supervisors (CSS) shall coordinate and obtain approval on instructor class assignments from the FTLO.  Master class schedules shall be developed jointly by the Contractor and the FTLO.  Master class schedules shall be approved by the FTLO prior to implementation.  

9.3.6 Class Lead Instructor

Some phases of training may involve multiple instructors per class, depending on the number of students in the class.  In this case, the Contractor shall ensure that one of the instructors assigned to the class is also designated as the lead instructor for the class.

9.3.7 Instructor/Student Performance

Instructor performance shall be evaluated as per SOW Section 4.9.  Evaluation of student performance will be in accordance with applicable IPGs, FAA orders, and evaluation tools (e.g., written tests or graded ATC problems) and shall be performed only by FAA personnel or certified instructors as determined by the FTLO.   

9.3.8 Course Materials

The FAA shall provide the Contractor with all administrative supplies and course materials as required. 

9.3.9 Student Counseling

Contract instructors shall adhere to SOW Section 4.15 concerning counseling of students.

9.3.10 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.4 TASK C - Proficiency Training

The Contractor shall furnish all administrative, supervisory, and instructional staff required to administer the proficiency training program at each facility, as tasked by individual NTR’s.  Proficiency training consists of supplemental, refresher, and remedial training, as defined by FAA Order 3120.4, Air Traffic Training, and is to be developed and taught in accordance with that order.  Course objectives, training outcomes, and subjects to be taught in these courses are contained in individual facility training directives, remedial training letters provided to the employee, or in course materials supplied for supplemental training.  The Contractor shall adhere to all established course outlines, lesson plans, and procedures contained in FAA Order 3120.4, as well as any specific facility generated proficiency training directives.  The length of each phase or type of proficiency training is contained in facility training directives, remedial training letters, or in course materials supplied for supplemental training.  Classroom instruction, briefing presentations, and/or testing may also involve other subjects related to air traffic control, and shall be assigned at the discretion of the FTLO.  Instructional and supervisory staff shall assist and augment an FAA cadre of instructors, supervisors, and managers, if any, in the conduct and administration of all courses as directed by the FTLO.  

9.4.1 Personnel Qualifications, Instructors - Air Traffic Control (ATC)

Personnel qualifications as defined in SOW paragraphs 8.2.1 and 8.2.1.1.


9.4.1.1 

9.4.2 Deliverable Product

Successful completion of proficiency training requirements and the daily administration of the facility proficiency training program, as prescribed by FAA Orders and facility procedures and documented by managerial reports in SOW Section 6.0, together with any pertinent items listed in the CDRL, shall constitute the deliverable products under this requirement.

9.4.3 Schedule

The schedule for completion of this requirement will be as delineated by NTR’s issued by the FTLO and agreed to by the Contractor, provided any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract. 

9.4.4 Instructor/Class Ratio

9.4.4.1 Classroom

One instructor is normally required, regardless of the number of students.  However, a second instructor may be used if approved in advance by the FTLO.  

9.4.4.2 Simulation

One instructor per area of operation being taught in a particular class; or one instructor certified in all areas of operation being taught in particular class.
9.4.5 Class Schedules/Assignments

CSS personnel shall coordinate and obtain approval on instructor class assignments from the FTLO.  Master class schedules shall be developed jointly by the Contractor and the FTLO.  Master class schedules shall be approved by the FTLO prior to implementation.  

9.4.6 Class Lead Instructor

Some phases of training may involve multiple instructors per class, depending on the number of students in the class.  In this case, the Contractor shall ensure that one of the instructors assigned to the class is also designated as the lead instructor for the class.

9.4.7 Instructor/Student Performance

Instructor performance shall be evaluated as per SOW Section 4.9.  Evaluation of student performance will be in accordance with applicable IPGs, FAA orders, and evaluation tools (e.g., written tests or graded ATC problems) and shall be performed only by FAA personnel or certified instructors as determined by the FTLO.

9.4.8 Course Materials

The FAA shall provide the Contractor with all administrative supplies and course materials as required. 

9.4.9 Student Counseling

Contract instructors shall adhere to SOW Section 4.15 concerning counseling of students.

9.4.10 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.5 TASK D - Remote/Pilot Operator (RPO) Training And Personnel

The Contractor shall furnish remote/pilot operator (RPO) training for FAA individuals assigned RPO duties and when requested by the FTLO, provide remote pilot operators during laboratory scenarios.  Contract RPO staff shall also assist and augment FAA personnel, if any, in administering and developing laboratory simulation training (e.g. DYSIM/ETG).  Course objectives, training outcomes, and subjects to be taught in DYSIM/ETG phases are contained in the appropriate En Route and Terminal IPGs.

9.5.1 Personnel Qualifications, Remote Pilot Operators (RPO)

Selections of the best-qualified individuals shall be made based on factors such as previous work experience and aviation background.  Experience as an RPO, air traffic control specialist, or pilot is highly desirable.

9.5.1.1 Training

RPOs shall be certified since RPO’s are involved in phases of qualification training for developmental air traffic control specialists.  The certification process for RPO’s outlined in SOW Section 1.1.1 shall be used.  The certification process may be waived by the authorized TO if an RPO was previously certified as an RPO, air traffic control specialist, or has other acceptable related aviation experience.

9.5.2 Deliverable Product

Completion of each required phase of RPO instruction, laboratory simulation scenarios, or development of new/revised simulation training tools, in accordance with IPGs and other FAA prescribed procedures and as documented by  managerial reports in SOW Section 6.0, together with any pertinent items listed in the CDRL, shall constitute the deliverable products under this requirement.

9.5.3 Schedule

The schedule for completion of training elements under this requirement will be as delineated in NTR’s issued by the FTLO and agreed to by the Contractor, provided that any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.

9.5.4 RPO/Class Ratio

The number of RPOs needed per scenario will vary based on the complexity of each scenario.  In the en route environment, 1-3 RPOs per DYSIM scenario are usually required.  In the terminal environment, 2-6 RPOs may be needed per ETG scenario.  Master class schedules shall be used to determine how many RPOs will be needed for each class.  

9.5.5 Class Schedules/Assignments

RPO’s shall receive specific class laboratory assignments from the CSS, based on master class schedules.

9.5.6 RPO Performance

RPO performance shall be evaluated as per SOW Section 4.9.
9.5.7 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.6 TASK E - Computer Based Instruction (CBI) Administration and Training

The Contractor shall supply a CBI administrator to conduct CBI at each en route site (ARTCC), TRACON (hub facility where applicable), and other sites as directed by the authorized TO.  The CBI administrator shall be responsible for CBI training, administration, and instruction, including development assistance for local site-specific CBI lesson plans, and will be guided by the principals of FAA Order 3120.4 Air Traffic Training.  Course objectives, training outcomes, and subjects to be taught utilizing CBI are contained in the appropriate IPGs, FAA Order 3020.1 - Use of Computer Based Instruction, and FAA Order 3000.6 - Training.

9.6.1 Personnel Qualifications, Computer Based Instruction Administrator (CBIA)

The nature of a facility CBI Administrator's (CBIA) work involves teaching CBI methods and usage to others.  Therefore, CBIA shall possess a minimum of 3 years experience as an instructor in the data processing field at the high school level or above, or a minimum of 3 years progressive work experience in the field of data processing.  These requirements may be waived by the authorized TO if the individual has previously been employed as a CBI Administrator at an ATC facility.

9.6.1.1 Training

Contract CBIA shall successfully complete Facility Instructor Training (Course 10501). This course will be provided at no tuition cost to the Contractor.  CBIA shall also successfully complete any additional courses, as required by the FAA, due to changes in CBI hardware or software.  All courses will be provided at no tuition cost to the Contractor.  These training requirements may be waived by the authorized TO if an individual has previously been employed as a CBI administrator for an ATC facility.  These requirements may also be considered for waiver by the authorized TO on a case by case basis at the request of the Contractor.

9.6.2 Deliverable Product

The successful completion of CBI training and the administration of the Computer Based Instruction Program at each designated facility, in accordance with prescribed IPGs/FAA Orders and as documented by managerial reports in SOW Section 6.0, together with any pertinent items listed in the CDRL, shall constitute the deliverable products under this requirement.

9.6.3 Schedule

The schedule for completion of this requirement will be as delineated in NTR’s issued by the FTLO and agreed to by the Contractor, provided that any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.

9.6.4 Conversion Of CBI Training Materials

As directed by the FTLO, the Contractor shall also assist in the conversion of training materials developed in conventional format to CBI formats.  The Contractor, if requested by the FTLO, shall also assist in the conversion of training materials previously developed in the CBI format to new CBI formats required to fully utilize changing CBI technology.

9.6.5 Instructor/Facility Ratio 

Generally, one (1) CBI Administrator per ARTCC and TRACON (hub facility where applicable), unless otherwise approved in writing by the authorized TO. 

9.6.6 Class Schedules/Assignments

CBI Administrators shall be available for specific classroom assignments as determined by the FTLO at the en route and terminal sites.

9.6.7 CBI Administrator Performance

CBI Administrator performance shall be evaluated as per SOW Section 4.9.
9.6.8 Course Materials

The FAA Academy shall provide the Contractor with all administrative supplies and course materials necessary to conduct CBI training and development assistance.

9.6.9 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.7 TASK F - Development And Maintenance Of Air Traffic Training And Related Materials

The Contractor shall furnish personnel necessary to assist and augment a cadre of FAA personnel in the development and maintenance of air traffic training and other related materials.  This may include, but is not limited to, conventional (written text), interactive video delivery instructional media, oral presentations, and DYSIM/ETG scenarios.  Revision and development work will be assigned by the FTLO.  Contract ATC instructors, not involved in other training due to varying class schedules, may be assigned duties under this requirement.   

9.7.1 Personnel Qualifications, Instructors - Air Traffic Control (ATC)

Personnel qualifications as defined in SOW paragraphs 8.2.1 and 8.2.1.1.


9.7.2 Deliverable Product

The successful revision of air traffic training courses through ongoing development and maintenance of classroom instruction, simulations, and other related materials, as documented by managerial reports in SOW Section 6.0, together with any pertinent items listed in the CDRL, shall constitute the deliverable products under this requirement.

9.7.3 Schedule

The schedule for completion of this requirement will be as delineated by NTR’s issued by the FTLO and agreed to by the Contractor, provided any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.

9.7.4 Objective

The Contractor shall be required to develop, revise, and/or maintain conventional training materials, interactive video delivery format training materials, DYSIM/ETG scenarios, and other training materials for the National Air Traffic Training Program. Some of the materials may require validation by the Contractor, and all course materials are subject to approval by the FTLO prior to implementation. All technical course materials shall be reviewed for technical accuracy and instructional compatibility by the FTLO, or authorized designee, prior to implementation.

These training materials include, but are not limited to:

    a.  DYSIM/ETG scenarios

    b.  Briefing packages on subjects assigned by the FTLO

    c.  Lesson Plans

    d.  Visual Aids

    e.  Handouts/Workbooks

    f.  Proficiency Tests

    g.  Facility Rating Tests

    h.  Training related memos, orders, and notices

9.7.5 Instructor Performance

Instructor performance shall be evaluated as per SOW Section 4.9.
9.7.6 Revision/Development Method

The contract revision and development staff shall develop/revise/maintain training materials using the methodology and procedures contained in FAA-STD-028, FAA Order 3000.6, appropriate IPGs and FAA Order 3120.4.  Exceptions to the requirements of these documents will be at the discretion of the FTLO.  

9.7.7 Training Materials Contents And Outcomes

Contents and outcomes of developed/revised/maintained/updated training materials are specified in the applicable course control documentation, i.e., training development plan (TDP), course design guide (CDG), and/or course report, or as directed by the FTLO.  The appropriate course control documentation shall be supplied by the FAA. (FAA Order 3000.6 applies).

9.7.8 Course Materials

The FAA shall maintain and provide the Contractor with administrative supplies and reference materials for use in performance of this requirement.  

9.7.9 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.

9.8 TASK G - Contract Management And Administrative Support

9.8.1 Provide Off-Site Contract Management 

The Contractor shall provide a full-time Contract Director at a location within a thirty (30) mile radius of FAA Headquarters.  The Contract Director shall be responsible for all Contractor work performed and shall have full authority to act on behalf of the Contractor at each affected facility. The Contractor shall also provide an administrative assistant, located with the Contract Director, to assist in the daily operations and management of this contract.  The Contractor shall notify the CO 60 calendar days in advance of any proposed personnel change involving the Contract Director in accordance with the Key Personnel Clause in Section H.  This advance notification is not required if the personnel change is the result of a Government request for removal due to unacceptable performance or resignation, although all other provisions of Section H will apply.  The Contract Director and administrative assistant will not be provided Government furnished office space, office equipment, or office supplies.  The Contract Director's FAA counterpart and point of contact with FAA Washington headquarters is the authorized TO.  Appointment of the Contract Director will not be made until the authorized TO has had an opportunity to review the qualifications of potential applicants and provide comments to the Contractor.

9.8.1.1 Personnel Qualifications, Contract Director 

The Contract Director shall have a minimum of 10 years experience in FAA air traffic control.  At least five (5) years of that experience shall have been at a second level supervisory/managerial position.  In addition, the Contractor shall consider a candidate's experience in federal contract management or other related fields.  This includes, but is not limited to, the candidate's educational training and experience in business management.

The Contract Director shall meet the following employment criteria:

Experience - No fewer than five years experience in the management of a small to medium sized organization (25 - 100 employees).  Preference may be given to candidates who have specialized experience according to the following priority:

          a. Management of a non-technical training organization.

          b. Management of a technical training organization.

          c. Management of other than a training organization.

Education - At least a Master's Degree in business administration, management, public administration, or a concentration allied with management of a small to medium sized organization (25 - 100 employees) from an accredited institution, or equivalent professional experience.

Special Qualifications - A demonstrated ability to deal with members of management, sub-contractors, and various vendors is considered essential.  The FAA also considers it essential that the Contractor's off-site Contract Director have full authority to manage the day-to-day Contractor operations and the authority to represent the Contractor in dealings with the CO or authorized TO.

9.8.1.2 Personnel Qualifications, Administrative Assistant

Special Qualifications: Personnel shall have the following skills and experience:


a
.  Minimum of three years operating Windows and associated Microsoft Office applications, including, but not limited to:  MS Word, Excel, PowerPoint, Access, etc.


b.  Capability to enter and extract information from designated Government database programs as required by the FTLO or authorized TO.  


c.  Ability to format and produce high-quality and error free documents in response to program requirements.


d.  Strong interpersonal skills and the ability to work independently.

9.8.2 Provide Onsite Contract Oversight And Support Staff 

Unless otherwise directed by the CO, the Contractor shall maintain a full time office at each site ARTCC and TRACON (hub facility where applicable).  This office shall be used to perform managerial, supervisory, and administrative functions including, but not limited to:  work assignments, payroll records, leave records, scheduling, recruitment, budgeting, and preparation of contractually required reports.

The Contractor shall furnish all supervisory and administrative personnel required to effectively perform the work described in this SOW, as well as those supervisory and administrative personnel necessary to oversee and manage the performance efforts to ensure timely and professionally delivered results.  The Contractor should also be prepared to account separately for personnel hours and funds expended for ongoing administrative time spent supervising Contractor employees, compiling reports and forms, and performing other administrative work directly related to this contract, from time spent actually performing the requirements called for in the SOW.  

9.8.2.1 Contractor Site Supervisors (CSS)

The Contractor shall designate a full-time qualified, working CSS for each identified facility to ensure contract compliance.  Each CSS shall have full authority to act on behalf of the Contract Director.  The CSS shall be a working supervisor, dedicating no more than fifty percent (50%) of billable hours to instructional tasks within the scope of the this SOW.  The CSS shall dedicate no less than fifty percent (50%) of billable hours for the daily supervision of contract work including, but not limited to:  scheduling instruction, report preparation, payroll records, leave records, etc.   CSS personnel will also be considered key personnel and fall under the provisions of the Key Personnel Clause in Section H.
CSS appointments shall not be made until the FAA facility/air traffic manager (ATM) has had an opportunity to review the qualifications of potential applicants and provide comments to the Contractor.

9.8.2.1.1 Personnel Qualifications, Contractor Site Supervisor (CSS)

As a working supervisor, CSS personnel shall meet all instructor qualifications as listed in SOW Section 8.2.1, and have a minimum of five (5) years CPC air traffic control experience in the type(s) of air traffic control facility which they will supervise.  

9.8.2.1.2 Training

All CSS’s shall successfully complete the Facility Training Administration Course (Course 50310) as soon as quotas become available.   CSS's assigned to ATC instructional requirements shall be required to complete successfully Facility Instructor Training (Course 10501).  In addition, CSS's involved in qualification phases of training shall complete the certification process for instructors outlined in SOW Section 1.1.  The requirements for courses 10501 and 50310 are automatically waived if the supervisor has previously completed the courses.  These courses will be furnished by the FAA at no tuition cost to the Contractor.    

9.8.3 Provide On-Site Administrative Support

The Contractor shall provide administrative personnel to support all work generated by Contractor personnel in the accomplishment of the requirements delineated in this SOW.  






9.8.3.1 Personnel Qualifications, Administrative Assistant

Special Qualifications: Personnel shall have the following skills and experience:



a.  Minimum of three years operating Windows and associated Microsoft Office applications, including, but not limited to:  MS Word, Excel, PowerPoint, Access, etc.


b.  Capability to enter and extract information from designated Government database programs as required by the FTLO or authorized TO.  


c.  Ability to format and produce high-quality and error free documents in response to program requirements.


d.  Strong interpersonal skills and the ability to work independently.

9.8.4 Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in previous SOW Sections, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.
9.8.5 Contractor Performance

Contractor personnel performance shall be evaluated as per SOW Section 4.9.
9.9 TASK H - Additional Services

Unless otherwise prohibited by this SOW, Contractor personnel may be required to perform additional services not delineated in other paragraphs of SOW Section 8.0, but that would be appropriate for individuals with the stated personnel qualifications and which are neither inherently governmental functions nor performed as personal services.  The need and appropriateness of additional services will be determined by the FTLO, and assigned to Contractor personnel by the CSS.  The FAA will attempt to provide five (5) working days advance notice of the need to provide additional services to facilitate Contractor employee scheduling.

9.9.1 Deliverable Product

The successful completion of the additional services delineated in SOW paragraph 8.9, in accordance with prescribed FAA policy/procedures and as documented by managerial reports in SOW Section 6.0, shall constitute the deliverable products under this requirement.

9.9.2 Schedule

The schedule for completion of this requirement will be as delineated by NTR’s issued by the FTLO and agreed to by the Contractor, provided any such agreement is fully in accordance with Section F - Deliveries or Performance - of this contract.
9.9.3 Contractor Performance

Contractor personnel performance shall be evaluated as per SOW Section 4.9.

APPENDIX 1

AFFECTED AIR TRAFFIC FACILITIES (ENROUTE)
Albuquerque ARTCC (ZAB)
Kansas City ARTCC (ZKC)

8000 Louisiana Blvd., N.E.
201 S. Clairborne

Albuquerque, NM   87109
Olathe, KS   66062


Anchorage ARTCC (ZAN)
Los Angeles ARTCC (ZLA) 

5400 Davis Highway
2555 East Avenue "P" 

Anchorage, AK   99506
Palmdale, CA   93550 

Atlanta ARTCC (ZTL)
Memphis ARTCC (ZME) 

299 Woolsey Road
3229 Democrat Road 

Hampton, GA   30228
Memphis, TN   38118  

Boston ARTCC (ZBW)
Miami ARTCC (ZMA)

35 Northeastern Blvd.
7500 N.W. 58th Street  

Nashua, NH  03060
Miami, FL   33166  

Chicago ARTCC (ZAU)
Minneapolis ARTCC (ZMP) 

619 Indian Trail Road
512 Division Street

Aurora, IL   60506
Farmington, MN   55024

Cleveland ARTCC (ZOB)
New York ARTCC (ZNY)

326 East Lorain Street
MacArthur Airport 

Oberlin, OH   44074
Ronkonkoma, NY   11779


Denver ARTCC (ZDV)
Oakland ARTCC (ZOA)

2211 17th Avenue
5125 Central Avenue 

Longmont, CO   80501
Fremont, CA   94536 

Fort Worth ARTCC (ZFW)
Salt Lake City ARTCC (ZLC) 

13800 FAA Road
2150 West 700 North


Fort Worth, TX   76155
Salt Lake City, UT   84116 

*Honolulu CERAP (ZHN)
Seattle ARTCC (ZSE) 

 Diamond Head Crater
3101 Auburn Way South 

 14204 Diamond Head Road
Auburn, WA   98002 

 Honolulu, HI  96816


Washington ARTCC (ZDC) 

Houston ARTCC (ZHU)
825 East Market Street 

Intercontinental Airport
Leesburg, VA   22075 

16600 J.F. Kennedy Blvd.


Houston, TX  77032



APPENDIX 1 

(continued)

Indianapolis ARTCC (ZID)

2000 Bauman Road

Indianapolis, IN  46241

Jacksonville ARTCC (ZJX)

811 E. Second Street

Hilliard, FL  32046

*San Juan CERAP

COT/FAA

San Juan, Puerto Rico CERAP

GPO Section  00936
*Center/Radar Approach Control (CERAP).
APPENDIX 2

AFFECTED AIR TRAFFIC FACILITIES (TERMINAL)
Burbank TRACON (B90)

Burbank/Pasadena Airport

4201 Empire Avenue

Burbank, CA   91505

Chicago O'Hare TRACON (ORD/C90)

Chicago O'Hare International Airport

Chicago, IL  60666 

Southern California TRACON (SCT)

9175 Kearney Villa Rd.

San Diego, CA.  92145

New York TRACON (N90)

1515 Stewart Avenue

Westbury, NY   11590
Bay TRACON

1029 Grumman Street

Oakland, CA  94621
Dallas/FortWorth TRACON


APPENDIX 3


HOURLY WORKLOAD PROJECTIONS BY TASK BY SITE 
Hourly Workload Projections are not available at this time.



APPENDIX 4
NOTICE OF TRAINING REQUIREMENT (NTR)
   FY 2001     
   NTR:  YYYY-###-####  
In accordance with Air Traffic Instructional Services (ATIS) Contract DTFA01-01-#-#####, the following tasking is required:
TASK(S):

A
B
C
D
E
F
G
H
TOTAL

Hours:
1st QTR











2nd QTR











3rd QTR











4th QTR










Start Date:_________________
End Date:_________________ 
# Students:___________

Submitted:_______________________________________________

FTLO/Alternate

___________________

Date

Accepted:_______________________________________________

CSS

___________________

Date

Approved*:_______________________________________________

TO
___________________

Date

*TO Signature only required if the task assignment is for more than 100 hours, or if payment of other direct costs (ODC) is required.

DESCRIPTION OF TASK AND/OR OTHER INSTRUCTIONS:


(ODC) OTHER DIRECT COSTS: ___________________________

If unforeseen circumstances require the start date to change, the Contractor will receive prompt written notification of the revised start date.  This NTR does not authorize the Contractor to exceed available funds/resources allocated or to conduct any type of work outside the scope of contract DTFA01-01-#-#####.  Any Contractor concerns regarding these issues must be forwarded to the FTLO in writing, within three (3) days of receipt of this NTR.  If the issue cannot be resolved, the CO or TO must be notified through appropriate channels.  In that case, the work detailed within this NTR shall not begin until all issues are resolved.
NTR:. March 2000







