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SECTION C-1

GENERAL

1.0
GENERAL
1.1
INTRODUCTION.  The Naval Support Activity, Mid South serves as home base for various military commands.  The Family Service Center provides services to tenant commands and retirees throughout a tri-state region.  The Child Development Center provides support to this command and tenant commands within the Memphis area.

1.2
SCOPE OF WORK.  The scope of work in the Family Service Center involves providing assistance, information, referral, and counseling services to active duty military, retired military personnel and their families.  The scope of work in the Child Development Center involves reviewing, updating, and conducting developmental programs for children from infants, pre-toddlers, toddlers, pre-school, and pre-kindergarten.  These services shall be provided for all eligible patrons.

1.3
PERSONNEL QUALIFICATIONS.  The service provider shall furnish adequate numbers of qualified personnel to assure satisfactory performance of the services required by this PWS.  The minimum acceptable personnel qualifications are contained in Technical Attachment J-C 1.3. (Family Service Center) and J-C 5.2.1 (Child Development Center).

1.4
MANAGER.
1.4.1
The service provider shall provide a Manager who shall be responsible for the satisfactory performance of all services required by this PWS.  This person and sufficient alternates, who can act and make binding decisions for the service provider in the absence of the Manager, shall be designated, in writing to the Contracting Officer.

1.4.2
The Manager or alternate shall meet, as necessary, with government personnel designated by the Contracting Officer to discuss immediate problem areas.

1.4.3
The Manager or alternate shall be on-site during regular duty hours.  Within 15 calendar days after award date, the service provider shall submit to the Contracting Officer's Representative (COR) information as to how the Manager or alternate may be contacted after regular hours.  It shall be understood that the information provided only specifies how the service provider's supervisors may be contacted, but in no way obligates them to be on standby.

1.5
SAFETY REQUIREMENTS.  The service provider shall maintain safety and health standards consistent with the requirements of OPNAVINST 5100.23, Navy Occupational Safety and Health (NAVOSH) Program and other requirements as set forth in this contract.

1.5.1
The service provider shall ensure that all service provider employees working in the toe hazardous, head hazardous, and eye hazardous areas wear toe, eye, and head safety equipment.

1.5.2
If the service provider fails or refuses to promptly comply with safety requirements, the COR may issue an order stopping all or part of the work until satisfactory corrective action has been taken.  No part of the time lost due to any such stop work order shall be made the subject of claim for extension of time or for excess costs or damage to the service provider.

1.5.3
Accident Reporting.  The service provider shall maintain an accurate record of and shall report to the COR or Duty Officer orally, within one hour, all accidents resulting in death, trauma, occupational disease, property and/or equipment damage caused by service provider's employees.  Within two working days of any accident, the service provider shall submit to the COR the Accidental Injury/Death Report (OPNAV 5102/1) and/or the Material (Property) damage report (OPNAV 5102/2).

1.5.4
Medical Care.  Medical care is not available in Government facilities to service provider employees who suffer on-the-job injury or illness.  Service provider employees who suffer on-the-job injury or illness will be treated at the nearest Non-Government medical facility.

1.6
SECURITY REQUIREMENTS.  Neither the service provider, nor any of its employees will disclose or cause to be disseminated any information concerning the operations of the activity which could result in, or increase the likelihood of the possibility of a breach of the activity's security or interrupt the continuity of its operations.

1.6.1
Disclosure of information relating to the services hereunder to any person not entitled to receive it, or failure to safeguard any classified information that may come to the service provider or any person under his control in connection with the work under this contract, may subject the service provider, his agents or employees to criminal liability under Title 18, Sections 793 and 798 of the United States Code.

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

1.6.2
Station Regulations.  The service provider and his employees shall be acquainted with and obey all Government regulations as posted, promulgated, or as provided by the COR.

1.6.3
Intentionally Left Blank

1.6.4
Badges.  All service provider employees shall obtain the required employee badges and vehicle passes.  The service provider shall, prior to the start of the contract, submit to the COR an estimate of the number of personnel expected to be utilized at any one time on the contract.  The Government will issue badges without charge.  Each employee shall wear the badge on the outer clothing, above the waist.  The employee's badge and pass shall be returned to the NSA Mid South Security Office within three business days of cessation of employment.

1.6.5
Drivers license.  All service provider employees required by this PWS to operate a motor vehicle shall hold a current commercial operators or chauffeur drivers license and any other licenses that may be required to operate government/service provider vehicles or other vehicles on or off the facility.

1.6.6
All service provider personnel cleared and properly identified, will be allowed access to the service provider designated areas solely for the purpose of performing against this contract and only during the designated working hours or as approved by the COR.  Service provider shall ensure that all persons have vacated the service provider work area at the end of the workday (unless otherwise approved by the COR).

1.7
SERVICE PROVIDER STANDARD OPERATING PROCEDURE.

1.7.1
The service provider shall develop and update instructions and standard operating procedures (RESOP 1750.1 series and NAVSUPPACTINST 1750.1 series) as necessary in order to ensure cost effective management, safe facilities, healthy environments, and appropriate programs, Standard Operating Procedures (SOP) within 30 days of contract award and make changes to these procedures to comply with any changes to government regulations.  The standard operating procedures shall specifically delineate the service provider's plan of action in providing the services required by this contract and the most recent revision Accreditation Standards in Technical Attachment J-C 1.7.1.  The COR will approve or disapprove the SOP within five workdays of its submission.  The SOP shall address each Accreditation Standard.  This process shall continue until an adequate SOP is submitted and approved.  SOP shall be updated upon each revision of Accreditation Standards and/or no less than annually.

1.7.2
The service provider's SOP shall include a Strike Contingency Plan.  The plan shall delineate alternate measures that will be used to ensure the continuation of services required under this contract in the event of strike or walkout by service provider personnel see 1.7.1.

1.8
SERVICE PROVIDER QUALITY CONTROL PROGRAM (QCP).
1.8.1
The service provider shall establish and maintain a complete Quality Control program as stated in the service provider's Technical proposal which shall assure the requirements of the contract are provided as specified.  Within fifteen (15) calendar days after award, six copies of a comprehensive written Quality Control Program shall be submitted to the COR and as changes are made thereafter.  The COR will approve or disapprove the program within five (5) workdays of receipt.  If the initial submission is disapproved, the service provider shall submit a revised Quality Control Program within five (5) workdays after disapproval.

1.8.2
The Quality Control Program shall include the following:

1.8.2.1
An inspection system covering all the services listed on the Performance Requirements Summary.  It must specify the areas to be inspected on either a scheduled or unscheduled basis, how often inspections will be accomplished (inspections shall be no less than monthly), and the title of the individual(s) who will do the inspection.  A copy of the inspection report shall be forwarded to the COR monthly.

1.8.2.2
The methods for identifying deficiencies in the quality of services performed before the level of performance becomes unsatisfactory.

1.8.2.3
A file of all inspections conducted by the service provider, and any corrective action required and taken, shall be maintained by the Service provider through the term of this contract.  This file shall be the property of the Government and be made available to the COR during regular hours.  The file shall be turned over to the COR within thirty (30) calendar days after completion/termination of the contract.

1.9
QUALITY ASSURANCE.  A Quality Assurance Surveillance Program (QASP) will be used during the life of the contract to ensure that the services required by this PWS are in fact being performed by the service provider in an acceptable manner.  The Quality Assurance Surveillance Program will be conducted in accordance with the Quality Assurance Surveillance Plan administered by the COR after contract award.

1.10
PERFORMANCE EVALUATION MEETINGS.  The Manager shall meet with the Contracting Officer's Representative (COR) weekly during the first three (3) months of the contract.  Meetings will be as often as necessary thereafter, as determined by the Contracting Officer.  However, a meeting will be held whenever a Contract Discrepancy Report (CDR) is issued.  The written minutes of these meetings shall be signed by the service provider, service provider's manager, Contracting Officer, and COR.  Should the service provider not concur with the minutes, his company representative shall state in writing (within three (3) working day(s)) to the Contracting Officer any area wherein he does not concur.

1.11
GOVERNMENT OBSERVATION.
1.11.1
Government safety officials, environmental engineers, fire inspectors, security officers, and other agencies will be allowed to conduct surveys, studies and inspections of operations and facilities.  Other Government personnel, such as management and Inspector General of higher headquarters staff are authorized to observe service provider operations.  However, these personnel will not interfere with service provider performance and will refer all comments concerning the service provider's operation to the COR.  The Manager is authorized to request from the COR a summary of the findings of any such survey, study, inspection or observation.

1.12
SERVICE PROVIDER EMPLOYEES.
1.12.1
The service provider's employees shall be fully trained, licensed or certified and have a background check prior to providing FSC/CDC services or operating Government equipment.

1.12.2
The service provider's employees shall conduct themselves in a proper and efficient manner at all times.

1.12.3
The service provider expressly agrees to remove from the site any individual whose continued employment is deemed by the COR to be contrary to the public interest or inconsistent with the best interests of National Security.

1.12.4
The Government will not exercise any supervision or control over the service provider employees performing services under this PWS; such employees shall be accountable not to the Government but solely to the service provider who, in turn, is responsible to the Government.

1.12.5
Damage or Loss of Service Provider's Supplies and Service Provider's Employees Property.  The service provider is responsible for the safety of his supplies, materials and equipment and the personal property of his employees from loss, damage, or theft.

1.13
APPLICABLE REGULATIONS AND MANUALS.  Documents (regulations, manuals, supplements, etc.,) applicable to this PWS are listed in Section C-6.  The service provider is obligated to follow the procedures in the documents to the extent the procedures are applicable to the work described in this PWS.  All documents listed shall be provided by the Government at the start of the contract.  Supplements or amendments to documents may be issued during the life of the contract and will be supplied to the service provider by the Government.  Supplements and amendments to documents shall be considered to be in full force and effect immediately upon receipt by the service provider.  It is the service provider's responsibility to ensure that all mandatory documents are on file and up-to-date once received from the Government.  Upon termination of the contract, the service provider shall return to the Government all documents issued.

1.14
HOURS OF OPERATION.  Except as may otherwise be specified (i.e., for FCC provider homes), all work shall be performed during regular working hours (refer to the specific functional requirements for hours of operation).  With the exception of monitoring FCC provider homes, the service provider must submit application to the Contracting Officer for approval 14 calendar days in advance if the service provider desires to carry on work on Saturday, Sunday, holidays, or outside regular working hours.  Some FSC program management, training and counseling sessions will be required to be conducted after normal working hours due to the work requirements of the recipient of the program management, training and/or counseling.  Additionally graduations and open houses at the Child Development Center are conducted after normal working hours.

1.15
OVERTIME/COMPENSATORY TIME.  Refer to Technical Attachment J-C 1.15 for historical levels of Overtime/Compensatory time.  

1.16
FEDERAL HOLIDAYS.  The service provider will not be required to perform services on the recognized Federal Holidays:



New Year's Day


1st January



Dr. Martin Luther King's Birthday
3rd Monday in January



Washington's Birthday

            3rd Monday in February



Memorial Day



4th Monday in May



Independence Day


4th July



Labor Day



1st Monday in September



Columbus Day


            2nd Monday in October



Veterans Day



11th November



Thanksgiving Day


4th Thursday in November



Christmas Day



25th December

1.16.1
If the Federal Holiday falls on a Saturday, the preceeding Friday shall be the recognized day of no work.  Should the holiday fall on a Sunday, the recognized day will be the following Monday.

1.16.2
For contract requirements having a due date which falls on a Friday the observed holiday the due date shall be the preceding Thursday.

1.17
CONSERVATION OF UTILITIES.  The service provider shall instruct employees in utilities conservation practices.  The service provider shall operate under conditions, which preclude the waste of utilities.

1.17.1
Lights shall be used only in areas where and when work is being performed.

1.17.2
Mechanical equipment controls for heating, ventilation and air conditioning systems shall not be adjusted by the service provider.

1.17.3
Water faucets or valve shall be turned off after required use.

1.17.4
Government telephones shall not be used for personal reasons.

1.18
PREPERFORMANCE CONFERENCE.  Prior to commencing work, the service provider shall meet in conference with the Contracting Officer and other designated government representatives, at a time to be specified by the Government, to discuss and develop mutual understandings relative to scheduling, administration of work, quality assurance and quality control. 

1.19
SERVICE PROVIDER PHASE-IN.  In order to ensure the smooth transition to service provider performance and to prevent possible decreases in productivity, the service provider shall be authorized to have personnel on board, at no additional cost to the contract, during the 30-day period prior to contract start date.  Service provider personnel shall not interfere with the normal conduct of Government business.  During this period the service provider may become familiar with contract requirements in order to commence full performance on contract start date.

1.20
CONTINUITY OF SERVICES.  Upon expiration of this contract, the service provider shall give this best effort and cooperation to the successor.  The service provider shall upon written notification by the Contracting Officer, provide phase-in, phase-out (PIPO) services for up to thirty days after this contract expires.  An equitable adjustment to the contract price shall be negotiated between the Government and service provider for the additional work.

SECTION C-2

DEFINITIONS

2
GENERAL.  As used throughout this contract the following have the meaning set forth below.

2.1
DEFINITIONS.
ABUSE.  Direct physical injury, trauma, or emotional harm intentionally inflicted on a child or spouse.  The Family Advocacy Program is the Navy program established to address problems of abuse.

ACCIDENT.  An unexpected or undesirable event, especially one causing injury or damage.

ACCIDENTAL INJURY.  Physical bodily injury resulting from an external force, blow or fall, or the ingestion of a foreign body or harmful substance, requiring immediate medical treatment.  Accidental injury also includes animal and insect bites and sunstroke. 

ACTIVE DUTY MILITARY MEMBER.  An individual on full-time duty in the Uniformed Service of the United States.  This includes full-time training duty, annual training duty and attendance, while in the active military service, at a school designated as a service school by law or by the Secretary of the Military Department concerned.  It does not include full-time National Guard Duty.

ADMINISTRATIVE SUPPORT STAFF.  Secretaries, clerks, receptionists and other clerical personnel. 

ADVERSE PRIVILEGING ACTION.  The denial, suspension, limitation, or revocation of clinical privileges based upon privileged practitioner misconduct, professional impairment, or lack of professional competence.  The termination of professional staff appointment based upon conduct incompatible with continued professional staff membership is also an adverse privileging action.  Providers who have been diagnosed as alcohol dependent (alcoholic) or drug dependent or as having an organic brain or psychotic mental disorder are considered impaired providers.

ALCOHOL OR DRUG ABUSE.  The use of alcohol or other drugs to an extent that it has an adverse effect on performance, conduct, specialty, mission effectiveness, or the user's health, behavior, family, or community.  The wrongful or illegal possession or use of drugs in any amount also constitutes drug abuse.

AMERICA'S JOB BANK.  This job bank, sponsored by the Department of Labor, lists thousands of jobs across the nation that are not readily filled.  In addition, it provides advance access to local job listings.  While in the Service, military members and their spouses may access AJB at the Transition Office.  After separation, AJB may be accessed at the nearest state employment office or on the Internet.

APPROPRIATED FUNDS.  Funds appropriated by public law. 

BEFORE AND AFTER SCHOOL CARE HOME.  An FCC home in which care for as many as eight children over 5 years old (including the providers children) are provided childcare services before school hours in the morning and after school in the afternoon.

BLENDED FAMILY.  A family formed when separate families are united by marriage or other circumstance, whose members reside together and assume traditional family roles. 

BRIEFING.  A lecture or presentation which does not generally exceed one hour.  Briefing topics are researched and reflect current information in the field.

BUREAU OF NAVAL PERSONNEL (BUPERS).  The agency responsible for directing/managing the qualitative and quantitative manpower requirements of the Navy (i.e., personal and family support programs.

BUILDING.  A permanent structure, with a roof, that is used for a variety of purposes, such as living quarters, offices or manufacturing.  Buildings are real property.

CAPITALIZATION.  Term used to describe any change to value/volume of real property assets. 

CAREGIVER.  A person who is directly involved with the center-based care and supervision of children and who is counted in the required staff-child ratios.

CDC DIRECTOR/CDP ADMINISTRATOR.  The person most responsible for the on-site, ongoing, daily supervision of a CDC program and staff.

CHAMPUS.  The Civilian Health and Medical Program of the Uniformed Services.  It is a comprehensive, low cost, cost share medical insurance program.

CHILD.  Includes natural children, adopted children, stepchildren, and foster children who live with a military service member or civilian employee in a parent-child relationship.  Children requiring child care services program support under this contract are defined as those who range in age from 6 weeks to 5 years of age.

CHILD ABUSE AND/OR NEGLECT.  This phrase includes physical injury, sexual maltreatment, emotional maltreatment, deprivation of necessities, or other maltreatment of a child, under circumstances that indicate that the child's welfare is harmed or threatened.  The term encompasses both acts and omissions on the part of a responsible person.  A "child" is defined as a person under 18 years of age that is not married or emancipated.  The offender can be any person, civilian or military, related or not related to the victim.  The term also includes victims of any age who are incapable of self-support because of a mental or physical incapacity for which treatment in a medical treatment facility is authorized.

CHILD CARE.  The responsible provision by someone other than the parent or guardian of a child's supervision, development, safety, and protection for any part of a twenty-four-hour day.

CHILD CARE LOCATION.  A Child Development Center or Family Child Care home at which services are provided under this contract.

CHILD DEVELOPMENT CENTER (CDC).  A place maintained by the Navy or Marine Corps on a military reservation for the purpose of providing child care.

CHILD DEVELOPMENT PROGRAM (CDP).  The overall program encompassed by this contract which includes care provided at CDCs and at FCCs both on and off a military base.

CHILD NEGLECT.  Neglect (or deprivation of necessities) includes failure to provide the following when able to do so:  nourishment, clothing, shelter, health care, education, and supervision.

CHILD PHYSICAL ABUSE.  The intentional, non-accidental physical injury to a child by a parent, guardian, or other person responsible for the child's care or welfare.

CHILD SEXUAL ABUSE.  The employment, use, persuasion, inducement, enticement, or coercion of any child to engage in, or having a child assist any other person to engage in, any sexually explicit conduct (or any simulation of such conduct) or the rape, molestation, prostitution, or other such form of sexual exploitation of children, or incest with children.

CLINICAL INTERN.  A non-licensed individual who is attending a masters or doctoral level program at an accredited university.  Clinical interns provide counseling services under the supervision of a licensed, credentialed and privileged health practitioner, meet the requirements identified and portray themselves as interns, not licensed counselors.

CNO.  Chief of Naval Operations.

COMMAND.  A military unit under the control of one commanding officer with a defined chain of command and mission.

COMMAND FINANCIAL SPECIALIST.  An individual assigned to and designated by a command to be the command's principal advisor on policies and matters related to Personal Financial Management (PFM).  He/she will coordinate the program and assist in providing financial information; training and counseling to assign command members.

COMMAND REFERRALS.  When any personnel in a position of authority from a given command refers a person to seek assistance for an individual or relationship problem(s) this is a command referral.  This may be indicated by the person in authority making a telephone call, on site visit, or by a referred service member making a reference to the fact that, his or her command recommended they seek help.

COMMANDING OFFICER.  The individual Naval Officer who has responsibility for the operation of the military facility/activity/command at which contract services is being performed. 

COMMUNITY DEVELOPMENT.  The assessment of military installation family support needs and identification of available required resources to meet those needs.  Allocation, coordination and programming for resources are based on installation priorities established by the commander/commanding officer with input from families, tenant activities and family support program managers.  Unresourced requirements are forwarded up the chain of command.

CONTRACTING OFFICER.  The Government employee with the authority to enter into, administers, modify, and/or terminate contracts and make related determinations and findings.  The term includes certain authorized representatives of the Contracting Officer acting within the limits of their authority as delegated by the Contracting Officer.

CONTRACTING OFFICER'S REPRESENTATIVE (COR).  The Government employee responsible for assuring service provider performance through audit, documentation, and liaison with the Contracting Officer.  The COR is appointed in writing by the Contracting Officer.  The COR has no authority to modify the contract, resolve disputes, or obligate funds.

CONTROLLED FORMS.  A form, every one which is accountable, that must be controlled typically due to its involvement with security or monetary concerns.

CONUS/OCONUS.  Continental United States and Outside Continental United States.

CORE HOURS.  For the Child Development Center, the hours between 0800 and 1600.

COUNSELING.  Intake and support activities for individuals, families and groups provided by a licensed clinician.

CRISIS INTERVENTION.  Involves the immediate assessment of client needs (including risk to self and others; planning and implementing an intervention plan, which incorporates safety; coordination or appropriate civilian/military resources; and follow-up and evaluation of the delivery of services).

DATA COLLECTION COORDINATOR (DCC).  A military member designated by his/her commanding officer to collect sexual assault incident information involving their command personnel.

DEFECTIVE SERVICE.  A service output that is not performed or does not meet the standard of performance required by the contract.

DEFENSE OUT PLACEMENT REFERRAL SYSTEM (DORS).  DORS is a worldwide employment referral system developed by the Department of Defense (DoD).  DORS provides employment assistance to various populations:  (1) pre-retiring members and their spouses; (2) retired members and their spouses; (3) reservists on active duty; (4) separating military and their spouses; and (5) DoD Civil Service employees and their spouses when at realigned or closing bases.

DEVELOPMENTAL PROGRAM.  A planned program of developmentally appropriate activities that promotes the social, emotional, physical, and cognitive development of children and enhances school readiness.  Activities include child-initiated as well as adult-directed activities. 

DOCUMENT (VERB).  To completely, accurately, and legibly record information, including on prescribed forms or via a computer terminal, as appropriate.

DoD.  Department of Defense.

EMPLOYEE.  See Service Provider Employee.

ENROLLMENT.  Enrollment includes placement by the service provider and acceptance by the sponsor of child care at a particular location; verification of registration information; and completion of a NAVPERS Form 1754/5 Child Development Program Registration Card which includes sponsor emergency phone numbers and child immunization and allergy information, etc.

EQUIPMENT.  A moveable object, such as a typewriter, which is used to perform the required services.  It also includes the furnishings found in the Government-provided CDCs and the toys and materials used in implementation of the developmental curriculum.

EXCEPTIONAL FAMILY MEMBER (EFM).  An authorized family member (spouse, child, stepchild, adopted child, foster child, or dependent parent) residing with the sponsor, who possesses a physical, intellectual or emotional disability/handicap or condition, and who requires special medical or educational services.

EXCEPTIONAL FAMILY MEMBER PROGRAM.  Program to provide support and assistance to a sponsor's family member who possesses a physical, intellectual, or emotional disability or condition and who requires long-term special medical or educational services.

EXTERNAL FACILITATORS.  Persons not connected with the DON who is invited to teach NFSC classes/programs based upon their area of expertise.  These individuals provide the services at no cost to the government and do not solicit business on their behalf.  The DON does not endorse their products or services.

FAMILY ADVOCACY CASE refers to all incidents involving one particular victim of abuse or neglect.  Each victim in a family is a separate case.  Individual cases of members of the same family are linked in some manner for cross-referencing purposes.  (Case is defined by victim and not by offender for DON reporting purposes.)

FAMILY ADVOCACY COMMITTEE.  A committee established by the installation commander or the regional commander on behalf of the installations.  This is a multi-disciplinary committee whose purpose is to assist in the policy making, coordination, recommendation, and oversight of the area and installation-wide Family Advocacy Program (FAP).  Generally includes representatives from victim/witness services, family support programs, medical, law enforcement, legal, chaplains, youth and child services, shelters, installation and tenant commands.

FAMILY ADVOCACY REPRESENTATIVE (FAR).  A counselor designated at the Navy Family Service Center to implement and manage the components of the Family Advocacy Program which address case management and to coordinate treatment and reporting for all Navy FAP cases in the Memphis/Millington area.

FAMILY ASSISTANCE CASE refers to all incidents of an individual service or family member seeking help for individual or relationship problem(s), excluding family violence.  Each person in a family is a separate case.  Individual cases of members of the same family are linked in some manner for cross-referencing purposes.

FAMILY CHILD CARE (FCC).   Child care provided in the home of a military or DOD civilian family member by a FCC-certified provider.  

FAMILY CHILD CARE DIRECTOR (FCC DIRECTOR).  The person most responsible for the ongoing daily supervision of the Family Child Care Program.

FAMILY CHILD CARE (FCC) PROVIDER.  A military or DOD civilian family member who, as an independent licensee, provides child care in his or her home for 10 hours or more per week on a regular basis with the approval and certification of NAVSUPPACT Mid South, and who has the responsibility for planning and carrying out a program that meets the children's needs at the various stages of development.

FAMILY MEMBER (PREVIOUSLY REFERRED TO AS DEPENDENT).  Includes those individuals for whom the member provides medical, financial, and logistical (for example, housing, food, clothing, transportation) support.  This includes, but is not limited to, the spouse, children under the age of 19, elderly adults, persons with disabilities, and others who are unable to care for themselves in the absence of the member.

FAMILY SUPPORT SYSTEM.  The network of agencies, programs, services, and individuals that supports military readiness by preventing or ameliorating family stressors, promoting healthy community environments, and freeing Department of Defense personnel from family worries so they are able to focus on unit missions.  The NFSC is one part of this system.

FINANCIAL CASE refers to counseling and referral assistance, provided by specially trained counselors, to any service and/or family member requesting financial information, training and/or counseling.  Goal of the program is to reduce incidents of financial stress, indebtedness, or legal processes such as bankruptcy, which impair a service member's ability to perform his duties effectively.  Program includes individual or couple financial assessment sessions, budgeting guidelines, effective use of ATMs or credit cards, dealing with indebtedness, and using community resources for further assistance.

FIXTURE.  A moveable object, such as a machine, which by reason of being attached to real property (e.g., a building), is considered to be part of that real property.

FSA.   Field Support Activity

FULL-DAY CHILD CARE.  Child care which is provided at a child care location for 5 hours or more per day for at least 4 days per week on a regular basis.

FULL PERFORMANCE CARE GIVER.  Full-time employees designated as primary caregivers.

FULL TIME.  A normally scheduled 2080 to 2088 hour work year of effort based upon a 40-hour work week for 52 weeks per year less an amount of time off for vacation, sick leave, holidays, and training which is appropriate to the particular labor category. 

FUNCTIONAL AREA CHIEF (FAC).  The commander or functional director of the organization having responsibility for the actual performance by the service provider of a given service

FURNITURE.  A moveable object, such as a desk, which is used to equip a room or space to make that room or space usable for its intended purpose.  This will also include all child size objects, both indoor and outdoor intended for use by children.

GOVERNMENT FURNISHED EQUIPMENT.  Facilities, equipment, tools, supplies, or any other items furnished for the service provider's use by the Government.  

GROUP.  In the CDC, a group comprises the maximum number of children and providers per OPNAVINST 1700.9 series for the age of the children.  

HEALTH PRACTITIONER.  Health care personnel meeting the requirements to be granted clinical privileges to independently diagnose, initiate, alter, or terminate health care treatment regimens within the scope of his or her licensure in the state in which they are practicing the granted clinical privileges.  Independent Mental Health practitioner includes physicians, clinical psychologists, clinical social workers, and marriage and family therapists.

HOURLY CARE.  Care provided that meets the needs of sponsors requiring short-term child care services on an intermittent basis. 

IMMUNIZATION.  The process of rendering a subject immune, or of becoming immune, by inoculation with a specific antigen to promote antibody formation in the body.  Immunization is normally accomplished by injection through the medically appropriate route, i.e., intra-arterial, intradermal, subcutaneous, intravenous, or intramuscular.

INDIVIDUAL CREDENTIALS FILE (ICF).  Utilized for licensed health care practitioners who independently diagnose, initiate, alter, or terminate health care treatment regimens.  The file will contain documentation of professional qualifications, experience, and competence including clinical licensure.

INDIVIDUAL PROFESSIONAL FILE (IPF).  Utilized for clinical interns to document status of education and experience and other requirements identified in this specification.

INFANT.  A child 6 weeks through 11 months of age.

IN-SERVICE TRAINING.  Training of staff members who are in pay status provided on the job site or proximate to the job site by other staff members or by outside trainers.

LATE FEE.  A fee imposed by the childcare provider on a sponsor for the failure of the sponsor to pickup their child(ren) in a timely manner in accordance with the policy of the childcare provider.

LATE PAYMENT FEE.  A fee imposed by the childcare provider on a sponsor for the failure of the sponsor to pay for childcare services by the due date of the bill.

MAINTENANCE.  The upkeep of buildings, fixtures, furniture, and/or equipment that is required to keep these items fully functional and/or to produce an acceptable level of performance or quality of operation.

MAXIMUM GROUP.  See GROUP.

MILDLY ILL.  Children who are recuperating following hospitalization or childhood disease and cannot function within their usual child care setting.

MEMORANDUM OF UNDERSTANDING (MOU).  An agreement between two agencies or organizations.

NATIONAL ASSOCIATION FOR FAMILY CHILD CARE.  (NAFCC).  An organization that administers an early childhood program accreditation process designed to set the standards of excellence in family child care.

NATIONAL ASSOCIATION FOR THE EDUCATION OF YOUNG CHILDREN (NAEYC).  An organization that administers an early childhood program accreditation process designed to set the standards of excellence in early childhood education.

NEGLECT.  See child neglect.

NEWBORN.  A child from birth through 5 weeks of age.

NON-APPROPRIATED FUNDS.  Revenue generated or received by Non- Appropriated Instrumentality's from sources other than congressional appropriations.   

OFF BASE FAMILY CHILD CARE (FCC).  Care provided in civilian housing off base for up to six children (including children of the FCC provider under the age of eight) by one FCC certified military family member, OR care provided for up to twelve children (including children of the FCC provider under the age of eight) by one FCC certified military family member and an assistant FCC certified military family member (age 18 or older).  Off-base FCC homes with multi-age groups may not include more than two children under the age of 2 (including the provider's children) for each provider.  Off-base FCC homes with all children under the age of 2 (including the provider's children) may not provide services to more than three children per provider and only one child per provider may be under 2 months of age.  Off-base FCC homes providing only before-and-after-school care of school age children may provide care to up to eight children with one provider and twelve children with two providers.  Not included in the definition of off-base FCC are occasional baby-sitting, babysitting co-ops, care provided by an individual in the child's own home (e.g., nanny), or individuals caring only for relatives.  (See also "ON-BASE FAMILY CHILD CARE".)  At least 50% of children in off base family child care must be military or DOD.

OMBUDSMAN.  A volunteer selected and trained for the task of helping a command fulfill its responsibility for the welfare of its families.  The ombudsman provides a communication link between the command and families, disseminating emergency or urgent information as needed and providing routine information and problem-solving assistance to individual families on a daily basis.

OMBUDSMAN ASSEMBLY.  Is established by the sponsoring command and functions only under the supervision and guidance of the sponsor and serves as an information sharing group.  Functions may include serving as a resource for ombudsman training, as a liaison for policy discussion and clarification, and providing assistance to commands for recognition and appreciation of the area Ombudsmen.

ON BASE FAMILY CHILD CARE (FCC).  Care provided for up to six children (including children of the FCC provider under the age of eight) by a FCC certified military family member in Government owned or leased quarters on- or off-base.  On-base FCC homes with multi-age groups may not include more than two children under the age of 2 (including the provider's children).  On-base FCC homes with all children under the age of 2 (including the provider's children) may not provide services to more than three children and only one child may be under 2 months of age.  On-base FCC homes providing only before-and-after-school care of school age children may provide care to up to eight children.  Not included in the definition of on-base FCC are occasional baby-sitting, babysitting co-ops, care provided by an individual in the child's own home (e.g., nanny), or individuals caring only for relatives. 

OUTREACH.  The primary focus of outreach is to inform and deliver services to geographically or socially isolated families, families new to the military, geographically separated family members, and newly arrived Service members and families at an installation.  Outreach efforts and programs provide a systematic method of assessing the needs of the military community, organizing the delivery of services, and identifying and developing needed services.  Outreach involves identifying at-risk populations, establishing priorities for services through community needs assessments, and coordinating the delivery of a variety of family support services.

PARENT.  The biological father or mother of a child; a person who, by court order of competent jurisdiction, has been declared the father or mother of a child by adoption; the legal guardian of a child; or a person in whose household a child resides, provided that such person stands in loco parentis to the child and contributes at least one-half to the child's support.

PART-DAY CARE.  Child care which is provided at a child care location on a seasonal basis or on a regularly scheduled basis for fewer than 5 hours per day or for less than 4 days per week. 

PCS.  Permanent change of station

PERFORMANCE MEASURE.  The measurement that determines acceptable and unacceptable performance.

PERSONAL RELIABILITY PROGRAM (PRP).  A program intended to assure consistently safe performance of very sensitive duties by selected personnel.

PSD.  Personnel Support Detachment

PRIVILEGING ABEYANCE.  The temporary removal of a privileged practitioner from clinical duties while an inquiry into allegations of practitioner misconduct or professional impairment is conducted.  Abeyance shall not exceed 30 days.  A privilege abeyance is nonpunitive and is not an adverse privileging action.

PRIVILEGING AUTHORITY.  This is the recognized authority who will authorize or deny contract health practitioners from providing professional counseling services at the NAVSUPPACT Mid South NFSC.

PUBLIC AFFAIRS OFFICE (PAO).  Military department of a command tasked with managing media relations internal to the Navy, and between the Navy and civilian community.

PURCHASE REQUEST.  DD1348, DD1149 or other government form used to procure material or equipment.

PRE SCHOOLER.  A child 36 months through five years of age.

PRE-TODDLER.  A child 12 months through 23 months of age.

QUALITY ASSURANCE.  Those actions taken by the Government to check goods or services to determine that they meet the requirements of the contract.

QUALITY ASSURANCE EVALUATOR (QAE). A Government employee responsible for the surveillance of a Contractor's performance.

QUALITY ASSURANCE SURVEILLANCE PLAN.  The plan which outlines those actions which may be taken by the Government to check the goods or services provided by a Contractor, to determine they meet the requirements of the contract. 

QUALITY CONTROL.  Those actions taken by the contractor to control the production of goods or services so that they will meet the requirements of the contract.

QUALITY CONTROL (QC) PLAN.  The plan which outlines those actions to be performed by the Service provider to control the provision of services to ensure they meet the requirements of the contract.

QUALITY INDICATOR.  A characteristic of an output that can be measured.

QUALITY OF LIFE MANAGEMENT INFORMATION SYSTEM (QOLMIS).  A mandated worldwide Family Service Center computerized database designed for reporting workload counts and funding data to the Bureau of Naval Personnel (PERS-66) and for local use.

RANDOM SAMPLING.  A sampling method in which each service output in a lot has an equal chance of being selected for inspection.

RATIO GROUP.  See GROUP.

REGISTRATION.  Upon request by a sponsor for childcare services, registration includes:  verification by the service provider of sponsor eligibility for contract services; completion by the sponsor of a DD form 2606 (Child Development Program Request for Care Record), a release of Government liability form, and a DD form 2652 (Application for DoD Child Development Center Fees); and addition by the service provider of the sponsor to the childcare services waiting list, including designation of preferences for care.  A single DD2652 shall be completed for each registering family.

RESIDENT GUEST.  An individual residing in an FCC home on a temporary basis, exceeding 30 days.

RESOURCE AND REFERRAL OFFICE (RRO).  A location that provides information about child care services on and off the installation to meet sponsors' child care needs and to maximize use of available sources of child care.

RESOURCE AND REFERRAL SERVICE (RRS).  The means through which sponsors receive or have access to information about available child care services.

SAMPLE.  A sample consists of one or more service outputs drawn from a lot.  The number of outputs in the sample is the sample size. 

SCHOOL-AGE CHILDREN.  Children aged 6 years through 12 or attending kindergarten through sixth grade. 

SECNAV.  Secretary of the Navy

SECURITY VIOLATION.  When unauthorized personnel gain access to classified material or areas.

SERVICE PROVIDER.  That entity or its representative responsible for the delivery of the services or materials specified in this contract, as designated by contract award.

SERVICE PROVIDER EMPLOYEE.  A person employed by or under contract to the Service provider to provide services under this contract.  The definition does not include FCC providers. 

SEXUAL ASSAULT.  The perpetration of nonconsensual coitus, or any non-coital act intended to provide the perpetrator with sexual gratification.  This also refers to same gender assaults.

SINGLE PARENT.  A member who has no spouse or who is separated or otherwise apart from his or her spouse, but has physical custody of children under 18 years of age or disabled dependents of any age for whom the member bears full medical, legal, logistical (for example, housing, food, clothing, transportation) and/or financial responsibility.

SPECIAL NEEDS FAMILIES.  Single parent families, blended families, bilingual families who face language barriers, bicultural families, families with members who are developmentally disabled, and dual-career families, among others.  This is an area where Navy Family Services Centers are expected to provide assistance.  Some Special Needs Families will be enrolled in the Exceptional Family Member Program.

SPONSOR (Child).  Individual whose status determines the eligibility of the child for care.  This may or may not be the natural father or mother.  Defined as being the individual who has legal and primary physical custody of the dependent child.

SPONSOR (Service member).  A fellow shipmate at a duty station, ship or other facility assigned to help a new crewmember with his/her transfer to the command; the first point of contact with a new command; and/or a primary link offering information and answering questions regarding a new assignment.

SPOUSE ABUSE.  This category includes assault, battery, threat to injure or kill, other acts of force or violence, or emotional maltreatment inflicted on a partner in a lawful marriage when one or both of the partners is a military member or is employed by the Department of Defense and is eligible for treatment.  A spouse under 18 years of age is treated in this category.

STANDARD INSTALLATION TOPIC EXCHANGE SYSTEM (SITES).  An automated information system in relocation providing data on over 300 military facilities worldwide.  SITES has a variety of areas dealing with relocation issues.

STANDARD SUBJECT IDENTIFICATION CODES (SSIC).  A filing process which segregates and files Navy and Marine Corps records by a single standard system of numbers and/or letter symbols used throughout the Department of Navy (DON) for categorizing and subject classifying Navy and Marine Corps information such as letters, messages, directives, forms and reports.

STANDARDS OF CONDUCT.  Prescribed minimal standards of conduct required of all Department of Navy personnel.  These standards provide guidance on government ethics, fundraising, post-government employment restrictions, political activities, and related matters (see SECNAV 5370.2J).

SUPPORT STAFF.  Person(s) responsible for providing services not directly related to direct child care services, such as, but not limited to, janitorial, food service, and administrative duties.

TEMPORARY ASSIGNED DUTY (TAD).  The assignment of an active duty member to a temporary work sight or position away from his permanent duty station.

TEMPORARY DUTY (TDY).  The assignment of a DoD civilian to a temporary work sight or position away from his permanent duty station.

TRANSITION BULLETIN BOARD (TBB).  An electronic bulletin board providing information on employment opportunities and veterans services; training seminars; and information from military and civic associations.  TBB is a computerized listing of jobs, career workshops, job fairs, support services, educational and training opportunities, as well as information on franchises and starting a business.

TRICARE.  A medical program for active duty members, qualified family members, non Medicare eligible retirees and their family members and survivors of all uniformed services.  Designed to expand access to care, assure high quality care, control health care costs for patients and improve medical readiness.  A managed health care program managed by the military in collaboration with civilian contractors.  It encompasses three options: Prime, Extra and Standard.  Enrollment is only required for Prime.  

TODDLER.  A child 24 through 35 months of age.

TOTAL FAMILY INCOME.  All earned income including wages, salaries, tips, long term disability benefits, voluntary salary deferrals, quarters allowances, subsistence allowances, and in-kind quarters and subsistence received by military member and spouse.  Total family income is determined by inspection of the leave and earnings statement (pay stub) of both the military member and the spouse.

UNIFORMED SERVICES.  The Air Force, Army, Navy, Marine Corps, Coast Guard, Commissioned Corps of the National Oceanic and Atmospheric Administration, and Commissioned Corps of the Public Health Service.

UNMET NEED.  The number of children whose parents are not able to work outside the home because child care is not available.

VERIFICATION.  Confirmation of the authenticity of credentials documents through contact with the issuing agency or an agency that has obtained primary source verification.  Verification must be documented.

VOLUNTEER.  A person assisting in the provision or administration of childcare services on an unpaid basis.  Volunteers shall not be included in staff: child ratios.  Volunteers shall work under direct supervision at all times.  Sponsors/parents of children receiving care at the childcare location are not considered volunteers.  Persons who come on-site for one-time presentations (e.g., storyteller, chorus, police talk) are not considered volunteers.

WAITING LIST.  List of children whose sponsors requested space in a Child Development Center, Family Child Care home, or in a civilian Child Care Center and for whom no space is available.

WALK-THROUGH.  In cases where the calling of a Quality Review Board meeting would unnecessarily delay a certification or re-certification of a FCC provider approval of all members is gained individually one after the other.

WEEKDAY.  Monday through Friday, excluding the 10 Federal holidays.

WORK REQUEST.  A request, either verbal or written (NAVFAC Form 11014/20) made to Civil Engineering for maintenance, repair and construction of new facilities, or additions or changes to current facilities. These requests are coordinated as prescribed by local policies. 

WORKSHOP.  An educational presentation and/or facilitated discussion where customers have the opportunity to discuss and practice elements of the material presented.  Workshop topics and content are researched and reflect current information in the field. 

SECTION C-3

GOVERNMENT FURNISHED PROPERTY AND SERVICES

3.
GENERAL.  The government will provide, without cost, facilities, equipment, materials and services listed below:

3.1
UTILITIES.  The government will provide, at no cost to the service provider, electricity, steam (for heat), air conditioning, water and sewage.

3.1.1
Telephones.  The government will provide necessary telephones.  Telephones will have local, DSN and long distance capabilities.  The service provider shall keep a log of all long distance toll calls.  The log shall include the name of the person placing the call, person or activity called, telephone number called, and the date of the call.  The log shall be turned over to the COR by the 5th workday of the month following the month in which the calls were placed.  The cost of non-official long distance calls shall be paid by the contractor.

3.2
GOVERNMENT FURNISHED FACILITIES.  The Government will furnish or make available to the service provider the facilities described in Technical Attachment J-C 3.2.  Should the service provider choose to use the Government furnished facilities, adequate precautions shall be taken by the service provider to prevent fire hazards, odors, and vermin. The service provider shall obtain written approval from the Contracting Officer prior to making any modifications or alterations to the facilities.  Any such modifications or alterations approved by the Government will be made at the expense of the service provider.  At the completion of the contract, all facilities shall be returned to the Government in the same condition as received, except for reasonable wear and tear, and approved modifications and alterations.  The service provider shall be held responsible for the cost of any repairs caused by negligence or abuse on the service provider's or on the service provider's employees' part.

3.3
GOVERNMENT FURNISHED EQUIPMENT (GFE).  The Government will provide the service provider the use of furniture, furnishings, tools and equipment listed in Technical Attachment J-C 3.3.

Should the service provider choose to use all or part of the Government furnished tools and equipment, periodic servicing, maintenance, and repair of the items chosen shall be provided by the service provider.  The total or partial breakdown or failure of the Government furnished items shall not relieve the service provider of responsibility to fully perform the work of the contract.  On completion or termination of the contract, all Government furnished tools and equipment, shall be returned to the Government in the same condition as received, except for normal wear and tear. Tools and equipment that become worn out due to normal wear and tear shall be returned to the Government for  replacement by the Government.  The service provider shall be responsible for the cost of any repairs or replacement caused by negligence or abuse by the service provider or the service provider's employees.

The service provider and the Contracting Officer shall conduct a joint inventory before commencing work under this contract to determine the exact number and serviceability of Government furnished tools and equipment chosen by the service provider.  The service provider shall then certify the findings of this inventory, assume accounting responsibility, and subsequently report inventory discrepancies to the Contracting Officer.  Government furnished items shall not be removed from the NSA Mid South unless approved in advance by the Contracting Officer in writing.

3.4
GOVERNMENT FURNISHED MATERIAL (GFM).  The Government will provide the material listed on Technical Attachment J-C 3.4 to the service provider.  Additionally, the government will provide an approximate 45 days (Family Service Center) and 90 days (Child Development Center) supply of on-hand material.  Should the service provider choose to use the Government furnished material, a joint inventory shall be conducted with the Contracting Officer before commencing work under this contract to determine the exact amount and serviceability of Government furnished materials.  The service provider shall then certify the findings of this inventory, assume accounting responsibility for all materials supplied, and shall provide documentation supporting issue/use of such material.  On depletion of material provided to the service provider by the Government, the service provider shall furnish all material to perform the work of the contract, except as otherwise specified herein.  On completion or termination of this contract the service provider shall return a material inventory of similar size and scope.

3.5      TRAVEL AND TRAINING.  TDY travel and training costs required by this PWS will be provided by the government.  Request for TDY travel or training specific to the FSC shall be approved by the FSC director prior to commencment.

3.6      TRANSPORTATION.  Local transportation required by this PWS will be provided by the government.

3.7      OTHER SERVICES.  The government will provide fire, safety, security, pest control, and official mail pick-up and delivery.

SECTION C-4

SERVICE PROVIDER FURNISHED ITEMS

4.0
GENERAL.  Except for those items or services specifically stated to be government furnished in Section C-3, the service provider shall furnish everything required to perform this service.

4.1
SERVICE PROVIDER FURNISHED MATERIAL.  All material furnished by the service provider shall be of the same or higher quality than currently being used by the government.  A listing of historical material usage is provided as Technical Attachment J-C 4.1.  This listing is provided only to indicate the types of material required.

SECTION C-5

DESCRIPTION OF WORK
5.0
The Naval Support Activity, Mid South serves as home base for various military commands.  The Family Service Center provides support to commands located at NSA Mid South.  As the only FSC in this geographic area, the FSC provides support to small military organizations and retirees throughout a tri-state region.  Specific workload information is provided as Technical Attachment J-C 5.0

5.1
ADMINISTRATION AND OVERSIGHT (MANAGEMENT) OF FAMILY SERVICE CENTER PROGRAMS AND SERVICES.  The service provider shall provide services, programs, and staff for the administration and management necessary to provide NFSC programs and services at Naval Support Activity Mid South (NAVSUPPACT Mid South), Millington, Tennessee.

5.1.1
General.
5.1.2
The service provider shall ensure that programs and services provided under this contract comply with the applicable, most recent revision of the Family Service Center Accreditation Standards, promulgated by the Bureau of Naval Personnel (BUPERS), as elsewhere referred to in this document.  The service provider shall fully comply with all standards identified as "critical", and shall maintain a compliance rate of 95% (or greater) of non-critical standards.  The compliance rate shall be determined by the COR through unannounced inspections.  Key indicators are defined for the applicable Accreditation Standards.

The Service provider shall maintain the Quality of Life Management Information System (QOLMIS), which serves as a data base for all FSC information.  All record keeping and reporting required by this PWS shall be accomplished using the QOLMIS system.

5.1.3
The service provider shall collect and maintain professional journals, books, deskguides, directives, audio visual material and other information relevant to the services provided by the FSC.  The Government will provide the service provider with one copy of all materials listed.  Supplements, changes or amendments to listed publications from DoD, SECNAV, CNO, FSA, or NAVSUPPACT Mid South may be issued during the life of the contract.  The service provider shall comply with those supplements, changes and/or amendments.

5.1.4
For each health care practitioner the service provider shall establish an Individual Professional File (IPF).  The IPF will contain a copy of pertinent diplomas, licenses, certifications, proof of liability insurance, and verification of continuing education credits needed to maintain licensure.  The IPF for each health practitioner will be reviewed by the COR before commencing job responsibilities.

5.1.5
The service provider shall develop and maintain service provider staff training records documenting all training received to include date, subject, provider/presenter and number of student contact hours in compliance with Accreditation Standard 25010.

5.1.6
Service provider employees shall attend BUPERS sponsored training, e. g., the Biennial FSC Management Conference, the Biennial Family Advocacy Program Training Conference, Clinical Supervisor's Training, Information and Referral Training and Transition/Relocation Training in locations arranged by BUPERS in compliance with Accreditation Standard 25020.

5.1.7
The service provider shall nominate and, upon approval, send service provider personnel to attend training funded by BUPERS which is related to the performance of the duties herein.  The service provider shall be responsible for completion of the required paperwork in accordance with the Government Joint Travel Regulations (JTR) for issuance and liquidation of orders.

5.1.8
The service provider shall comply with NFSCQS #42030 when using external facilitators for the provision of any services herein.

5.1.9
The service provider shall complete official correspondence related to the performance of duties herein in accordance with formats specified in the Naval Correspondence Manual and/or Naval Telecommunications Procedures Manual.

5.1.10
The service provider shall maintain and destroy sensitive material in accordance with OPNAVINST 1752.2A, PERS-6 ltr 6400 Ser 661D/01462 of 30 Nov 94 and BUMED ltr 1752 Ser 343/4U813167 of 13 Jan 95.  Additionally, the service provider shall institute ADP Security measures to ensure sensitive information is not disclosed or available to anyone other than the author.

5.1.11
The service provider shall maintain a filing system in accordance with the Standard Subject Identification Codes (SSIC), in accordance with SECNAVINST 5210.11D.

5.1.12
In addition to any meetings listed in Section C-5, the service provider shall prepare for and attend meetings which address FSC support, programs, or issues.  Preparation may include: gathering information, organizing material, and preparing charts, slides, and/or presentations.  The service provider shall attend such meetings as Quality of Life meetings, Commanding Officer briefings, Executive Steering Committee meetings, Family Advocacy Committee meetings and/or Case Review Committee meetings, Suicide Prevention meetings, Family Child Care and the Drug and Alcohol meeting, and others dealing with FSC issues and concerns.  The service provider, upon request by the COR, shall attend additional meetings when FSC representation is required to ensure information dissemination and coordinated delivery of services with other organizations serving the population in compliance with Accreditation Standards 14020, 15010, and 15020.

5.1.13
Develop Command Representative Program.  The service provider shall develop and maintain a Command Representative Program for all commands, comprised of twenty (20) or more active duty, serving in Millington.  A Command Fact Sheet shall be prepared for each command to include the following:  operational schedule, mission and needs, environment, number and type of personnel assigned, mailing address, telephone numbers, command's location and names of key command points of contact.  The purpose of the Command Representative Program is to provide a personal link, through the identification of service provider staff members as points of contact, between commands served and the service provider to improve the flow of information, facilitate the use of service provider services by the command, and customize services to the needs of the Command.

Performance Measure.  Observation of completed "Command Fact Sheets" and documentation of meetings/contacts as specified in Accreditation Standard 16010.

5.1.14
Program Evaluation Needs Assessment.
5.1.14.1
General Requirements.  Program evaluation and needs assessments are ongoing activities which assist in long and short range planning, establishing priorities, define client population, determine which services are most needed, and measure program effectiveness.

5.1.14.2
Conduct Program Evaluations.  The service provider shall conduct on-going customer evaluations of all FSC services and programs to assess the needs of the customer population, to check the level of satisfaction with services offered, and to integrate changes/recommendations into programs and services offered.  Customer evaluation sheets will be collected in such a manner as to allow the customer to remain anonymous and shall include the following statement:

"If you have any serious concerns about the programs or services at the Navy Family Service Center, please contact or mail your response to:

Director, Family Service Center Code 06

Building 763

Naval Support Activity Mid South

5722 Integrity Dr.

Millington, TN   38054-5045

(901) 874-5076

Performance Measure. This requirement shall be satisfied with the examination of current written customer responses which shall be evaluated against the changes/modifications to programs that are made as a result of those evaluations as specified in Accreditation Standards 12010,12020, 12030 and 12040.

5.1.14.3
Conduct Biennial Needs Assessment.  The service provider shall conduct the needs assessment in the Millington area using a standard instrument provided by the COR every 2 years beginning in 1999 and targeting the population identified by the Bureau of Naval Personnel.  The service provider shall receive and analyze results of the needs assessments.  Results will be consolidated and recommendations incorporated into programs and services.

Performance Measure:  This requirement shall be satisfied by verifying the needs assessment summary report clearly summarizes client population needs.  Accreditation Standards 12010, 12020, 12030, 12040 and 28010 apply.

5.1.15
Utilization of Volunteers.  The service provider may utilize volunteers in the performance of this contract in accordance with applicable regulations and requirements.  The service provider is responsible for providing recruitment, orientation, training, placement, supervision and recognition of all volunteers.  Volunteer training, hours and expenses are documented and, where applicable, authorized.  Orientation will include providing information about mission and functions of FSCs, applicable standard operating procedures, confidentiality, chain of command, administrative procedures, freedom of information act, privacy act, standards of conduct, equal employment opportunity, and rights and responsibilities.  The use of volunteers does not relieve the service provider of the responsibility of providing quality services.

Performance Measure.  This requirement shall be satisfied by the service provider's providing qualified, trained personnel for each of the positions 100% of the time in compliance with Accreditation Standards 64010, 64020, and 64030.

5.1.16
Provide Retired Activities Office Support (RAO).  The RAO provides assistance to retirees, widows/widowers, and family members who require information on retiree services/benefit entitlements; survivor benefit information; unpaid compensation; assistance with completion of related forms; and referrals.  The RAO assists the Command in the coordination of an annual retiree seminar.  The service provider shall provide access to government provided office space, telephone and equipment for RAO use.

Performance Measure.  This requirement is satisfied by examination of office space and material support provided to the RAO in accordance with Accreditation Standard 58010. 

5.1.17
Provide Reception Services.  The service provider shall provide reception services for walk-in customers and telephone coverage at each location during normal FSC work hours.  The service provider shall utilize automated message answering which will include the capacity to leave and retrieve messages.  The outgoing message greeting shall include normal working hours and after hour emergency telephone numbers for such issues as suicide, child, and spouse abuse.

Performance Measure.  Reception service shall be available 100% of the time and comply with Accreditation Standards 33010, 33020, 33030, 33040, 33050, and 33060.

5.1.18

OPERATIONAL READINESS SUPPORT.  FSC programs that directly support operational requirements by preparing service and family members to better anticipate and understand the physical and emotional demands associated with the mobile military lifestyle and keeping service members ready and focused so they can perform their mission.

5.1.18.1
PERSONAL FINANCIAL MANAGEMENT (PFM) PROGRAM
5.1.18.1.1
General Requirements.  The PFM program provides assistance to active duty military and family members to enable them to manage their finances effectively and avoid debt.  The service provider, through a combination of prevention workshops/briefings, individual assistance and information and referral, shall provide consumer education, advice and assistance on budgeting and debt liquidation, retirement planning, savings and investment counseling and services to assist military personnel and their families to avoid debt, manage credit and develop sound financial management practices plus long range plans for financial security.  Topics covered may include the following:

· Setting up a Budget (How to make/live within a budget)

· Balancing Your Checkbook

· Managing Credit (Includes information about how to resolve credit issues)

· Debt Management

· Legal Issues and Personal Financial Management

· Savings and Investments

· Car Buying

· Financial Survival During the Holidays

· Home Buying

· Bankruptcy

· Consumer Education (Includes consumer fraud, misrepresentation, advertising gimmicks, and other consumer rip-offs)

· Preparing for Retirement

· Financial Responsibility for the Single Sailor

Performance Measure.  This requirement shall be satisfied by observation of workshops to determine the quality of content and presentation, by examination of relevant PFM program materials, and by follow-up with program participants to determine the quality of the program in compliance with Accreditation Standards 59010, 59020, 59030, 59040, 59050, and 59060.

5.1.18.1.2
Command Financial Specialist (CFS) Training.  The Command Financial Specialist (CFS) Training is conducted by a Mobile Training Team (MTT).  The service provider shall coordinate local area administrative and facility needs for the MTT and assist commands in registering attendees in a timely manner.

Performance Measure:  This requirement shall be satisfied  by complying with Accreditation Standard 59070.

5.1.18.1.3
The service provider shall provide, in coordination with Command Financial Specialists, individual and family assistance to service members and family members to include: basic budgeting, balancing a checkbook, preparing for a move or deployment, debt management, specialized referrals, and follow-up.  Accreditation Standard 59030 applies.

5.1.18.1.4
The service provider shall maintain case files for service members and family members who receive one-on-one financial assistance to include signed privacy act statements, financial assessment information, recommendations and referrals, collateral contacts including command and civilian personnel, and results of follow-up.

Performance Measure.  This requirement shall be satisfied by the service provider's providing qualified, trained personnel to support the specified services 100% of the time, and by maintaining confidential records of persons receiving services.

5.1.19

LIFE SKILLS EDUCATION
5.1.19.1
General Requirements.  General life skills education programs are prevention and enrichment programs designed for individuals, couples, and families.  The programs provide knowledge, social relationship skills, and support throughout the family life cycle by enhancing self-esteem, strengthening interpersonal competencies, and offering educational activities to individuals and families for their respective roles, tasks, and responsibilities. Life skills topics are primarily preventive and proactive in nature, and aim to prevent or alleviate difficulties before they seriously affect the individual, family or command.  The service provider shall, through a combination of workshops, briefings, individual assistance, information brochures, and information and referral, provide education, in accordance with Accreditation Standard 42000, at a minimum, for the following topics:

· Stress Management (addresses how to alleviate the effects of stress on Navy personnel and their families.)

· Suicide Prevention (general and for supervisors)

· Conflict Resolution (at home and in the workplace)

· Self-esteem Building

· Assertiveness Training

· Effective Communication (at home, at work)

· Anger Management 

· Single Sailor Life-style

· Marital Enrichment, e.g., Couples Communication, Reestablishing Intimacy, Negotiating Techniques in Marriage

· Surviving a Broken Marriage/Relationship

· Dual Career Couples

· Skill-Building for Teens (addresses information and education for the teen population, e.g., Assertiveness, Avoiding Date Rape)

· Parenting Education (may follow standardized curricula such as Systematic Training for Effective Parenting (STEP)) such as:

· Preparing for Parenthood

· Parenting Teens

· Parenting Toddlers

· Healthy Disciplining

· Parent-Child Communication

· Blended Families

· Child Development Information

· Family Crisis Management

· Single Parenting

· Sexual Assault Awareness and Prevention Education

Performance Measure.  The service provider shall comply with Accreditation Standards 42010, 42020, 42030, 42040, and 42050.

5.1.20

OMBUDSMAN SUPPORT.  The Navy Family Ombudsman Program helps commanding officers maintain the morale, health and welfare of Navy families.  The Ombudsman serves as a liaison between the command and families.  The service provider shall designate a member of the FSC staff as the Ombudsman Program Coordinator.  In support of ombudsmen, the service provider, in accordance with Accreditation Standards 56010 and 56020, shall provide access to office space and equipment, coordination of standardized ombudsman training (basic, advanced, and on-going training), attend Ombudsman Assemblies, provide information and support to ombudsman in the performance of their duties and to commanding officers in the utilization of ombudsman, develop and maintain an updated ombudsman roster covering all Navy Ombudsman in the Millington complex; coordinate ombudsman training.

Performance Measure.  The service provider shall maintain a current and accurate roster of all tenant command Ombudsmen 100% of the time.

5.1.21

INFORMATION AWARENESS PROGRAM.
5.1.21.1
General Requirements.  The service provider shall develop an information awareness program which promotes FSC programs and services and reaches the customer population (i.e., customer Commands, Navy personnel, and their family members).  The program shall have two facets:

5.1.21.2
Prepare Newsletter.  The service provider shall prepare monthly FSC newsletter which contains a calendar of activities specifying date, time, and synopsis of program offerings, and distribute in accordance with distribution list provided by the COR.  FSC newsletter shall be published during the third week of the month.  The service provider shall write articles for trade publications; prepare monthly Navy messages announcing programs and services to be forwarded to the COR by the 3rd week of every month for release by the 4th week of each month; create flyers publicizing special events; or local command media, and conduct or participate in community informational programs for communities with a predominately military population.

5.1.21.3
Provide Information.  The service provider shall develop a marketing plan in accordance with Accreditation Standards 26010, 26020, 26030, 26040, and have available and visible to incoming customers at each FSC: updated brochures, pamphlets, forms, charts, and other materials in support of FSC functions and customer needs.  Print products shall be high quality and professional in appearance. Listing of the pamphlets is contained in Technical Attachment J-C 5.1.21.3.  Materials may include the following topics:

· Family Advocacy Information, e.g., key telephone numbers, statistics, definitions of child and spouse abuse, prevention tips.

· Educational and Skill-building Brochures, e.g., effective communication, stress management techniques, positive parenting tips.

· Suicide Prevention fact sheet and key telephone numbers.

· Financial Management Tips

· Frequently requested information.

· NFSC list of programs and services and key numbers

· Key telephone numbers for each installation with an FSC

· Sexual Assault Awareness and Prevention fact sheet and key telephone numbers

Performance Measure.  The service provider shall publicize programs and services in accordance with the requirement 100% of the time, and shall provide informational materials regarding the specified topics 100% of the time.

5.1.22

INFORMATION AND REFERRAL (I&R).
5.1.22.1
General Requirements.  Information and Referral (I&R) receives and responds to customer requests for information and assistance.  Information and referral services include basic information about FSC programs and services, volunteer opportunities, and other resources available in both the military and civilian communities for the customer populations.  Services are provided in response to walk-in, telephone, written, or electronic requests for assistance.  Inquiries address the multitude of problems, needs, and interests facing the customer population, and resource data is continually revised based on customer needs and feedback.  I&R includes providing an initial screening of customer requests for information to determine what resources are available to assist the customer and follow-up to determine the adequacy and accuracy of referrals.

5.1.22.2
I&R Intake.  The service provider shall complete an intake sheet to include customer identification and delineate referrals provided for customers.  The service provider shall create Master Client Records for all customers in the Quality of Life Management Information System (QOLMIS), detailing referrals made.

5.1.22.3
I&R Follow-up.  The service provider shall provide customer follow-up to check the adequacy of referrals provided, with annotation of the QOLMIS Master Client Records.

5.1.22.4
Resource Directory.  The service provider shall maintain a current referral resource directory of other military and civilian resources.  This resource directory shall be aggressively marketed as an FSC service for all service and family members. .At a minimum, the directory shall include eligibility requirements, cost, point of contact, telephone number and mailing address, hours of operation, a description of services and other information about:

· Health Care Resources (Including CHAMPUS/TRICARE information)

· Civilian and Military Counseling Resources

· Employment Assistance Resources

· Educational Resources (Includes local community, state, and federal education resources for military and civilians to include public and private schools.)

· Consumer Services

· Navy-Marine Corps Relief Society

· United Way Organizations

· American Red Cross

· Child Care Resources

· Single Parent Resources

· Single Sailor Resources

· Financial Support Resources (Includes local community, government agencies, and university extension programs involved in providing financial support and education to military and civilian personnel.)

· Emergency Services (For food, clothing, housing)

· WIC (Food program for women, infants and children) and Food Stamps

· Exceptional Family Member (EFM) Resources (Includes information on local resources and agencies to assist with enrollment and obtaining special needs services.)

· FAP resources (Including battered women's shelters and restraining order information)

· Sexual Assault Victim Intervention (SAVI) Program resources

· Relocation Support Organizations 

· Transportation Resources

· Spiritual Support/Chaplains

· Legal Services

· Victim Assistance/Witness Services

· Non-profit community resources offering groups and hot-lines (suicide, parenting, chemical dependency) 

The listing above overlaps completely with the SITES data, and shall be developed and updated in conjunction with the local SITES file.

Performance Measure.  The service provider shall comply with Accreditation Standards 41010, 41020, 41030, 41040, and 41050.

5.1.23

CRISIS RESPONSE.
5.1.23.1
Critical Incident Debriefing.  Critical incident debriefings are provided to groups in which a critical incident has occurred and impacted more than one individual (e.g., fire, explosions, accidental deaths, collisions, suicide by a member of a command, violent crime incidents).  The purpose of the debriefing is to help those involved cope with the emotional effects of their traumatic experience.  Intervention in these cases includes arranging schedules, coordinating services with chaplains or medical personnel, providing the services at the requesting activity's location, and contacting leadership for follow-up.  The service provider shall facilitate and/or provide critical incident debriefing to address group trauma response such as mass casualty.  Services shall be provided within 36 hours of the incident occurrence or within 24 hours of a request for assistance.  The service provider shall document critical incident information and services provided including date/time of request, nature of request, date services provided, and follow-up or referral recommendations.

Performance Measures.  The service provider shall provide the specified services by qualified, trained personnel 100% of the time, within the time specified, and shall record pertinent information as specified in the requirement.  Accreditation Standard 65010 applies.

5.1.23.2
Crisis Response Team.  Critical incident counseling and debriefings are provided to individuals in which a critical incident has occurred (e.g., fire, explosions, accidental deaths, collisions, natural and man made disasters, and suicide by a member of a command, violent crime incidents).  The purpose of the counseling/debriefing is to help those involved cope with the emotional effects of their traumatic experience.  Intervention in these cases includes arranging schedules, coordinating services with chaplains or medical personnel, providing the services at the requesting activity's location, and contacting leadership for follow-up.  The service provider shall facilitate and/or provide critical incident counseling/debriefing to address individual trauma response. Services shall be provided within 2 hours of the incident occurrence or within 2 hours of a request for assistance.  The service provider shall document critical incident information and services provided including date/time of request, nature of request, date services provided, and follow-up or referral recommendations.  This is likely to occur after normal working hours as well as during normal working hours, therefore overtime for this particular response is authorized.

Performance Measures.  The service provider shall provide the specified services by qualified, trained personnel 100% of the time, within the time specified, and shall record pertinent information as specified in the requirement.

5.1.24

SEXUAL ASSAULT VICTIM INTERVENTION (SAVI) PROGRAM.
5.1.24.1
General Requirements.  The Sexual Assault Victim Intervention (SAVI) program addresses coordination of SAVI services for victims, awareness and prevention training, and victim advocacy and intervention.  The purpose of the SAVI program is to reduce the incidence of sexual assault through education and awareness, and to provide compassionate assistance to victims.  The service provider, through a combination of workshops and briefings, individual assistance, information brochures, and information and referral, shall provide the following services.

5.1.24.2
SAVI Prevention Education and Awareness.  Targets commands, active duty military and family members addressing sexual assault awareness, prevention, and intervention.  Workshops include handouts with the names of SAVI Coordinators and command representatives and phone numbers.

5.1.24.3
SAVI Program Intervention Protocols.  Targets personnel who have direct initial contact with victims (security, command duty officers, FSC counselors, Naval Criminal Investigative Service (NCIS), Medical, etc.).  Addresses local implementation of Navy policy and supports a cooperative multi-disciplinary response to sexual assault cases.

5.1.24.4
SAVI Program Policy and Reporting Requirements.  Targets command personnel and leadership to include command identified Data Collection Coordinators (DCC)).

5.1.24.5
SAVI Inquiries.  The service provider shall respond to SAVI information requests relating to SAVI services, intervention protocols, appropriate management of victims, SAVI-related resources (e.g., victim advocates), legal and investigative matters, and reporting requirements.  SAVI inquiries and responses shall be documented and filed in a confidential manner.

5.1.24.6
SAVI Coordination Committee (SCC).  The service provider shall coordinate and conduct a quarterly multi-disciplinary regional SAVI meeting.  The meeting shall address policy and local coordination efforts.  Membership will be in accordance with applicable instructions listed in Section C-6.  The service provider shall attend installation-specific working groups to address issues identified in the regional SCC when appropriate.  The service provider shall provide copies of the minutes to the COR no later than 2 weeks after the SCC convenes to include issues and problems identified and plans/completed actions resulting in resolution.

Performance Measure.  This requirement shall be satisfied with the conduct of workshops and meetings by qualified personnel addressing the requirements of SAVI programs and protocols, by meeting the reporting requirements within the specified timeframes, and by submission of SAVI SCC minutes in accordance with the requirement.   Accreditation Standards 69010, 69020, 69030, 69050, and 69060 applies.

5.1.25

MOBILITY SUPPORT.  FSC programs are available that support the mobile military lifestyle by facilitating successful relocation, transitions to civilian life/employment and adjustments of service and family members to life in the military.

5.1.25.1
TRANSITION ASSISTANCE MANAGEMENT PROGRAM (TAMP).
5.1.25.1.1
General Requirements.  Transition assistance is mandated by Congress to assist transitioning and retiring military personnel and their family members.  The intent of transition services is to assist the customer population in making an informed and effective transition from military service to civilian life and employment.  Transition services include coordination of transition assistance services, employment assistance workshops, one-on-one or family transition assistance, use of DoD/Navy-developed employment assistance automated systems, and information and referral.  The service provider, through a combination of workshops, one-on-one or family assistance sessions, access to self-help resources, and informational brochures, shall in accordance with Accreditation Standards 54010, 54020, 54030, 54040, and 54050 provide TAMP services covering two facets:

The service provider shall provide transition-specific assistance to all separating and retiring members and their family members prior to discharge in the following categories:

5.1.25.1.1.1
Information concerning federal, state, and local programs, and military/veterans' service organization programs that may be of assistance to members after separation.

5.1.25.1.1.2
Information about geographic areas in which separating and retiring members will relocate after separation from the Navy including, to the degree possible, information about employment opportunities, the labor market, and factors affecting the cost of living in such areas (e.g., the cost and availability of housing, child care, education, and medical and dental care).

5.1.25.1.1.3
Educational assistance benefits to which the member is entitled under the Montgomery GI bill and other educational assistance programs because of the member's service in the Armed Forces.

5.1.25.1.1.4
An explanation of the procedures for, and advantages of, affiliating with the Selected Reserve.

5.1.25.1.1.5
Information concerning the availability of relocation assistance services and the DoD/DoL's Transition Assistance Program (TAP).

5.1.25.1.1.6
Information concerning the availability of medical and dental coverage following separation from active duty, including the opportunity to elect into the conversion health policy.

5.1.25.1.1.7
If the member is being medically separated or retired, a description of the compensation and vocational rehabilitation benefits to which the member may be entitled through the Department of Veterans Affairs.

In addition to the above transition services, the service provider shall:

5.1.25.1.1.8
Coordinate with the Department of Labor to provide the necessary resources and logistics to conduct a three and ½ day education and training program for retiring and separating military personnel and their families.  Coordinate with the Command Career Counselors for referrals to TAP and manage quotas for TAP.

5.1.25.1.1.9
Establish a TAMP committee to coordinate all TAMP-related service providers through periodic (at least quarterly) meetings to assess needs, plan, implement, review, and improve processes and procedures and to evaluate TAMP effectiveness. The service provider shall provide copies of the minutes to the COR within five working days to include issues and problems identified and plans/completed actions resulting in resolution.

The service provider shall provide employment assistance to transitioning personnel and their family members to include:

5.1.25.1.1.10
Information concerning employment and training assistance including: labor market information; civilian work place requirements and employment opportunities, instruction in resume preparation and employment application preparation; and job analysis techniques, job search techniques, and job interview techniques.

5.1.25.1.1.11
Information and assistance to members interested in obtaining loans and grants from the Small Business Administration and other federal, state, and local agencies and licensing and credentialing requirements.

5.1.25.1.1.12
Information concerning job fairs sponsored by military and veterans' service organizations for separating members.

5.1.25.1.1.13
Access to and maintenance of the Transition Bulletin Board (TBB) and access to PROCOM Plus for TBB.

5.1.25.1.1.14
Access to and maintenance of the Defense Outplacement Referral System (DORS).

5.1.25.1.1.15
Verification of job skills and experience acquired while on active duty that may have application to employment in the civilian sector.

5.1.25.1.1.16
Information concerning the government and private sector programs for job search and employment assistance.

5.1.25.1.1.17
Information on the effects of career change and career change opportunities.

5.1.25.1.1.18
Access to the Job Bank, Employment Resource Library, and Job Fairs identified in paragraphs 5.1.25.3 Spouse Employment Assistance Program.  Access to America's Job Bank (AJB), internet capability, Quick and Easy list, Easy Dictionary of Occupational Titles (Easy DOT); Please Understand Me (job aptitude test).

5.1.25.1.1.19
If requested, conduct pre-separation counseling (DD Form 2648) and prepare individual transition plans to aid service members in making an effective transition from military to civilian life.

Performance Measure.  This requirement is satisfied by the availability of current and accurate literature explaining the programs (and their accessibility) supporting separating and retiring members 100% of the time.  Additionally, the service provider shall provide qualified personnel to assist members seeking assistance and information regarding electronic information databases and local, state and Federal transition services.

5.1.25.2
RELOCATION ASSISTANCE PROGRAM (RAP).
5.1.25.2.1
General Requirements.  Military personnel and their family members undergo frequent relocation to new duty stations, in and outside of the continental U. S. and relocation services are geared to reducing stresses associated with the military lifestyle.  Relocation services include educational programs, information brochures and packets, and individual assistance to address the relocation process.  Services focus on providing information and access to resources for both in-bound and out-bound sailors and family members.  Services are also offered to special needs families to include families with an exceptional family member or family advocacy issues.  Through a combination of workshops and briefings, individual assistance, orientation to self-help resources, information brochures, and information and referral, the service provider shall provide the following services.

Pre-departure services include information regarding the next duty station, availability of temporary and permanent housing (including the possible need to provide a spouse with a power of attorney), child care resources, spouse employment opportunities, school and medical related information, cultural and community orientation, and information regarding the Exceptional Family Member (EFM) program and resources; and counseling regarding stress management, financial management (entitlements/costs of moving), home buying and selling, property management, shipment/storage of household goods and check-in and check-out procedures.

Arrival services include information regarding settling-in services (emphasizing sponsorship), information on temporary and permanent housing (including Housing Referral Office functions and homefinding services), child care, EFM resources, medical/dental resources, hospitality kits, sponsor training, legal assistance resources, education programs, spouse employment opportunities, religious services, and volunteer opportunities; plus a command indoctrination and community orientation; where appropriate, counseling regarding cultural adaptation; workshops and/or briefings in support of permanent homeport changes to include advance services to military and family members where the command is to relocate to Millington.  All customers must be documented with an intake information sheet to support RAP Quality of Like Information System (QOLMIS) reporting requirements.  QOLMIS input is maintained on a regular basis, and in no case will be deferred for more than one week.  RAP must have direct, reliable access to the World Wide Web as well as Internet e-mail access, and all RAP staff shall be fully conversant with using e-mail and Web browser.

5.1.25.2.2
Standard Installation Topics Exchange Systems (SITES).  The service provider shall update quarterly and maintain SITES.  SITES shall be readily accessible to relocating customers (in-bound and out-bound).  SITES shall be readily accessible to relocating customers (in-bound and out-bound) is hard copy customized to the customer and via SITES counseling conducted by RAP staff, as well as via referral to the Internet SITES Web page.  The SITES Web page will be checked regularly and frequently to identify changes made to individual installation files "out of cycle" with the semi-annual update to all files.

5.1.25.2.3
Relocation Assistance Coordinating Committee (RACC).  The service provider shall coordinate a quarterly RACC.  The goal of the RACC is to ensure coordination and integration of disparate relocation services into a comprehensive, streamlined, nonduplicative RAP involving, but not limited to, those services provided by the Navy Family Service Center, housing/bachelor quarters offices, transportation office, personal property/household goods shipment offices, finance office, child development program office, medical service, chaplain, and military personnel office/personnel support detachment.  The RACC shall handle cases of relocating personnel identified as having received substandard service or having encountered unusually or unacceptably difficult relocation experiences in order to learn from their experiences and modify the system to improve the process for future relocatees in similar circumstances.  In addition, the RACC will handle individual cases of relocating personnel identified in advance as being at high risk for encountering great difficulty due to relocation, e.g., a family relocating with an exceptional family member, in order to both test and improve the system and to assist the relocatee(s).  The service provider shall provide copies of the RACC minutes to the COR within five working days of the meeting to include issues and problems identified and plans/completed actions resulting in resolution.

5.1.25.2.4
Welcome Aboard Packets.  The service provider shall ensure the availability of and/or maintain/distribute welcome aboard materials for the serviced commands.  Packets shall include key phone numbers and organizations providing relocation services, and a profile of the local community to include special issues requiring attention, e.g., Housing waiting list and referral assistance.

5.1.25.2.5
Welcome Aboard Packet Library.  The service provider shall provide customer access to a Welcome Aboard Packet Library to include Packets and/or videos for all DoD installations.  In addition, the service provider shall maintain, and update at least monthly, a list of relevant Web pages of installations and areas to which out-bound personnel may go.  This list shall be given the widest possible distribution in the local market.  The service provider shall update packets every year.

5.1.25.2.6
Lending Closet.  The service provider shall ensure the availability of and/or maintain and issue basic household necessities (hospitality kits) to personnel who require temporary use of items as part of their relocation to Millington.  Items provided for loan shall include at least the following: kitchen kits, child car seats, irons, ironing boards, and in addition,  any other items local needs assessment identifies as critically needed.

Performance Measure.  The service provider shall comply with Accreditation Standards 52010, 52020, 52030, 52040, and 52050.

5.1.25.2.7
SPONSOR PROGRAM.
5.1.25.2.7.1
General Requirements.  The service provide shall actively support the Command Sponsorship Programs of all local commands by offering regular training and continuing assistance to sponsors and Command Sponsorship Program Coordinators.

Performance Measure.  Training and program schedules, interviews with FSC staff members, review of information material and packet, etc., indicate appropriate support is being provided by FSC in cooperation with the installation Sponsor Program Coordinator.

5.1.25.3
SPOUSE EMPLOYMENT ASSISTANCE PROGRAM (SEAP).
5.1.25.3.1
General Requirements.  In addition to the FSC providing employment services to military members preparing for transition to the civilian sector, employment services are provided to spouses of active duty military to assist with the career challenges associated with the mobile military lifestyle and the financial hardships which often result in the need for a two-income family.  The service provider, through a combination of workshops and briefings, individual assistance, orientation to self help resources, and referrals shall, at a minimum, provide the following information and assistance for non-transitioning spouses of active duty military.

5.1.25.3.2
Provide Information.  The service provider shall provide the following to all spouses of active duty military:

5.1.25.3.2.1
Information concerning employment and training assistance including: labor market information; civilian work place requirements and employment opportunities, instruction in resume preparation and employment application preparation; and job analysis techniques, job search techniques, and job interview techniques.  The service provider shall provide workshops and individual assistance to spouses and other family members in those areas.

5.1.25.3.2.2
Information and assistance about obtaining loans and grants from the Small Business Administration and other federal, state, and local agencies and licensing and credentialing requirements.

5.1.25.3.2.3
Information concerning the government and private sector programs for job search and employment assistance.

5.1.25.3.2.4
Information on the effects of career change and career change opportunities.

5.1.25.3.2.5
Access to the Job Bank, Employment Resource Library, and Job Fairs identified in paragraphs  below.

5.1.25.3.2.6
Access to America's Job Bank (AJB), internet capability, Quick and Easy list, Easy Dictionary of Occupational Titles (Easy DOT); Please Understand Me (job aptitude test).

5.1.25.3.3
Job Bank.  The service provider shall develop and maintain an updated local job bank data base for customer use.  The job bank shall include but not be limited to current vacancy information about the following: federal employment opportunities; Shelby county and city of Memphis government listings; Memphis college and universities; Memphis and Millington corporations and small businesses; employment agencies; Shelby County and Cities of Memphis and Millington School Districts and hospital opportunities; job fair information; and volunteer opportunity information.

5.1.25.3.4
Employment Resource Library.  The service provider shall develop and maintain a resource library for customer use which at a minimum includes: self-help job search and resume writing guides, books, and magazines; profiles of local businesses; occupational listings and salary information; trade/professional associations; and videos addressing job search skills and strategies.

5.1.25.3.5
Host And Sponsor Job Fairs.  The service provider shall host, coordinate and sponsor regional job fairs.  Job fairs will be conducted on and off base.

Performance Measure.  The service provider shall comply with Accreditation Standards 53010, 53020, 53030, 53040, and 53050.

5.1.25.4
EXCEPTIONAL FAMILY MEMBER PROGRAM (EFMP).  The purpose of the EFMP is to reflect the Navy's concern and support for its members and their families by ensuring members with EFMs are detailed to areas where family special needs can be met and referring families to local sources of assistance to meet their needs.  The screening of EFMP is the responsibility of the EFMP Coordinator at Branch Medical Clinic.  The service provider shall support the EFMP by educating the customers about the EFMP and providing EFM families information about community resources, support groups, and other services.  EFMP Resources include information on local resources and agencies to assist with enrollment and obtaining special needs services.

Performance Measure.  The service provider shall comply with Accreditation Standard 63010.

5.1.26

COUNSELING, ADVOCACY AND SUPPORT.  FSC programs that provide advocacy and support services, clinical counseling, victim intervention, and related preventive education.

5.1.26.1
CLINICAL COUNSELING.
5.1.26.1.1
General Requirements.  Clinical counseling is provided to individuals, couples, families, and groups.  Counseling is of short-term duration and focuses on problem resolution rather than personality change. The service provider shall provide short term individual, couple and family counseling in twelve or fewer sessions.  Requests for extensions up to 18 sessions shall be justified and approved by a clinical supervisor.  Requests to extend beyond 18 sessions shall be referred to the COR.  The service provider shall provide group counseling in 18 or fewer sessions.  Requests for extensions up to 24 sessions shall be justified and approved by a clinical supervisor. Requests for extensions beyond 24 sessions shall be referred to the COR.  The counseling is provided to help clients deal with a crisis or situational conflict or loss, to assist them to return to a pre-crisis level of functioning, or to resolve the presenting problem.  Counseling is provided for crisis situations (sexual assault trauma, homicide and suicide potential, critical incidents, victims/witness of crime, family advocacy, etc.), personal (stress, anxiety, depression, grief, relationship loss, job problems, etc.), relationship (communication, deployment, infidelity, etc.), and family problems (parent-child problems, child and adolescent anti-social behavior, blended family issues, divorce, deployment adjustment issues, etc.).  FSCs are permitted to do provisional assessments for, but cannot provide counseling for problems which fall under the Diagnostic Statistical Manual edition IV (published by the American Psychiatric Association) Axis II diagnoses. The service provider shall provide clear, concise and complete documentation of all counseling sessions.  The ratio to counselor to client shall be no higher than 1 to 30.

5.1.26.1.2
Crisis Counseling.  Crisis assistance is designed to initiate actions necessary for restoration back to the pre-crisis level.  Counselors assist clients to reduce tension and anxiety, initiate adaptive problem solving, develop plans for additional/further assistance for relief of present symptoms, and receive and accept referrals for additional and ongoing assistance.

5.1.26.1.3
Services To Minors.  Minors (under the age of 18), or individuals over the age of 18 who have a custodial guardian will not normally be seen without a parent's or guardian's written consent.  Minors and wards seen without a parent present shall have an "Authorization to Counsel Child Without Parents At FSC" form signed by the parent or legal guardian.  This form is made part of the case record.  Exceptions to this policy will only be made in the event of a crisis situation when parents/guardians are not immediately available, or in cases of child abuse/neglect.  Counseling services for a minor child will be discontinued upon the request of the parent or legal guardian.  Minors will be seen only by an NFSC counselor who has successful passed a security/criminal history background check.

5.1.26.1.4
Receive Counseling Inquiries/Referrals.  The service provider shall receive, by phone, in person, and/or in writing, inquiries, counseling self-referrals, counseling referrals from within the Family Service Center, and counseling referrals from other military and civilian personnel and organizations.  The service provider shall, when information indicates there may be an at risk situation such as potential threat to self or others (suicide, homicide, child abuse, domestic violence, inability to care for self, sexual assault, etc.), follow the guidance outlined in paragraph 5.3.9.

5.1.26.1.5
Respond To Non-At Risk Cases.  The service provider shall, when information indicates there is a non-at risk situation, schedule an appointment and follow-up FSC counseling sessions as appropriate, and/or provide referral(s) to other FSC staff or military and civilian agencies.

5.1.26.1.6
Conduct Assessment.  The service provider shall obtain assessment information to include: client psycho-social information to include:  mental status exam; past or current psychiatric history; history of homicide, suicide, sexual assault, or chemical dependency; client's perception of the problem; client's history regarding family of origin, occupation, social, academic, and medical; client's current circumstances including support network and coping skills; and client's efforts to solve the problem.

5.1.26.1.7
Develop Treatment Plans.  The service provider shall develop treatment plans which reflect a clinical assessment of the information provided, military and civilian regulations and instructions, available resources, and sound clinical practices.  The service provider shall discuss with the client initial impressions of the problem and a preliminary treatment plan.  When the treatment plan involves FSC counseling, the service provider shall advise the client on the number of sessions to be conducted and on the policy regarding maximum number of allowable sessions.

5.1.26.1.8
Provide Group Clinical Counseling.  The service provider shall conduct assessment interviews for clients interested in attending clinical counseling groups to determine the appropriateness of the referral and provide the client information about the limits of confidentiality and reporting requirements.  The service provider shall provide clinical counseling groups to clients who have issues, experiences or problems in common such as: adults molested as children, adult children of alcoholics, dysfunctional relationships, and grief and loss.

5.1.26.1.9
Conduct Follow-up.  The service provider shall conduct follow-up, by phone or in writing, when a client has been referred to another agency or resource or when the client has been seen at the FSC and the case has been closed.  Follow-up will occur within 1 month of the referral or last FSC counseling contact to obtain feedback about the satisfaction with the referrals and/or FSC counseling provided.

5.1.26.1.10
Close Cases.  The service provider shall close a counseling case and complete a closing summary for the case record when: the treatment plan has been met, the client is referred to other agencies to assist them with their problem resolution, and/or the client terminates the counseling.  Closures will occur within 30 days of the last contact.

5.1.26.1.11
Respond To At Risk and/or Crisis Cases.  The service provider shall, when an at risk situation such as potential threat to self or others (suicide, homicide, child abuse, domestic violence, inability to care for self, sexual assault, etc.) has been identified, provide an immediate response to the client and referral to security and/or emergency services (911).

5.1.26.1.12
Conduct Risk Assessment.  The service provider shall, when risk to self or others is suspected, conduct a risk assessment in accordance with written protocols which are based on state of the art practices in the mental health community.

5.1.26.1.13
Implement Safety Plan.  The service provider shall, if risk is confirmed, construct and implement a safety plan.  Actions may include consultation with clinical staff or coordination of services with other military or civilian agencies.

5.1.26.1.14
Comply With Reporting Requirements.  The service provider shall, if risk is confirmed, make all military and civilian reports and notifications in accordance with military and civilian requirements and within the designated timelines.  The required forms and timeframes are identified in the Accreditation Standards, applicable instructions and state/county laws.  Actions include completing required forms and contacting military, and/or civilian agencies to address such items as command notification, emergency psychiatric care, shelter needs, transportation requirements, childcare, etc.

5.1.26.1.15
Schedule Appointment Or Refer.  The service provider shall schedule a counseling appointment at the FSC and/or provide referral(s) to other Family Service Center personnel or military and civilian personnel or agencies based upon:  (1) intake information and the presenting problem, (2) the level of risk, and (3) status of safety planning implemented.

5.1.26.1.16
Follow-up For Referred Cases.  The service provider shall, for all referred cases where risk has been confirmed and where contact will not place the client in further danger, provide follow-up, within 24 hours, to check adequacy of referrals.

5.1.26.1.17
Provide Documentation
5.1.26.1.17.1
Intake Sheets.  The service provider shall complete an intake sheet for all requests for FSC counseling services.  Intake information shall include date/time of contact, counselor receiving the call, caller identification information, client identification information, sponsor identification information, reason for referral, and plan to include any referrals provided and time of scheduled appointment.

5.1.26.1.17.2
Case Records.  The service provider shall establish and maintain a client case record for every counseling client (i.e., one record shall be established for each adult, adolescent, or child seen regardless of whether they are seen together).  Case records shall be well-organized, neat and legible.  Non-Family Advocacy Program case records will contain information/documentation as determined by current guidance from BUPERS (PERS-660) and shall minimally include identifying information; background information, intake assessment, multi-axial DSM IV diagnostic impressions, treatment/service plan, collateral contacts, progress notes (S-O-A-P notes) for each session (including group sessions), a log of case contacts, referrals provided, follow-up contact, closing summary and, if appropriate, transfer summary, a signed clients rights and responsibilities information handout, an intake sheet, a signed privacy act statement, a record of unauthorized disclosure, and a Personnel Reliability Program form.

Performance Measure.  The service provider shall comply with Accreditation Standards 43010 through 49010.

5.1.27

FAMILY ADVOCACY PROGRAM (FAP).
5.1.27.1
General Requirements.  The Family Advocacy Program (FAP) is designed to address identification, evaluation, treatment, rehabilitation, and follow-up of family violence cases in the military and to ensure coordinated efforts designed to prevent and intervene in cases of child and spouse abuse and to promote healthful family life.  The service provider shall provide information briefings, educational programs, support groups, individual assessment counseling, and referral to community agencies.  The service provider's responsibilities include participation in the quarterly Family Advocacy Committee (FAC) meeting, participation in installation-specific working groups which are developed out of the FAC, participation in the Case Review Committee(s), and provision of an orientation brief to newly assigned personnel.  The ratio of counselor to client shall be no more than 1 to 30.

5.1.27.2
Family Advocacy Program (FAP) Counseling Services.  Any counseling performed by NFSC in support of FAP issues is covered in the counseling category.

5.1.27.3
Family Advocacy Program (FAP) Preventive Education and Training.  Domestic violence prevention education may be offered to groups consisting of known, suspected or potential perpetrators of family violence, victims and others at risk, plus general military training (GMTs) as requested by commands, and to command representatives responsible for responding to incidents of family violence involving their personnel.  The service provider, through a combination of workshops, briefings, information brochures, and information and referral, shall provide education on topics to include:

· Dynamics of Child Abuse (Addresses child physical and sexual abuse, and neglect) 

· Dynamics of Spouse Abuse

· How the Family Advocacy Program Works

· Child and Spouse Abuse Victim Sensitivity (For personnel who intervene in these cases, e.g., Security, Medical, Chaplains.)

· Children who Witness Violence

· Parenting, Anger Management and Inter-Personal Communication.  Topics are coordinated with the Family Assistance Counseling Division to avoid duplication and ensure client needs are met.)

5.1.27.4
Identification.  The service provider shall receive referrals for allegations of child and/or spouse abuse or maltreatment, child neglect, and/or child sexual abuse and reported suspicion of such.  The intake of referrals/reports shall be conducted by a qualified clinical counselor who will conduct a thorough investigation in accordance with written guidance.

5.1.27.5
Conduct Risk Assessments.  The service provider shall conduct risk assessments in accordance with written protocols, which comply with guidance from BUPERS and which are based on state of the art practices in the field of domestic violence.  Experts in the field of domestic violence have determined that when certain factors are present in a violent incident the risk of harm is higher.  A Risk Assessment Matrix shall be completed on each client based on these factors, the outcome of this assessment drives immediacy of response, action/intervention to be taken.

5.1.27.6
Implement Safety Plans.  The service provider shall develop, with the client, and implement a safety plan for cases involving suspected child or spouse abuse.  The primary goal of the program is to protect the victim from further abuse or harm.  The safety plan shall address escape plans and interim services to be provided until disposition of the case is determined by the Case Review Committee (CRC).

5.1.27.7
Comply with Reporting Requirements.  The service provider shall make appropriate notification(s) to the service member's Commanding Officer or his designated representative, appropriate on-base and off-base agencies, such as BUPERS, Navy Criminal Investigation Service (NCIS), and the Department of Children's Services (DCS) within established deadlines. The required forms and timeframes are identified in Accreditation Standards, applicable instructions and state/county laws.  The service provider shall complete all required federal and state reports, verbal and in writing, within designated timeliness.  A report (DD Form 2486) shall be forwarded to the Navy Central Registry after disposition by the Case Review Committee.

5.1.27.8
Intervention and Treatment.  Intervention may include crisis intervention, emergency shelter, respite child care, on-going assessment, individual and family counseling, group counseling, rehabilitation, or other treatment designed to reduce individual and family dysfunction, to prevent further violence and to promote healthful behavioral models for conflict resolution.  All treatment will be closely coordinated with appropriate civilian social service providers.

5.1.27.9
Case Management and Follow-Up.  The service provider shall monitor Family Advocacy cases to ensure the victim is safe and to document the perpetrator's progress in treatment. Case follow-up spans one year, if there are no further reported incidents.  The service provider shall conduct follow-up with clients and related agencies.  The service provider shall also, contact the client and/or cognizant agencies to obtain feedback concerning the adequacy of information and services provided and to update information on the case, its progress, or repeat incidents. The service provider shall facilitate appropriate case reviews for the Case Review Committee and present relevant updated information at least every 90 days.

5.1.27.10
Close Cases.  The service provider may close Family Advocacy Program cases only with the permission of the Case Review Committee and the COR, which determines the final status of the closure.

5.1.27.11
Documentation.  A case record is opened for every new case of reported child and/or spouse abuse.  Each incident is documented in the file.  Pertinent written information is collected for the case record.  Initial case or service plans are developed within 30 days of opening the case (date of the report of the alleged abuse).  Format of the case record shall comply with most recent guidance issued by the Bureau of Naval Personnel (PERS-661).

5.1.27.12
Family Advocacy Committee (FAC) Meetings.  The service provider shall participate in the quarterly FAC meeting, which includes participants from each command.  The service provider shall attend installation-specific working groups to address issues identified in the FAC when appropriate.  The service provider shall provide copies of the minutes to the COR to include issues and problems identified and plans/completed actions resulting in resolution.

Performance Measure.  The service provider shall comply with Accreditation Standards 55010, 55020, 55030, 55040, 55050, and 55060.

5.1.29

VOLUNTEER PROGRAM.
5.1.29.1
General Requirements.  The volunteer program provides an avenue for non-working spouses and active duty members to gain valuable experience and community involvement.  The service provider shall ensure that a written procedure in place to recruit, screen, properly place, supervise, evaluate, train and recognize volunteers.  The service provider trains, acts as or maintains a volunteer clearinghouse to provide volunteer opportunities.  All volunteers shall have written job descriptions.

5.1.29.2
Community Outreach.  The service provider shall ensure regular contact and coordination with community organizations for networking, volunteer opportunity listings, policy and program management.

5.1.29.3
Reporting Requirements.  The service provider shall ensure weekly updates of volunteer hours in QOLMIS and use that information for recognition of volunteers.  Hours in QOLMIS are obtained by service providers contact with all organizations having volunteers.

5.1.30

DEPLOYMENT SUPPORT PROGRAM.
5.1.30.1
General Requirements.  Deployment Support responds to command requests to assist members and families in being prepared for the demands of the member's duty-related absence for an extended period of time.  The requirements entail, FSC delivering or coordinating pre-deployment, mid-deployment, return and reunion (resources permitting) and post-deployment educational workshops/brief for members and families.

Performance Measure.  The service provider shall comply with Accreditation standards

51000.

5.2

PROVIDE CHILD DEVELOPMENT CENTER (CDC) SERVICES.
5.2.1

General Requirements.  The service provider shall provide services, programs, and staff for the administration and management of the Child Development Center at Naval Support Activity Mid South (NAVSUPPACT Mid South), Millington, Tennessee, as described herein.  Frequencies for specific tasks are provided in bold and summarized on TA J-C 5.0.  Minimum staff/child ratios and personnel qualifications are contained in section 12.0 of OPNAVINST 1700.9 series, Technical Attachment J-C 5.2.1.

The Child Development Center offers a program of age and developmentally appropriate activities, which promote the intellectual, social, emotional and physical development of the children in each age group.  Activities shall be consistent with the National Association for the Education of Young Children Statement on Developmentally Appropriate Practice.

The hours of operation of the Child Development Center are 0630 to 1745 daily, Monday - Friday.  In order to accommodate early arrivals and to accomplish end-of -the-day tasking, the service provider shall staff, as a minimum, the reception area, from 0615-1745.  The Center is closed on Federal holidays.  The Center accommodates 112 children in the following age groups:

AGE OF CHILDREN




NUMBER OF CHILDREN

 6 WEEKS -12 MONTHS                                                       16

13 MONTHS – 24 MONTHS                                                 20




25 MONTHS – 36 MONTHS                                                 28




37 MONTHS – 5 YEARS                                                       48





TOTAL






 112

The service provider shall staff to accommodate the above number of children in the specified age groups within the ratios detailed in TA J-C 5.2.1 during the core hours of 0800-1700.  Number of children present at other than core hours (in 1/2 hour increments) is provided as TA J-C 5.2.1.2.  It should be noted that ratios shall be met AT ALL TIMES, within and outside of core hours.

The service provider shall support and promote Child Development Program objectives and activities in accordance with OPNAVINST 1700.9 series by providing facilities, trained staff, age-appropriate developmental activities, parent education and opportunities for parent education, opportunities for parents to observe their children, and stability in the staff assigned to caregiving.  The developmental activities shall be child age-specific and afford an opportunity for each child to think, reason, question and experiment within a supervised environment.  The developmental programs shall include both individual and small group experiences that are both adult and child-initiated.

The service provider shall adhere to all Facility, Health and Sanitation, Fire Protection and Safety, and FCC standards as specified in OPNAVINST 1700.9 series, which relate to those areas.

5.2.2

PROVIDE OPERATIONAL SUPPORT.
5.2.2.1

Obtain/Maintain Accreditation and Licensing.  The service provider shall obtain and maintain accreditation from the National Association for the Education of Young Children (NAEYC) and shall not accept children for care if the facility is not accredited.  All correspondence with/from NAEYC whether concerning accreditation or not, shall be maintained and be available during inspections.  The CDC is required to be re- accredited every three years.  The current accreditation expires in the year 2000.

Performance Measures.  Proof of current accreditation shall be prominently displayed within the CDC facility 100% of the time.

5.2.2.2

State Licensing.  The service provider shall maintain state licensing of all operating facilities as required by state law, for the FCC program.   

Performance Measures.  Licenses shall be current, and prominently displayed.  Copies of all correspondence regarding state licensing shall be maintained by the FCC director, according to the state laws of Tennessee 100% of the time.

5.2.2.3

Enroll children in CDC.  The service provider shall provide and accept completed applications for enrollment from the authorized patron. The child shall be placed on the waiting list in accordance with OPNAVINST 1700.9 series.  Patrons are required to reaffirm applications monthly.  The service provider shall record date the reaffirmation is confirmed and initial the waiting list.  If no such reaffirmation is received, that child's name shall be dropped from the waiting list.  As space comes available within the age group, the service provider shall notify the patron at the top of appropriate waiting list. The service provider shall implement a plan to minimize the number of children on the waiting list.  Currently there is approximately 100 children on the waiting list. 

Performance Measure.  All applications prioritized properly 100% of the time.  

5.2.2.4

Establish and Maintain Eligibility Waiting List.  The service provider shall ensure that all eligible patrons are aware of CDC services and shall enforce the eligibility requirements outlined in OPNAVINST 1700.9 series and NAVSUPPACT MID-SOUTH Instruction 1710.5, and shall adhere to the guideline regarding waiting list priorities.  A waiting list shall be established if there are more applicants than spaces available for eligible children.  Eligible patrons include military personnel, DoD civilian personnel, reservists, on duty or inactive duty for training, DoD service providers, and retired members having a parental relationship with a child residing in the home who requires childcare services.  The order of eligibility gives preference to single parents and families in which both parents are working.

Performance Measure.  This requirement shall be satisfied if more applications are received than there are spaces available for children, and the facility maintains a waiting list 100% of the time, predicated on application approval date and parental working status.

5.2.2.5

Administer Fees and Charges.  The service provider shall adhere to the fees scale annually established using the sliding fee ranges published by the office of the Secretary of Defense (OSD).  Fees shall include the costs of all meals and snacks and shall be predicated on total family income.  All fees and charges shall be established and applied/enforced in accordance with OPNAVINST 1700.9 series and NPC policy letter sent out annually.  Total family income is described on the Application for Department of Defense Child Development Center.  New fees and guidelines are effective in September or October each year.  Upon receipt of new fees and guidelines the service provider shall obtain from each patron proof of current total income (Leave and Earnings Statement and/or civilian equivalent) and complete a new CDC Weekly /Enrollment Agreement for each family.  Additionally, patrons must pay a $30.00 non-refundable deposit each time a child enrolls in the program, the deposit will then be applied towards the first full week of child care.  This deposit does not apply to annual renewal of enrollment.  However, if a child is withdrawn from the CDC and later re-enrolled the a new deposit will apply.  The service provider shall maintain a record of all fees collected. This record shall be subject to audit by the government at any time.

Performance Measure: This requirement shall be satisfied by computing fees for patrons in accordance with the cited guidelines, 100% of the time.

5.2.2.6

Develop and Update Instructions and Standard Operating Procedures (SOPs).  The service provider shall develop and update instructions and standard operating procedures (RESOP 1750.1 series and NAVSUPPACTINST 1750.1 series) as necessary in order to ensure cost effective management, safe facilities, healthy environments, and developmentally appropriate programs, in accordance with appropriate base offices.  Initially, the service provider shall develop the SOP within 90 days of award, and shall update it as necessary and appropriate, but at a minimum, at the beginning of each calendar year. Refer to Technical Attachment J-C 5.2.2.6 for specific inclusions.  Additionally, the service provider shall develop and update, as appropriate, an employee handbook (referred to as "Staff Handbook") that explains the operating policies and procedures, standards of ethical conduct, and appropriate reporting points of contact for CDC and FCC employees.  A parent's handbook referred to as Parent Information Booklet, shall be developed and updated, as appropriate, and shall contain procedures, policies, and points of contact regarding CDC and FCC requirements. Changes shall be made to the SOP as required, as OPNAVINST 1700.9 series is rewritten or changed, and as a result of inspections, but not less than annually.  The FCC and CDC parent handbook shall be revised as needed, but a total revision shall be required every four years.

Performance Measure: Instructions and standard operating procedures are current and complete if the actual procedures in the CDC adhere to the written standards, the standards are in compliance with all regulations, instructions, and guidelines, and the instructions are signed by the CO, NSA Mid South.  Modifications to the SOP shall become operational on the date of implementation of the change 100% of the time.

5.2.2.7

Stock Forms, Maintain Records, and Prepare Reports.  The service provider shall stock the appropriate forms for day to day operation of the CDC and FCC, and maintain an appropriate record-keeping system for children enrolled at the Center, and for personnel employed by the Center. A list of forms is enclosed as Technical Attachment J-C 5.2.2.7.  Examples of forms are included in OPNAVINST 1700.9 series.  Attendance and staffing records by classrooms shall also be maintained, as shall the results of monthly fire and health inspections and the corrective actions taken. The service provider shall prepare, complete and forward to the COR the Semi-Annual Report for the Child Development Center and the Semi-Annual Report of  Family Child Care as required by BUPERS by 6 October and 6 April.  All reports and records are subject to unannounced inspection. 

Performance Measure: This requirement is satisfied if there are adequate stock forms on hand for reporting and record-keeping purposes, and all records relating to child enrollment and attendance, personnel, and monthly fire and health inspections are current and accurate.  Semi-annual reports are completed and forwarded by the required time 100% of the time.

5.2.2.8

Provide Care for Children With Special Needs.  The service provider shall develop and implement a training program for staff providers caring for children with special needs. The service provider shall provide facilities and care for children with special needs in accordance with OPNAVINST 1700.9 series.  Facilities and care shall include special staff, additional staff, accommodations, and services incurred in order to provide for special needs children.  Additionally, special needs may include but are not limited to religious, dietetic needs, special needs of parents, and administration of medication. The decision to accept/reject a child with special needs is determined by the Special Needs Board comprising the Family Services Counselor as Chair, Child Development Program Administrator, Medical Department representative, MWR Director, and FCC Director. Any denial of a special needs child shall be forwarded to the Assistant Secretary of the Navy Manpower and Resource Affairs for final approval. Approximately two applications for children with special needs are submitted each year.  The Special Needs Board shall convene within three days of application receipt, and its decision, with proper justification, shall be reported to the Commanding Officer within 5 days of receipt of application.  There are an average of three (3) special need children enrolled in the CDC.

Performance Measure.  This requirement shall be satisfied by the service provider's CDPA participation in the Board Decision 100% of the time; by the service provider's being prepared to care for children with special needs 100% of the time; by providing care for the special needs child within 30 days of the Board's decision 100% of the time.

5.2.2.9

Participate and Coordinate With Parent Advisory Boards and Parents.  Parent Advisory Boards are established and chartered in accordance with OPNAVINST 5420.27 series.  The service provider shall schedule and participate, as appropriate, by providing representation from among the CDPA and/or FCC director, family advocacy representative, and other representatives normally included in Board membership.  The Parent Advisory Board shall meet quarterly.  Meetings last approximately two hours.  The service provider shall provide one-hour parent indoctrination every other week or as needed for one to eight new patrons, and parent training once per quarter for approximately two hours.  

Performance Measure: This requirement shall be satisfied by the service provider's manager or alternate on the Board 100% of the time.  Board meeting minutes reflecting the attendance of participants shall serve as written record of participation and satisfaction of the requirement.  Training shall be conducted as scheduled 100% of the time.

5.2.2.10
Implement a Planned Program of Activities.  The service provider shall   implement a program of developmentally appropriate activities, which promotes the intellectual, social, emotional, and physical development of the children in each age group.  The lead caregiver assisted by the Training/Curriculum Specialist shall develop a planned program of activities in writing, be made available to parents, and shall indicate how the program meets each child's developmental needs, both in a group, and individually.  The planned program shall be developed in accordance with the guidelines specified in OPNAVINST 1700.9 series. A certified (in accordance with Technical Attachment J-C 5.2.1) Training/Curriculum specialist shall assess each classroom at least annually, using the Early Childhood Environmental Rating Scale (ECERS) and the Infant/Toddler Environmental Rating Scale (ITERS).

Performance Measure. This requirement shall be satisfied by examination of the classroom schedules and by observation to ensure that schedules are being followed. Evidence of the ECERS and ITERS assessment shall be on file 100% of the time.

5.2.2.11
Develop and Publish the Daily Children's Schedule.  Lesson plans shall be developed after the monthly calendar is established according to an approved curriculum guide.  The lead caregiver, assisted by the training/curriculum specialist, shall develop and post a daily schedule indicating the activities planned for that day. An individual curriculum is developed for each child, the requirements of which are determined by observation of the child's behavior in accordance with paragraph 5.2.2.12.  Lesson plans are developed and reviewed weekly.  Programs shall include active and passive activities that promote the child's self-esteem, self-confidence, and positive self-image.  Programs shall include an opportunity for each age group (including infants) to spend a portion of each day outdoors, weather permitting.  The service provider shall plan and conduct field trips as part of the planned program.  Currently, approximately three (3) field trips are conducted per year.  Written approval shall be obtained for each child prior to the trip by his/her guardian.  The service provider shall provide vehicles, and a qualified driver who is not included in child/staff ratio, for these excursions.  Parents of enrolled children are encouraged to participate in field trips.  Additional siblings are generally not allowed to accompany the parent.  The service provider shall maintain records for each group leaving the facility to include the names of the children in the group, the names of adults accompanying the group, the group's destination, and the group's expected time of return.  Ratios defined in Technical Attachment J-C 5.2.1 shall be maintained when these trips are scheduled. 

Performance Measure: This requirement shall be satisfied by examining the current weekly lesson plan, monthly calendar, and daily activity plan and determining that it is complete and posted in a position of visibility 100% of the time.  The service provider shall determine the appropriateness of the activities for each age group and for each child, by observation.  Records of parental approval shall be available for examination 100% of the time when field trips are planned. The records shall be examined to determine compliance with the requirements.

5.2.2.12
Provide Infant/Pre-Toddler/Toddler/Pre-School Care.  The service provider shall provide care for children under the age of six years and implement programs for each age group that are appropriate, well-planned and support the needs of infants, pre-toddlers, toddlers, and pre-school age children.  The programs shall be documented in a written plan that addresses each child's developmental stages and that encourages physical, social, emotional and intellectual development.  Age-appropriate equipment and toys shall be available to support the program.  Infant/pre-toddler/toddler/pre-school facilities, toys, schedules, and guidelines are explained in OPNAVINST 1700.9 series.

Performance Measure: This requirement shall be satisfied by examination of program plans by the COR to determine their appropriateness for the age group and for individual children.  The COR shall determine the age-appropriateness of toys and equipment.  The schedules shall be examined for 100% compliance with the cited instruction.

5.2.2.13
Provide Equipment, Materials and Furnishings.  The service provider shall make available age appropriate equipment (consisting primarily of toys) and materials in sufficient amounts (a minimum of 5 items per child) to support children's development.  The equipment shall be stored in a manner to be accessible to children in a safe manner.  Care should be taken to ensure that items meet safety standards, are in compliance with OPNAVINST 1700.9 series for sanitizing, and that broken items or those having missing parts shall be removed immediately.

The guideline shall be followed for labeled, open shelved storage that is accessible by children.  Specific items or types of items for age groups 6 weeks to 1 year, children 2 and 3 years old, and children 3 to 5 years old, are specified in OPNAVINST 1700.9 series, as are appropriate furniture items and furnishings. 

Performance Measure.  This requirement shall be satisfied upon inspection of the facility to verify compliance with the cited reference 100% of the time.

5.2.2.14
Provide Food Service.  Each CDC at CONUS installations shall participate in the USDA Child and Adult Care Food Program. The service provider shall prepare meals and snacks menu in accordance with the USDA guidelines provided in OPNAVINST 1700.9 series these menus will then be forward to NSAMS Helmsman Club.  An average of 3,675 meals/snack are served monthly.  Food procurement, storage, preparation and dish washing shall be in accordance with BUMED P-5010-1, Chapter 1.  All meals and snacks are provided by the government in accordance with USDA guidelines.  The service provider shall pick up meals and snacks from the NSAMS Helmsman Club, Bldg. 760 to ensure meals and snacks are served at the following times:



Breakfast    0730 - 0830


Lunch         1100 - 1215



Snack          1500 - 1530
Following meals and snacks, the service provider shall clean the eating area and wash, dry and put away any dishes, glasses or utensils used.  In addition to adherence to the nutritional guidelines, meals shall be served family style in order to instruct children in table etiquette and self-sufficiency.  This process includes setting the table, clearing the table, tooth brushing, hand and face washing.  

Performance Measure.  This requirement shall be satisfied by observation of breakfast and lunch meals, and snacks and in compliance with timeframes and USDA nutritional guidelines 100% of the time.

5.2.2.15
Provide Custodial/Housekeeping Services.  Custodial services shall be provided for all spaces and contents within the CDC.  Work shall be executed by support personnel employed solely for this purpose; caregivers shall not perform custodial services with the exception of wiping tables and high chairs, sweeping floors, etc., after program activities and meal service, to maintain functional orderliness and cleanliness; and all custodial equipment, supplies, and materials shall be approved by the health consultant or safety officer.  This equipment shall comply with all federal specifications and fire regulations.  All custodial and housekeeping services shall be performed according to the following guidelines:  Child routines shall not be disturbed by custodial activities.  The majority of daily cleaning shall take place when the CDC is not in operation and the children are not present; Hallways, stairways, entrances, and doorways shall not be obstructed by any cleaning or maintenance operations or storage of equipment and materials; and custodial supplies and equipment shall be properly stored in locked cabinets or closets away from child activity rooms.  Specific frequencies are stated below: 

The following custodial services shall be provided daily:  Entrance ways, steps, floors swept; all carpeted surfaces vacuumed; floors, stairs, entrance ways, and landings mopped with sanitizing solution; scrubbed with approved disinfectant:  toilet bowls, urinals, wash basins, kitchen equipment and appliances, food service areas, drinking fountains, waste containers; furniture, equipment and surfaces within the reach of children dusted; mirrors, metal door plates, bathroom and kitchen fixtures, and all metal fittings wiped; entrance doors, door frames, switches, paper towel dispensers, and other miscellaneous furniture and/or surfaces cleaned as required; grounds, sidewalks and driveways maintained free of trash, debris, and safety hazards.  

The following custodial services shall be provided weekly:  walls, woodwork, and partitions in child activity spaces and bathrooms scrubbed; ledges, window sills and blinds, walls, woodwork, handrails, light fixtures, ducts, air conditioning/heating units, and other surfaces where dust collects.

Carpets and upholstered furniture in infant/pre-toddler/toddler/pre-school areas shall be cleaned or shampooed at least monthly or when soiled.  Carpets and upholstered furniture in other areas shall be cleaned or shampooed at least quarterly or when soiled. Carpet shampooing shall be performed on Friday night or Saturday to allow for drying time of carpet before convening on Monday.

The following custodial services shall be provided once every three (3) months:  cleaning of window coverings; washing of all windows (inside and outside) and screens; waxing and buffing of floors.

Performance Measure.  This requirement shall be satisfied by random inspections to ensure equipment and facilities are maintained in a healthy and sanitary condition 100% of the time.

5.2.3

CONDUCT INSPECTIONS.
5.2.3.1

Annual Inspections.  The service provider shall undergo four annual inspections in accordance with OPNAVINST 1700.9 series.  A multi-disciplinary team comprising of representatives from Fire Department, Health/Sanitation, Family Services, Family Advocacy, Parent Advisory Board, shall conduct one annual, unannounced local inspection.  Another annual, unannounced inspection shall be conducted by Bureau of Navy Personnel (NPC-65).  The third shall be conducted by local fire and safety personnel, who shall review structural and maintenance standards.  The fourth annual, unannounced inspection shall consist of a comprehensive health and sanitation inspection. The service provider shall ensure compliance with the inspection process per OPNAVINST 1700.9 series and local instructions.  The annual FCC inspections shall include at least 50 percent of the certified homes randomly selected for on-site inspection and review of program administration.  Refer to Technical Attachment J-C 5.2.3.1 for definitions of timeliness. 

Performance Measure: This requirement shall be satisfied with a grade of 90% or higher per inspection.  Deficiencies that are reported shall be remedied within the time frame indicated by the specific inspection process 100% of the time.  Life threatening deficiencies shall be rectified immediately or the CDC or FCC home shall be closed.  Non-emergency situations shall be rectified within 90 days, beginning on the date of the discovery of the deficiency.  For those deficiencies requiring outside support (Public Works and Supply) the service provider shall notify the COR

5.2.3.2

Monthly Inspections.  The service provider's CDC shall be inspected monthly by Fire, Safety and Preventive Medicine Departments.  The service provider shall inspect FCC homes monthly, and shall be unannounced, as per OPNAVINST 1700.9 series.  

Performance Measure: Deficiencies that are reported shall be rectified within the appropriate time frame indicated by the specific inspection process.  Life threatening deficiencies shall be rectified immediately or the CDC or FCC home shall be closed. Non-emergency situations shall be rectified within 90 days, beginning on the date of the discovery of the deficiency.  For those deficiencies requiring outside support (Public Works and Supply) the service provider shall notify the COR.

5.2.3.3

Conduct Daily Inspections.  The service provider shall ensure daily examinations of the facilities and playgrounds are conducted to determine health, safety, and fire deficiencies and report deficiencies to the COR.

Performance Measure: Facilities and playgrounds are inspected daily and deficiencies reported 100% of the time. 

5.2.4

TRAINING.
5.2.4.1

Schedule Child Abuse/Neglect Prevention and Reporting Training.  The service provider shall ensure all staff (employees and volunteers) receive training regarding child abuse/neglect prevention and the reporting laws of the state or county in which the Child Development Program (CDP) is located once per month.  The service provider shall ensure that the Parent Information Booklet, the CDP staff and FCC provider handbooks includes a policy of child abuse prevention, identification, and reporting requirements, in accordance with OPNAVINST 1700.9 series.  Additionally, the service provider's manager or alternate shall serve on the Family Advocacy Committee, established in accordance with SECNAVINST 1752.3.

Performance Measure: This requirement shall be satisfied by the establishment of a training program and schedule to ensure compliance with the cited instructions for all employees.  Records of successful completion of training shall be an indication of compliance.  A current Parent Information Booklet shall serve as indication of compliance. 

5.2.4.2

Ensure Child Abuse/Neglect Training.  The service provider shall ensure the training of all CDC staff, FCC providers, and Food Service Workers in the identification and dynamics of child maltreatment.  Training shall include Modules 14 and 15 of the Navy Caregiver Training Program or the Child Abuse Training Module for Military Family Child Care Providers.  Additionally, the service provider shall ensure that CDC staff receive information regarding the Navy's Family Advocacy Program (FAP) as outlined in SECNAVINST 1752.3 and OPNAVINST 1752.2.   To support security measures, the service provider shall ensure that access to children by individuals not employed by the CDC shall be limited, and that all visitors to the Center be required to sign in and sign out.  Staff shall be identified by name badges or identifying apparel.  Ratios regarding caregivers and children shall be maintained, and a system identifying staff that have not completed security background investigations shall be implemented.  The service provider shall implement a written discipline and touch policy to address inappropriate discipline techniques that may be construed as abusive, and shall address the appropriate child discipline policy that will assist the child in developing self-control, self-respect, and consideration for the rights and property of others.  All training, policies and procedures shall be developed in accordance with OPNAVINST 1700.9 series.

Performance Measure: This requirement shall be satisfied by physical inspection of the facility and records to ensure that all staff who come in contact with children within the CDC facility have received appropriate training, and that current records are maintained to reflect successful completion of that training and successful completion of background investigations.  Policies and procedures shall be documented with regard to security measures and discipline procedures to ensure compliance 100% of the time.

5.2.4.3

Implement Cash Handling/Controls Policies and Procedures.  The service provider shall implement cash handling procedures and internal control measures to ensure accurate accountability of revenues. Training shall be conducted on an average of twice (2) times per year, or as procedures and staff change.  

Performance Measure: This requirement is satisfied if control measures, policies, and procedures are in place regarding records, and fiscal transactions are accurately recorded 100% of the time.

5.2.4.4

Schedule Child Development Staff Training.  The service provider shall ensure training for all care giving personnel on a regular monthly basis in order to promote the intellectual, social, emotional, and physical development of children.  The service provider shall review training requirements annually.  The Training and Curriculum Specialist will provide caregiver orientation before caregivers actually begin working with children.  Additionally, an average of  25 training sessions shall be conducted monthly.  Training shall include, but not be limited to the topics addressed in Technical Attachment J-C 5.2.4.4.  All paid personnel working with children shall successfully complete a minimum of 36 hours of training within 6 months of date of hire.  The training will include the items referenced in this subsection, and will also include CPR for infants and children, basic First Aid and Heimlich maneuver (First Aid for choking), and child abuse/neglect prevention and reporting.  These three subjects must be completed within 60 days of assignment to a position, and updated as required to keep certification current.  Additionally, training must include child growth and development; age appropriate activities for children; classroom management and child guidance/discipline techniques; food handling, nutrition and meal service requirements; and applicable regulations.  Records of successful completion of training courses shall be maintained by the training and curriculum specialist.  The training and curriculum specialist will conduct training, and may use other resources as required: Preventive Medicine takes approximately 1 hour; Family Advocacy and Safety each take approximately 1 hour; Occupational Health and BBP (Blood Borne Pathogens) each take approximately 2 hours.  Fire Prevention and Safety, are approximately 1 hour; Avoidance of Sexual Harassment is approximately 2 hours. Child Development, Family Services Counseling and Parent Training are offered at the local colleges and may substitute for government provided training.  CPR and First Aid are taught by a certified American Red Cross/American Heart Association instructor.

Performance Measure: This requirement shall be satisfied by examination of certificates of completion for the required training, by examination of the training schedule, and by examination of employment records to ensure appropriate training 100% of the time.

5.2.4.5

Navy Standardized Training Program.  The service provider shall ensure all service provider caregivers receive training in the Navy Standardized Training Program, and make the program available to volunteers.  The program consists of 13 training modules, plus the Child Abuse Prevention and Reporting Modules 14 and 15, as listed in Technical Attachment J-C 5.2.4.5.  The first 10 modules must be appropriate to the assigned age group (e.g., infants, pre-toddlers, toddlers, pre-school).  There is an ongoing requirement for each caregiver to complete a minimum of 4 hours of specialized, in-service training each month.   While a caregiver is attending the standardized training program they will only be required to complete two (2) hours of specialized training, as the standardized module training will meet the additional two (2) hour training requirement.  Once all standardized training is completed each caregiver will complete the 4 hour monthly training requirement.  If this training is lecture oriented, the sign-in sheet serves as proof of training.  The training and curriculum specialist shall maintain training records for individual employees.  Documentation of additional training (such as role modeling) shall be confirmed by the signature of the individual caregiver.  Satisfactory completion of the training program within 18 months is a condition of employment for all caregivers.  The Navy Standardized Training modules test scores for applicable age groups must be successfully completed and passed with a grade of 80% or greater.

Performance Measure: This requirement shall be satisfied if 100% of employees successfully complete training within the time specified in the instruction.

5.2.4.6

Food Service Training.  The service provider shall ensure food service training for service provider manager and alternates, food service personnel, FCC director and providers, to include the following: child nutrition requirements, menu planning, food preparation and handling, and sanitation practice.  An average of 1.5 food service training sessions are given per month.  Participation in the Child and Adult USDA program requires food service training.  Food service personnel only shall receive a minimum of 6 hours of initial training within the first 6 months of employment and 3 hours annually thereafter. FCC providers will receive initial and annual training as required by BUMED P5010. Training records shall be maintained by the training and curriculum specialist to reflect the training received.  One food service employee and two caregivers who may serve as substitutes shall receive food service training, as shall the service provider manager and alternates.

Performance Measure: This requirement shall be satisfied by examination of training schedules, training records, and employment records to determine that employees are scheduled for training, and have received and passed the required training courses in the required time frame as specified in the requirement 100% of the time.

5.2.4.7

Implement Training for Service Provider Senior and Professional Personnel.  The service provider shall implement an annual training program for professional staff (administrators, directors, specialists and supervisors) within 6 months of commencement of their service, as an annual update, and during ongoing in-service training, in the areas specified in Technical Attachment J-C 5.2.4.7.  The service provider shall schedule annual staff training in Management and Administrative Supervision, NAVOSH, CPR, Back Injury Prevention, Sexual Harassment Avoidance.  NAVOSH, Back Injury Prevention and Sexual Harassment training will be provided by the government.  Service provider shall ensure attendance of all required training events provided by the Navy and USDA.

Performance Measure:  This requirement shall be satisfied by examination of training schedules and training records to determine that employees have received and successfully completed the training courses 100% of the time as specified in the requirement.  Service provider staff management shall also attend required training provided by the government.

5.2.4.8

Non-Caregiver Staff Training.  The service provider shall implement an individual plan to train all CDC administrative and support staff including food service, personnel, custodial workers, FCC staff, and operations clerks that includes the following, as appropriate: child abuse/neglect identification, reporting and prevention; facility control; visitor and child pickup/drop off policies; responses to suggestions and complaints; customer relations and cash  handling procedures, back injury prevention, blood borne pathogen prevention, sexual harassment prevention, customer service, child abuse prevention and reporting, CPR and first aid, and other training as directed by OPNAVINST 1700.9 series.  An average of three (3) training sessions are given monthly.

Performance Measure: This requirement shall be satisfied by examination of training schedules for each administrative and support staff employee to determine training course relevancy to their position and to ensure that appropriate training is being provided to 100% of the CDC employees as specified in the requirement.

5.2.5

MAINTAIN CAREGIVER AND PROGRAM STANDARDS.
5.2.5.1

Conduct and Record Criminal History Background Investigations.  The service provider shall ensure all CDC personnel and volunteers have satisfactorily undergone completed background investigations including Federal Bureau of Investigation - Identification Division (FBI-ID) fingerprinting, State Criminal History Repository (SCHR) investigation, and Installation Record Checks (IRCs).   Service provider responsibilities with regard to background investigation procedures for foreign nationals, temporary employees, and government contract employees are detailed in OPNAVINST 1700.9 series.  The service provider shall receive training on the completion and submission of all forms that are applicable to the background investigation including:  Condition of Employment/Statement of Admission Form; the DD 398-2, DoD National Agency Questionnaire; SF-85P; the FD 258, the FBI Applicant Fingerprint Card, as appropriate.  The service provider must verify the completion and submission of all required forms to the COR. The service provider shall ensure that information obtained as a result of background investigations is properly stored and secured as per the cited instruction.  Employees shall have the right to obtain copies of the background investigation information pertaining to themselves, and to challenge the accuracy and completeness of the information contained in the report.  If the sevice provider receives derogatory information via the background investigation he must notify the COR immediately.  The service provider then shall remove that employee in accordance with paragraph 1.12.3.  If derogatory information is disputed and subsequently removed from the record, the service provider may consider that individual for re-employment.  An average of 10 Criminal History Background Investigations are conducted annually.

Performance Measure: This requirement shall be satisfied by ensuring all CDC personnel and volunteers have completed a successful background investigation and records are maintained indicating such.  These records shall be maintained in a secure environment 100% of the time.

5.2.5.2

Ensure Compliance with Personnel Health Requirements.  The service provider shall ensure that all CDC staff (paid personnel and volunteers), FCC staff and providers are in good physical and mental health and free from communicable diseases, and shall further ensure that all staff complete pre-employment health screening within 2 weeks of employment and annually thereafter.  Health screening and issuance of health cards will be provided by the government at no cost.  Certification of employee screenings shall be maintained at the CDC facility.  Additionally, the service provider shall ensure that staff who report to work are neither ill nor infectious, nor reporting to work with infected wounds.  Screenings, immunizations, and personal hygiene procedures shall be conducted in accordance with OPNAVINST 1700.9 series.  Immunizations shall include (except where religious beliefs preclude) polio-myelitis, tetanus, diptheria, measles (rubeola), mumps, rubella, hepatitis B, and varicella (chicken pox).  Refer to Technical Attachment J-C 5.2.5.2 for specific immunization requirements. 

Performance Measure: This requirement shall be satisfied with the completion of health screenings of all persons employed by the CDC and health cards issued within 2 weeks of employment.  Verification of health records shall be maintained in a secure CDC environment.  Access to these records shall be restricted to specific CDC staff.  

5.2.5.3

Determine Staff Qualifications.  The service provider shall ensure that all positions shall be filled by qualified staff.  Qualifications are specified in OPNAVINST 1700.9 series, and are included for reference in Technical Attachment J-C 5.2.1 for specific positions. The service provider shall ensure that persons who serve as service provider manager, FCC director, and training professionals attend NPC sponsored training in child care, as appropriate.  Additionally, the service provider shall ensure that persons who serve as caregivers, volunteers and interns shall be qualified as per OPNAVINST 1700.9 series.

Performance Measure: Qualified staff shall fill these positions 100% of the time. 

5.2.5.4

Maintain Staffing Ratios and Staff Qualifications.  The service provider shall ensure compliance with the Staff/Child ratios (at a minimum) established by the OPNAVINST 1700.9 series Technical Attachment J-C 5.2.1.

Performance Measure.  This requirement shall be satisfied by strict adherence to the ratios established by and published in OPNAVINST 1700.9 series, and by observation of the classroom environment.  The ratios shall be in effect 100% of the time that a child or children are in the company of an adult.

5.2.5.5

Maintain Staffing Ratios for Mixed Age Groups.  For mixed age groups, the service provider shall maintain staffing requirements that are determined as follows: If the children in an age category make up 20% or more of the group, the staff/child ratio for that group is used. If no age group makes up 20% the ratio for the youngest age is used.  Refer to Technical Attachment J-C 5.2.1.

Performance Measure: This requirement shall be satisfied by strict adherence to the ratios established by and published in OPNAVINST 1700.9 series, and by observation of the classroom environment.  The staff/child ratios shall be in effect 100% of the time.

5.2.5.6

Determine and Ensure Correct Group Sizes.  The service provider must ensure that the limit for a group size is not exceeded, with the exceptions noted in OPNAVINST 1700.9 series.  Group size is determined by the age of the children as depicted in Technical Attachment J-C 5.2.1.  End of the day monitoring is especially critical to ensure compliance with group size standards.

Performance Measure: This requirement shall be satisfied by strict adherence to the group size guideline established by and published in OPNAVINST 1700.9 series.  The ratios shall be in effect 100% of the time that a child or children are cared for by CDC personnel.

5.2.5.7

Determine and Ensure Correct Age Groups.  The service provider shall ensure the correct composition and size of mixed age groups, per Technical Attachment J-C 5.2.1.

Performance Measure: This requirement shall be satisfied by strict adherence to the composition and size of mixed age groups established by and published in OPNAVINST 1700.9 series.  The composition and size ratios shall be in effect 100% of the time. 

5.2.5.8            Continuity of  Care.  The military child care act of 1989 requires a quality program be maintained.  To ensure quality through continuity the service provider shall maintain a staff turnover rate of less than or equal to 30% for base year and all option years.  This turnover rate applies to all CDC staff with direct care giving responsibility.

Performance Measure:  This requirement shall be satisfied by maintaining a 30% or less staff turnover rate annually.             

5.2.6

PROVIDE FAMILY CHILD CARE (FCC) SERVICES.
5.2.6.1

General Requirements.  The service provider shall provide services, programs, and staff for the administration and management necessary to provide and coordinate Family Child Care at Naval Support Activity Mid South (NAVSUPPACT Mid South), Millington, Tennessee, as described herein.  The ratio of FCC certified and in process providers to staff is 30 to 1.  There is an average of 10 family child care on base providers with a total growth potential to 30 FCC providers utilizing the on and off base program.   A Memorandum of Understanding (MOU) currently exists between Naval Support Activity Mid-South and The Tennessee Department of Human Services Child Day Care Section.   If a needs assessment study indicates a future requirement greater than the 30 to 1 ratio a change to this contract will be negotiated.

The purpose of the Family Child Care program is to ensure minimum standards for the care and protection of children away from their homes, to encourage and assist FCC providers, and to expand availability of services for families.

The service provider shall conduct FCC monitoring visits to ensure that the requirements specified in OPNAVINST 1700.9 series are satisfied with regard to the provider's responsibilities for family child care by creating experiences that enhance children's physical, social, emotional and intellectual well-being on a daily basis in a safe, healthy learning environment by managing a well operated, responsive program serving the individual needs of each child in care.  The service provider shall ensure that the FCC provider is responsible for developing parental relationships, providing age-related developmental toys, disciplining through positive methods, maintaining appropriate security for the child(ren) in care, maintaining accurate business and administrative records, and developing and publishing a daily schedule.  

5.2.6.2

PROVIDE OPERATIONAL SUPPORT.
5.2.6.2.1
FCC Program Support.  The service provider shall appoint a director who shall be trained in child development, social work, or a related field.  The director shall be responsible for recruiting, training, monitoring, budgeting and all other aspects of the FCC program. The FCC director position is critical to program operations and when vacant, must be filled within 90 days.

Performance Measure:  The service provider shall verify the credentials, qualifications and educational background of applicants 100% of the time.

5.2.6.2.2
Conduct Monitoring Visits.  The service provider shall ensure that the FCC director and monitors (if applicable) conduct unannounced monthly monitoring visits to assess the FCC provider's ability to work with children, understand children's needs, and provide care in a home environment.  Additionally the director will provide training and technical support to the provider and will verify records to ensure compliance with regulations.  An average of  15 monitoring visits are conducted each month.  The average visit takes one person approximately one hour to complete.  A copy of the director's findings shall be given to the FCC provider for records maintenance and to the COR. The monthly monitoring reports shall be maintained at the Family Child Care Office.

Performance Measure: Evidence of monthly visits shall be provided by the monthly monitoring reports submitted by monitors and the FCC Director, and shall be available 100% of the time.  

5.2.6.2.3
Interview Prospective Applicants.  The service provider shall review prospective applicant information that is submitted on appropriate forms, and shall conduct interviews to determine the suitability and maturity of the applicants to work with children.  Interviews shall include all of the family members of the potential FCC provider and shall be completed not later than receipt of verification of background investigation and health screening.  The FCC director shall make recommendations to the Quality Review Board.  There are an average of six (6) applicants per month.

Performance Measure:  This requirement shall be satisfied by maintaining all applications and interview records for a period of 3 years, in compliance with state, local, and Navy directives, instructions and guidelines.  

5.2.6.2.4
Provide Oversight of Family Child Care Facilities.  The service provider shall ensure that, in cooperation with the Fire Department, Security Department, Housing Office, Preventive Medicine Department, Family Advocacy Representatives, and Navy Counseling and Assistance Center, the FCC Director perform the oversight function for authorized family child care homes to determine their initial and continuing suitability for providing a safe and healthy environment for continued child care.  The details of this requirement are in OPNAVINST 1700.9 series, which specifies that inspections by those departments named shall occur initially, before the FCC provider is approved, and annually thereafter. Each home must successfully pass inspection by the named departments to receive initial certification and subsequent annual recertification.  Currently, there are an average of three (3) homes certified/recertified per month.  Failure to do so may result in denial of initial authorization, denial of annual recertification, or revocation of certification in accordance with OPNAVINST 1700.9 series.  Appeal and reinstatement policies are detailed in the instruction.

Performance Measure: 100% of the homes shall be certified in order to provide care for children.

5.2.6.2.5
Establish and Operate Alternative Child Care Programs.  The service provider shall establish a Resource and Referral program to ensure parents are provided with information and referral services to licensed resources for child care in the community.   Alternative child care providers shall include handicapped, special, infant, and mildly ill, as necessary.  The service provider shall encourage FCC providers to participate the Alternative Child Care Program.  

Performance Measure:  Resource files for providers offering alternate child care shall be available 100% of the time.

5.2.6.2.6
Establish and Support Unique Child Care Services.  The service provider shall encourage the establishment of unique child care services for certain family situations.  These services include routine evening care for child(ren) of patrons who work unusual and/or long hours, or who have occasional mission-related child care needs of as many as (or exceeding) 24 hours.  There is currently only one (1) such  child  in the FCC program.  Particular guidelines are provided for child care under these circumstances (refer to OPNAVINST 1700.9 series).  Care may be provided for children who are mildly ill or to children with disabilities or handicapped conditions, for infants/pre-toddlers (6 weeks to 2 years of age), and for before and after school care.  Where one or more special needs children requiring more than usual care is enrolled, the ratio of adult to child shall not exceed one to three.  In infant/pre-toddler homes, there shall be only one child under the age of 2 months. Additional, detailed requirements for each of these categories are specified in OPNAVINST 1700.9 series.  The FCC director shall maintain documentation to verify the efforts to recruit unique child care providers.  

The service provider shall also ensure unique child care providers maintain a copy of Exceptional Family Member Program letter if applicable.

Performance Measure: This requirement shall be satisfied by unannounced monthly inspection of FCC provider premises to determine 100% compliance with the applicable instructions and documentation requirements and evidence of recruitment of unique child care providers.  The service provider shall also ensure unique child care providers maintain a copy of Exceptional Family Member Program letter if applicable.

5.2.6.2.7
Participate and Coordinate With Parent Advisory Boards and Parents.  Parent Advisory Boards are established and chartered in accordance with OPNAVINST 5420.27 series.  The service provider shall notify FCC parents of the opportunity to participate in the Parent Advisory Board.

Performance Measure: This requirement shall be satisfied by examining the minutes of the Board meetings to substantiate membership and participation.  Examination of FCC records shall indicate methods of notifying FCC parents of date and time of meetings. 

5.2.6.2.8
Maintain Director/Monitor/Caseload Ratios.  The service provider shall adhere to OPNAVINST 1700.9 series guidelines regarding the relationship of director caseload and addition of monitoring staff.  

Performance Measure: The service provider shall ensure compliance with caseload ratios for the FCC director and monitors 100% of the time as per OPNAVINST 1700.9 series.

5.2.6.2.9
Maintain Records for Semi-Annual Report.  The service provider shall maintain all records and statistics to support production of the Semi-annual Report for the Family Child Care Program.  The data shall be provided to the COR not later than prior to day of submission; 06 April and 06 October.

Performance Measure: This requirement shall be satisfied by establishing and maintaining a file containing the records for all children currently enrolled in the FCC program and maintaining them for a period of five years.  Registration cards shall be maintained by the FCC director and provider for three years.

5.2.6.2.10
Maintain Parent's List for Children Currently Enrolled.  The service provider shall maintain current records of the names and telephone numbers of parents whose children are enrolled in the FCC program.

Performance Measure: This requirement shall be satisfied by the inspection of each FCC provider's registration cards to ensure that appropriate current parent information is maintained in the event of emergency 100% of the time.

5.2.6.2.11
Sponsor FCC Participation in USDA Food Programs.  The service provider shall encourage FCC provider participation in the USDA Child and Adult Care Food Program, and provide information regarding buying, handling, storing, and serving food in accordance with USDA guidelines.

Performance Measure: The FCC director shall make monthly unannounced visits to FCC providers' homes during mealtimes to ensure compliance with Health, USDA and applicable guidelines.

5.2.6.2.12
Ensure FCC Provider Insurance Coverage Information.  The service provider shall verify that FCC providers have acquired personal liability insurance in accordance with OPNAVINST 1700.9 series, to protect themselves and the Navy against potential liability claims for negligence that might arise from their operations.  Before issuing certification, the FCC director or designee shall validate the FCC provider's insurance coverage by obtaining written verification from the insurance provider.

Performance Measure: Evidence of current provider insurance shall be on file 100% of the time.

5.2.6.2.13
Ensure Provider Meal Service.  The service provider shall encourage FCC providers to participate in the USDA Child and Adult Food Program.  FCC providers are required to adhere to guidelines in accordance with OPNAVINST 1700.9 series.  The service provider shall ensure food service training sessions are provided per BUMED P5010.

Performance Measure.  This requirement shall be satisfied with unannounced monthly monitoring visits to determine compliance with the USDA guidelines, and by monitoring the individual provider's file to ensure that all FCC providers have received appropriate training.

5.2.6.2.14
Maintain FCC Provider, Direct Cash Payments Files.  The service provider shall maintain FCC (USDA reimbursements meal served) provider files as specified in OPNAVINST 1700.9D and Direct Cash Payments Files as specified in "Child and Adult Food Program Master Agreement", Agreement #D3-47-64169-00-4.  Upon receipt of USDA reimbursement check the service provider shall calculate the reimbursable amount applicable to each FCC provider and forward the correct reimbursable amount in check form to the FCC provider no later than three (3) working days from the receipt of the USDA check.  The service provider shall maintain a record of reimbursement which will be made available to the COR.  

Performance Measure.  Evidence of compliance shall be demonstrated by examination of FCC provider files.  FCC providers USDA reimbursement checks shall be forwarded no later than three (3) working days from receipt of USDA check.  Also USDA reimbursement check breakdown shall be provided to COR within five (5) working days of receipt of check.

5.2.6.2.15
Maintain Children's Files.  The service provider shall ensure that FCC providers maintain and annually update files for children in accordance with OPNAVINST 1700.9 series.

Performance Measure: Evidence of compliance shall be demonstrated by examination of FCC provider files.

5.2.6.2.16
Emergency Procedures.  The FCC provider shall prepare a written plan to respond to emergencies (fire evacuation, serious injury, etc.) and shall maintain current parental information on file in the event of emergency.  Parental information shall be updated as necessary but quarterly as a minimum.

Performance Measure: Emergency Plan provided to and approved by the COR.  Parental information file accurate 100% of the time.

5.2.6.2.17
Maintain Parent Bulletin Board.  The FCC provider shall ensure an informational bulletin board is prominently displayed for all parents concerning services, fees, hours of operation, written menus, written discipline policy, and any other information required by FCC policy.

Performance Measure: Required information displayed 100% of the time.

5.2.6.3

CONDUCT TRAINING.
5.2.6.3.1
Provide Director Annual Training.  The service provider shall ensure the FCC Director receives annual training per OPNAVINST 1700.9 series that is related to child care, family advocacy, child abuse prevention and reporting, administration, program observation, and other subjects related to these positions.  Training is scheduled an average of 12 times per year.

Performance Measure: This requirement shall be satisfied with the offering of training opportunities for these subjects and evidence that the director and monitors have attended and successfully completed these training courses 100% of the time.

5.2.6.3.2
Ensure FCC Provider Training.  The service provider shall ensure that each FCC provider receives a minimum of 20 hours of initial training and 2 hours of training each month as required by OPNAVINST 1700.9 series.  This training shall include the topics specified in OPNAVINST 1700.9 series. The Curriculum and Training Specialist shall maintain the training schedule and individual training plan for each FCC provider.

Performance Measure: This requirement shall be satisfied by examination of records of attendance of training offered to FCC providers. 

5.2.6.3.3
Ensure Provider Insurance Claim Procedures.  The service provider shall ensure that FCC providers are aware of procedures for filing insurance claims in accordance with OPNAVINST 1700.9 series.

Performance Measure: This requirement shall be satisfied by ensuring that the FCC provider is aware of insurance claim procedures in the event that a claim must be filed, by examination of training records.

5.2.6.3.4
Ensure Proper Provider Health and Safety Training.  The service provider shall ensure ongoing training in food service preparation and handling to parents and FCC providers with regard to storage and preparation of food brought from the child(ren)'s home, nutritionally appropriate meals and snacks, and posting of menus.  The service provider shall ensure compliance with guidelines regarding animals in the home, and proper notification of parents regarding these animals.  The service provider shall ensure that proper diapering procedures and universal sanitation precautions are taught to the FCC provider. The administration of medications, maintenance of sleeping facilities, a status of toys, and proper storage of cleaning supplies shall be enforced in accordance with OPNAVINST 1700.9 series.

Performance Measure: Guidelines are enforced by frequent FCC director or FCC monitor unannounced monthly inspections, and by evidence that the FCC provider have attended training in compliance with OPNAVINST 1700.9 series.

5.2.6.4

MAINTAIN PROGRAM STANDARDS.
5.2.6.4.1
Certification/Recertification of Homes.  The service provider shall notify Preventive Medicine, Safety and Fire Department of the need to inspect a home for certification or re-certification in accordance with OPNAVINST 1700.9 series.  The service provider shall follow up with own inspection and compile other information such as background checks and family interviews.  These reports are presented to the Quality Review Board which is made up of: The Family Services Director or representative, the Family Advocacy Representative, Safety, Fire, Housing, Preventive Medicine, Security, the FCC Director and COR.  Prior to presentation to the QRB the service provider shall forward the reports to the COR who will determine if a QRB meeting or a "walk-through" is required.  The Quality Review Board shall meet quarterly but a meeting may be called any time there is a need to discuss a problem, possible disqualification, certification, or re-certification.  Recommendation for approval is forwarded from the board to the COR.  

Performance Measure.  In no case is certification or re-certification delayed by service provider performance.  Folders and minutes provided to the COR shall be accurate 100% of the time. 

5.2.6.4.2
Ensure Compliance with Criminal Background Investigation Procedures.  As previously stated in paragraph 5.2.5.1.

5.2.6.4.3
Ensure Provider Certification and Health Requirements.  The service provider shall ensure that FCC providers meet the minimum certification requirements specified in accordance with OPNAVINST 1700.9 series.  Additionally, the FCC provider and the FCC provider's family members residing in the home must undergo the same health screening process and immunization process as required for CDC employees, and those records shall be maintained in FCC director or monitor files.  The FCC provider's family members residing in the home are required to have immunizations and TB tests.  This information also shall be maintained in individual personal files that are maintained by the service provider.

Performance Measure: This requirement shall be satisfied by verifying age, and by obtaining verification of immunization and health screening records to determine compliance with health requirements 100% of the time.  

5.2.6.4.4
Ensure Proper FCC Provider Home Identification.  The service provider shall ensure proper identification of FCC provider homes by monitoring the display of the FCC provider's certification and window emblem.

Performance Measure: The service provider shall ensure that only those FCC providers that hold current certification display the FCC provider window emblem by verifying this information during the monthly inspection and by verifying that information with FCC records.

5.2.6.4.6
Ensure Adherence to Fire and Safety Standards.  The service provider shall ensure adherence to guidelines regarding Fire and Safety requirements for FCC provider's homes, and shall ensure that FCC providers adhere to guidelines regarding fire and safety monthly evacuation drills with children, and ensure FCC provider respond in a timely manner to Fire and Safety inspection deficiencies.  Additionally, all fire and safety guidelines regarding electrical, physical, handicapped accessibility, heat and hot water, clear glass, toxic materials, and other physical hazards shall be enforced in accordance with OPNAVINST 1700.9 series.  Mobile homes shall comply with the specific guidelines for their occupancy and use as specified in OPNAVINST 1700.9 series.   Compliance is required in remedying deficiencies with the consequence that subsequent inspection finding the same deficiency may result in revocation of certification.

Performance Measure: Guidelines are enforced by frequent FCC director and FCC monitor unannounced inspections, and by unannounced Fire and Safety inspections on a regular basis.  Documentation shall be available for unannounced inspections 100% of the time.  The FCC provider's documentation of monthly fire drills must be available on file 100% of the time.

5.2.6.4.7
Ensure Adherence to Health Standards.  The service provider shall ensure the FCC provider's adherence to health and safety guidelines as specified in OPNAVINST 1700.9 series.  

Performance Measure: Guidelines shall be enforced 100% of the time by frequent FCC Director unannounced inspections.

5.2.6.4.8
Maintain Group Size Requirements.  The service provider shall ensure proper group size by age group in each FCC provider's home as per OPNAVINST 1700.9 series.

Performance Measure.  Evidence shall be available from the unannounced monthly inspection reports that verifies that the service provider has provided inspection of FCC provider homes as specified by OPNAVINST 1700.9 series.

5.2.6.4.9
Maintain Indoor and Outdoor Space Requirements.  The service provider shall ensure that there is adequate floor space in the provider's home for the number of children receiving care.  Outdoor space requires child safe fencing in compliance with base housing requirements.  The OPNAVINST 1700.9 series guidelines for outdoor play areas shall be followed with regard to health and safety.

Performance Measure: This requirement shall be satisfied by unannounced monthly inspection of FCC provider homes to ensure compliance with indoor and outdoor space in accordance with OPNAVINST 1700.9 series.

SECTION C-6

APPLICABLE DIRECTIVES/REFERENCES

The government will provide a copy of all directives and publications listed below at the commencement of services.  Changes received from higher authority will be provided to the service provider by the COR.  Upon receipt from the COR the service provider shall insert the change (i.e. pen and ink, page change) and comply with the change immediately.  Changes requiring additional resources on the part of the service provider shall be negotiated in accordance with the changes clause.  Offerors are encouraged to review the listed publications.  Publications will be available in the Administrative section of FSC and the MWR Departments.  Offerors shall make appointments with the FSC and CDC Directors for review.

GENERAL FSC

DODINST 1342.22, Family Centers, 30DEC92

DODINST 5220.22-M, National Industrial Security Program, JAN95

SECDEF MEMO, DOD Policy Statement on Military Families, 15JAN88

SECNAVINST 1754.1, Department of the Navy Family Service Center Program, 12JUN84

SECNAVINST 1754.4, Department of the Navy Family Policy and Support System, 29DEC89

SECNAVINST 5210.11D, Standard Subject Identification Codes, 2 Oct87

SECNAVINST 5211.5D, Department of the Navy Privacy Act (PA) Program, 17JUL92

SECNAVINST 5216.5D, Department of the Navy Correspondence Manual, 29AUG96

SECNAVINST 5510.35, Nuclear Weapons Personnel Reliability Program (PRP), 10SEP96

SECNAVINST 5720.42E, DON Freedom of Information Act, 5JUN91

SECNAVINST 5820.8A, Release of Official Information for Litigation Purposes And Testimony by Department of the Navy (DON) Personnel, 27AUG91

OPNAVINST 1700.12A, U.S. Navy Quality of Life Policy Board, 29NOV95

OPNAVINST 1754.1A, Family Service Center Program, 8AUG85

OPNAVNOTE 5211, Navy Privacy Act (PA) Systems of Records' Notices, 11DEC96

CNO ltr 1754 Ser 156/A7D4 dtd 11 May89, Guidance Memorandum:  Family Service Center Staff Training, Confidentiality and Referral Procedures

JFTR, Joint Federal Travel Regulations Volumes I & II

NTP-3, Naval Telecommunications Procedures Manual

EXCEPTIONAL FAMILY MEMBER PROGRAM (EFM)

PL 94-142, Education for all Handicapped Children Act of 1975, as amended

PL 99-457, Historical Overview of the Provisions:  The Education of the Handicapped Act Amendments of 1986

PL 102-119, Individuals with Disabilities Education Act Amendments of 1991

DODINST 1010.13, Provision of the Medical Related Services to Children Receiving or Eligible to Receive Special Education in DOD Dependents Schools Outside the United States, 28AUG86

DODINST 1342.12, Education of Handicapped Children in the DOD Dependents Schools, 17DEC81

SECNAVINST 1754.5, Exceptional Family Member Program, 17AUG90

OPNAVINST 1300.14B, Refer to RAP Section

ONAVINST 1754.2A, Exceptional Family Member Program, 7SEP93

NAVADMIN 060/95, Subj:  Exceptional Family Member Program Update, 201948ZMAR95

BUMEDNOTE 1300, Suitability for Overseas and Remote Locations, 1MAR93

VOLUNTEER SERVICES

TITLE 10, USC 1588, (Voluntary Services)

DOD Directive 1400.33 (Refer to SEAP Section)

OMBUDSMAN PROGRAM

OPNAVINST 1750.1D, Navy Family Ombudsman Program, 27JUN94

NAVY FAMILY OMBUDSMAN PROGRAM MANUAL, SEPT 94

COUNSELING

18 USC 1512 (Victim Witness Issues)

PL 101-647, Crime Control Act of 1990, 29NOV90

DODINST 1342.19, Family Care Plans, 13JUL92

DODINST 1402.5, Criminal History Background Checks on Individuals in Child Care Services, 19JAN93

DOD DIRECTIVE 6400.1, Mental Health Evaluations of Members of the Armed Forces, 14SEP93

SECNAVINST 6320.23, Credentials Review and Clinical Privileging of Health Care Providers, 7FEB90

SECNAVINST 6320.24, Mental Health Evaluations of Members of the Armed Forces, 14DEC94

SECNAVINST 6401.2A, Licensure and Certification of Health Care Providers, 31JAN89

SECNAVINST 1754.7 Credentials Review and Clinical Privileging of Clinical Practitioners/Providers in Department of the Navy (DON) Family Service Centers, 1FEB99

SECNAV NOTICE 1754, Counseling Services in the Department of the Navy Family Service Centers, JAN92

OPNAVINST 1740.4A, U.S. Navy Family Care Policy, 17DEC96

OPNAVINST 6320.4A, Credentialing of Health Care Providers, 18AUG96

BUMEDINST 6320.66A, Credentials Review and Privileging Program, 9SEP91

NAVMEDCOMINST 6320.67, Adverse Privileging Actions, Peer Review Panel Procedures, and Health Care Provider Reporting, 23APR90

NAVMILPERSCOM ltr 1754 Ser N6613/A0571 dtd 23MAY88, Policy Statement on Credentialing of Family Service Center Counselors

PERS-6 ltr 6400 Ser 661D/01462 of 30NOV94, Subj:  Access to Family Service Center Client Records

FAMILY ADVOCACY PROGRAM

PL 102-295, Child Abuse, Domestic Violence, Adoption, and Family Services Act of 1993, DEC93

PL 103-209, National Child Protection Act of 1993, DEC93

PL 103-337, Sect 535, Dependents of Members Separated for Dependent Abuse; Transitional Compensation; Commissary and Exchange Benefits

DODINST 1342.24, Transitional Compensation for Abuse Dependents, 23MAY95

DODINST 6400.2, Child and Spouse Abuse Report, 10JUL87

DODINST 6400.3, Family Advocacy Command Assistance Team, 3FEB89

DOD DIRECTIVE 6400.1, Family Advocacy Program (FAP), 23JUN92

DOD DIRECTIVE 6400.1-M, Family Advocacy Program Standards and Self-Assessment Tool

SECNAVINST 1752.3A, Family Advocacy Program (FAP), 11SEP95

OPNAVINST 1752.2A, Family Advocacy Program (FAP), 17JUL96

NAVADMIN 193/96, Family Advocacy Program 002148ZAUG96

BUMED ltr 1752 Ser 343/4U813167 of 13JAN95, Subj:  Retirement of Family Advocacy Records

RELOCATION ASSISTANCE PROGRAM (RAP)

PL 101-189, DOD Authorization Act for FY 90 and 91, Sect 661, 29NOV89

ASD Report 21MAR91, Relocation Assistance Program Annual Report to Congress

DODINST 1338.19, Relocation Assistance Programs, 15JUN90

SECNAVINST 1754.6, Relocation Assistance Programs for Department of the Navy Military Personnel, 14FEB91

OPNAVINST 1300.14B, Suitability Screening for Overseas and Remote Duty Assignments, 25JUL95

OPNAVINST 1740.3, Navy Sponsor Program, 1MAR82

OPNAVINST 5352.1, Overseas Duty Support Program (ODSP), 28OCT80 (with 1985 Change Transmittal 1)

OPNAVINST 11104.1, Planning and Programming for Provision of Support Services to Navy Housing Areas Remotely Located from Naval Activities, 20APR82

MOU btwn PERS-6 and NAVFAC, Purpose:  To define the duties and responsibilities with respect to the management of the Navy's Relocation Assistance Program (RAP), signed FEB/MAR93

TRANSITION ASSISTANCE MANAGEMENT PROGRAM (TAMP)

PL 101-510, National Defense Authorization Act for Fiscal Year 1991 (NOTAL)

PL 102-482, National Defense Authorization Act for Fiscal Year 1993, C. 4431

PL 103-337, Transition Assistance Program Highlights

DODINST 1332.35, Transition Assistance for Military Personnel, 9DEC93

DODINST 1332.36, Pre-separation Counseling for Military Personnel, 9DEC93

DODINST 1332.37, Program to Encourage Public and Community Service Employment, 29JUN94

ASD Memo, Subj:  Continued Health Care Benefit Program (CHCBP), 16NOV94

ASD Memo Subj:  Transition Assistance – Action Memorandum, 10FEB94

OPNAVINST 1900.2, Transition Assistance Management Program, 30AUG93

PERS-6 ltr 1754 Ser 662D/045 of 20SEP91, Subj:  Defense Outplacement Referral System (DORS) and Transition Bulletin Board

SPOUSE EMPLOYMENT ASSISTANCE PROGRAM (SEAP)

TITLE 37 USC 406 (equates to PL 99-661)

PL 99-145, DOD Authorization Act, 1985, Sect 806, "Employment Opportunities for Military Spouses"

Executive Order 12721, Eligibility of Overseas Employees for Noncompetitive Appointments

DODINST 1404.12, Employment of Spouses of Active Duty Military Members Stationed Worldwide, 12JAN89

DOD DIRECTIVE 1400.33, Employment and Volunteer Work of Spouses of Military Personnel, 10FEB88

SECNAVINST 5300.31, Employment of Spouses of Active Duty

SECNAVINST 12310.7A, Military Spouse Employment Preference, 13MAR90

PERSONAL FINANCIAL MANAGEMENT (PFM)

OPNAVINST 1740.5, Personal Financial Management Education, Training, and Counseling Program, 6NOV90

PERS-66 ltr 1650 Ser 661C/034 of 3FEB95, Subj:  Involuntary Allotments for Judgment Debts

SEXUAL ASSAULT VICTIM INTERVENTION

NAVOP 006/95, Sexual Assault Victim Intervention (SAVI) Program 152203ZFEB95

NAVADMIN 061/95, Sexual Assault – Rape Data Collection 202000ZMAR95

SECNAVINST 1752.4, Sexual Assault Prevention and Response, 2JUL96

OPNAVINST 1752.1A, Sexual Assault Victim Intervention (SAVI) Program, 23MAR98

PACADMIN 019/95, Rape and Sexual Assault (RASA) Data Collection, 072233ZMAY95

MOBILIZATION

OPNAVINST 3440.16C, Navy Civil Emergency Management Program, 10MAR95

VICTIM AND WITNESS ASSISTANCE

DODINST 1030.2, Victim and Witness Assistance Procedures, 23DEC94

DOD DIRECTIVE 1030.1, Victim and Witness Assistance, 23NOV94

SECNAVINST 5800.11A, Victim and Witness Assistance Program, 16JUN95

PERS-6 ltr 1752 Ser 06/00213 of 24FEB94, Subj:  Victim and Witness Assistance Program

CHILD DEVELOPMENT CENTER

SECNAVINST 1700.2, Operation of Morale, Welfare and Recreation Activities

BUPERSINST 1700.11B, Navy Recreation Program Operational Policies

OPNAVINST 1700.9D, Child Development Program

NAVSUPPACTMFSINST 1754.2A, Family Child Care

NAVSUPPACTMFSINST 1750.1A, Child Development Center

NAVSUPPACTMFSINST 1710.5, Authorized Morale, Welfare and Recreation Department Patrons

RESOP 1754.1K, Morale, Welfare and Recreation Department Standard Operation Procedures for the Child Development Center

RESOP 1750.1A, Morale, Welfare and Recreation Department Standard Operation Procedures for the Child Development Center
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FSC PERSONNEL QUALIFICATIONS

Personnel Qualifications.  For all personnel listed below, familiarity with issues specifically related to the military lifestyle is desirable.

Chief of Services - shall possess:  a Master’s degree or doctorate in Social Work or related field; a current, valid, and renewable state clinical license which permits the Chief of Services to function as an independent health practitioner; a minimum of four (4) years supervisory experience in a social services setting which provides mental health service and life skills programs; and familiarity with the impact of lifestyle and community stressors on personal and family well being.

As stated in SECNAVINST 1754.7 Clinical Practitioners must meet the following requirements:

State license or state certification that provides legal authority to provide clinical services as an independent practitioner

When the state licensing or certification requirements include a written examination, candidates for privileging, must have achieved a passing score on that examination.

Possess at least a masters degree in one of following clinical fields:

· Marriage and Family Therapy from a program accredited by Commission on Accreditation for Marriage and Family Therapy Education or an equivalent degree or

· Social Work from a school accredited by CSEE or an equivalent degree or

· Psychology from a doctoral program approved by APA or an equivalent degree and

Have engaged in 2 years (which includes at least 2000 hours) full-time, post-masters supervised clinical experience.

The clinical practitioner who is eligible to provide clinical supervision shall meet the following requirements:

· All criteria required for a clinical practitioner, and

· Two years post licensure (which includes at least 2000 hours post licensure or 4000 hours post graduate degree), full time clinical experience in a clinical setting.

When counseling services are provided primarily to offenders and/or victims of domestic violence, a minimum of three years of specialized experience in domestic violence is required.

Each clinical Practitioner/Supervisor shall prominently display their license(s) in the their offices.

Clinical Interns.  The service provider may use pre-degree clinical interns, registered in a graduate program from an accredited institution in Social Work, to provide counseling services upon the approval of the COR.  The number of interns shall not exceed one full time intern during the school year.  Clinical interns shall portray themselves as interns, not as licensed clinicians.  For each intern, the service provider shall maintain an IPF and have the following in place:

A contract/written agreement which outlines the responsibilities of the service provider, the student, and the institution.

Proof of registration with the appropriate licensing board for the student’s discipline.

A supervision plan which provides a licensed/independent practitioner as the supervisor and a level of supervision which meets the institution  requirements.

Documentation of on-going supervisory reviews of each case carried by an intern.

Documentation of training which assists interns with job performance and adherence to requirements within the FSC and the counseling division.

Letters of evaluation which are forwarded to the institution for the intern.

Documentation  of liability insurance carried by the intern or the institution at the levels specified in this contract.
The service provider shall, within 30 days of employment, or upon request, submit accurate and fully completed applications for clinical privileging to the Bureau of Naval Personnel or their designee.  The service provider shall provide any and all clarifications and/or other information/documentation as required by the privileging authority.  Counselors who are determined to be ineligible for clinical privileges, shall have all their work supervised by a clinically privileged supervisor and shall submit, for approval, a plan to correct all deficiencies within one year of the date of employment to the Contracting Officer via the Contracting Officer's Representative (COR).  If clinical privileges cannot be obtained within one year of the date of employment, the counselor shall be terminated by the service provider.

Educator (s) - shall have either a Bachelor's degree in education, human/social services, or a related field, or at least 3 years experience providing training or education services to small and large groups (10 - 500) and demonstrated effective presentation and facilitator skills; proven knowledge in researching, developing and implementing lesson plans.  Must be thoroughly familiar designing marketing materials, flyers, pamphlets etc.  Must be able to produce an extensive SOP on all programs, training and briefings.  "Educator" is defined as non-Counselor personnel who will provide workshops and briefings. 

All Direct Customer Service Providers shall have a minimum of one year demonstrated experience in interviewing customers, accurately assessing crisis situations, making appropriate referrals, and handling a high volume of diverse customer requests.  "Direct Customer Service Provider" is defined as NFSC employees who answer phones, receive walk-in customers, and/or provide individual customer assistance to include interviewing and guidance on how to utilize self-help resources.

All  employees shall have working knowledge and skill in use of microcomputers and automated resources and familiarity with word processing, communication, spreadsheet, and database software.

Each mental health practitioner (clinical supervisor(s) and counselor(s)) shall be covered by professional liability insurance in the amount required by law but a minimum of $1,000,000.00 per claim per person and a $1,000,000.00 annual aggregate per person.

Service provider Employees.  The service provider shall not employ any person for work on this contract if such employee is identified to the service provider by the Contracting Officer as a potential threat to the health, safety, security, general well being or operational mission of the installation and its population.

Criminal History Background Check (CHBC).  Service provider clinical counselors and service provider personnel providing services to children are subject to the Crime Control Act of 1990 (Public Law 101647, as amended by Public Law 102-190, dated 12-91), and will submit to criminal history background checks in accordance with DoD Instruction 1402.5 (series).  The service provider shall schedule the CHBC so that it is completed within 90 days of starting work to include an FBI Fingerprint Check, checks of State Criminal History Repositories in each state where the employee has lived for the past five years, and an installation records check (IRC) if the prospective employee is a military member, military family member, or has worked or lived on a military installation within 5 years.  The service provider shall pay for the background checks with the exception of the IRC which shall be performed by local installation personnel.

Within the 90 day period, any services to children shall be provided within line of sight supervision of another person who has completed the required checks.

The service provider representative at each FSC will receive and document the results of the CHBC, and forward original results to the Contracting Officer's Representative (COR).  A copy of the CHBC shall be filed in service provider employee personnel records 

A derogatory report would include, but not be limited to, the following applicable crimes: any conviction for a sex crime, a violent crime, offenses involving children as victims or a substance abuse felony.  The COR will be consulted on any questionable findings.

Service provider personnel shall be advised of proposed disciplinary action, decertification, or refusal to hire if disqualifying derogatory information is contained in a suitability investigation.  The individual may obtain a copy of the Criminal History Background Report and has the right to challenge the accuracy and completeness of any information contained in the report through the privacy program described in DoD Instruction 5400.11-12.

The service provider shall not employ any person who is an employee of the US Government if employing that person would create a conflict of interest.  Additionally, the service provider shall not employ any person who is an employee of the Department of the Navy unless such person seeks and receives approval according to the appropriate ethics regulations.  The service provider is cautioned that off-duty active duty military personnel hired under this contract may be subject to permanent change of station, change of duty hours, or deployment.  Military Reservists and National Guard members may be subject to recall to active duty. 

Service provider personnel shall conform to standards of conduct and code of ethics which are consistent with those applying to Government employees and which are outlined in U.S. Navy directives.

Service provider personnel shall not make any referrals to individual mental health or other service providers or civilian mental health or other organizations which might result in a financial burden to the client or which could reasonably be expected to create the appearance of private gain for the service provider or any member of the contract staff; or which might suggest any form of favoritism or preferential treatment to any person or entity.

The service provider shall report all allegations of misconduct or impairment of health practitioners immediately to the COR.  Upon receiving allegations of professional impairment or misconduct by a health practitioner, the COR may at his/her discretion impose a privileging abeyance.  The COR then decides whether the practitioner may have their privileging reinstated after remedial actions are taken, or whether their privileging is to be permanently revoked.  A contract health practitioner may have his/her privileging permanently revoked without a privileging abeyance at the discretion of the COR.

The service provider shall, by close of business the next working day following a report of alleged problem(s), report to the COR information regarding the alleged or confirmed misconduct of any contract staff.  Misconduct is suspected when any of the following behaviors are alleged or confirmed, whichever comes first.

Fraud or misrepresentation involving application for enlistment or commission into naval service that results in discharge from the Navy.

Fraud or misrepresentation involving any application for any contract for professional employment, clinical privileges, or extension of service obligation.

Proof of cheating on a professional qualifying examination.

Abrogation of professional responsibility through any of the following actions:

Deliberately making false or misleading statements to patients/clients as regards clinical skills or clinical privileges.

Willfully or negligently violating the confidentiality between the practitioner and patient except as required by civilian or military law.

Drug abuse.

Being found impaired by reason of alcohol abuse or alcoholism.

Commission of an act of sexual abuse or exploitation.

Possessing or using any drug legally classified as a controlled substance, as defined by 21 USC 811 81 seq. as updated and republished under the provisions of that section in the Code of Federal Regulations, for other than acceptable therapeutic purposes.

Failure to report to the privileging authority any disciplinary action taken by professional or governmental organization reportable under this instruction.

Failure to report to the privileging authority any professional sanction taken by a civilian licensing agency or health care facility.

Commission of any misdemeanor, during contract employment, that is punishable by a fine of over $1,000.00 or confinement for over 30 days.

Offenses designated as felonies by the jurisdictions in which the alleged offense occurred.

Offenses punishable by confinement or imprisonment for more than 365 days under 10 USC 801 through 940.

Receiving compensation for treatment of patients eligible for care in DoD facilities, or via CHAMPUS.

Any contract staff member who develops a personal relationship with or provides or exchanges any private services with active duty military and family members receiving services at the FSC.

Knowledge of applicable directives listed in Section C-6 are required for all supervisory service provider personnel prior to completion of contract phase-in.  All other staff shall acquire familiarity within the first two weeks of the contract or within the first two weeks of employment in support of this contract.

Service provider staff shall be familiar with Naval terminology and customs.  The service provider shall provide training to contract staff within 30 days of beginning job responsibilities at the FSC.  Contract staff will be able to address Naval personnel by their official rank; explain the concept of chain of command, explain the FSC chain of command, understand and explain the differences between surface, air, and submarine commands, and understand general terminology specific to the Navy.  The service provider shall also coordinate "Familiarization Training for Civilians in Customer Service Organizations" in accordance with NAVSUPPACTMFSINST 12410. 1 at a frequency to be determined by the COR.

The service provider shall provide orientation to all new contract staff members, within 30 days of the employees beginning work, on operations, policy, regulations and programming at the FSCs to include confidentiality, standards of conduct, safety, and the specifications of this contract.

Service provider personnel shall present a neat, clean and professional appearance as generally observed in a counseling setting.

Service provider personnel shall be fluent in both written and spoken English.

Service provider shall adhere to the Navy's policy of smoking in designated outdoor locations exclusively.

Contract health practitioners shall adhere to the standards of professional conduct prescribed by their particular discipline and licensing board.  Contract health practitioners shall not deny clients services based upon religious doctrine, personal preference, ethnic background or appearance.  The values and beliefs of the contract health practitioners or the service provider shall not influence the alternatives offered to clients.

Service provider personnel shall not make anti-military comments and/or present such attitudes as witness by an overt demonstration of contempt.  Such behavior will not be tolerated among service provider personnel for they destroy credibility and trust with the clients to be served and are divisive.

The service provider shall provide a roster of service provider personnel employees under this contract to the Contracting Officer Representative (COR) not later than the contract start date.  The roster shall include employee name, social security number, position title, home address and phone numbers.  The roster shall be updated and forwarded to the COR as changes occur.

TECHNICAL ATTACHMENT

J-C 1.15

FAMILY SERVICE CENTER/CHILD DEVELOPMENT CENTER

OVERTIME/COMPENSATORY TIME

FY-98 TO DATE

	MONTH
	FSC
	CDC

	SEP 97
	15
	0

	OCT 97
	10.5
	0

	NOV 97
	48
	0

	DEC 97
	13.5
	0

	JAN 98
	12
	0

	FEB 98
	24.5
	0

	MAR 98
	7
	0

	APR 98
	34.5
	0

	MAY 98
	54.5
	0

	JUN 98
	11.5
	0

	TOTAL
	231*
	0


* ALL COMPENSATORY TIME             (SOURCE: RMD)
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ACCREDITATION STANDARDS
12000.  NEEDS ASSESSMENT

12010.  Needs of all customers are assessed biennially using the standardized assessment instrument.  

Key Indicator:  Summary data is available from previous Needs Assessments.

12020.  Informal Needs Assessment data is collected, analyzed and incorporated into the customer service improvement process.

Key Indicator:  Analysis and interviews with staff indicate the collection of needs assessment data for customer service improvement.  Data such as customer feedback forms, training evaluations, minutes from customer focus groups, and service request forms are available.

12030.  Results of Needs Assessments are analyzed, consolidated, and presented in a format usable by FSC staff to plan programs, obtain resources and prepare reports.  

Key Indicator:  Needs Assessment Summary Report clearly summarizes client population and needs.  Interviews with staff indicate summary report is used in guiding their activities.

12040.  FSC programs and services are offered at times, days and locations which are consistent with client needs, based on local and regular Needs Assessment surveys.  Hours of operation are consistent with expressed needs of FSC clients.

Key Indicator:  Review formal and on-going Needs Assessment documents, programs and service schedules.

13000.  STRATEGIC PLANNING

13010.  FSC holds a Strategic Planning Conference at least annually with all FSC personnel in attendance.  

Key Indicator:  Records of meetings indicate Strategic Planning Conference is held annually and available personnel are in attendance.

13020.  All FSC Needs Assessment data is incorporated into the Strategic Planning process to determine which programs, services and products are offered by the FSC.  The Strategic Plan reflects command and client priorities.

Key Indicator:  Formal and information needs assessment data is compiled and incorporated into strategic planning.  Interviews with Director, Deputy and CO indicate the Strategic Plan reflects command/client needs and priorities.

14000.  TOTAL QUALITY LEADERSHIP (TQL)

14010.  All FSC staff are trained in the basic TQL concepts of continuous process improvement.  

Key Indicator:  Staff training records reflect TQL training for all personnel.

14020.  FSC participates in the Installation's TQL efforts.

Key Indicator:  Installation PAT and/or QMB roster, record of meeting attendance,  include FSC staff as active members.

14030.  TQL processes are implemented within the FSC.

Key Indicator:  Process teams are used within the FSC.

15000.  COMMUNITY QUALITY OF LIFE (QOL) COORDINATION

15010.  FSC participates in installation/regional coordinating committees on QOL issues.  

Key Indicator:  Installation/regional records of QOL meetings indicate key FSC staff are active members of local QOL committees.  Ombudsmen and/or other client representatives are included in QOL boards and committees.

15020.  FSC maintains a cooperative, and collaborative relationship with military and civilian agencies for the purpose of identifying needs, sharing and updating information, planning programs, assisting in providing services, marketing programs and evaluating program effectiveness.  Examples of agencies are listed in FSC Management Desk Guide (Volume II).

Key Indicator:  Records of meetings, correspondence, etc., indicate FSC is involved in joint efforts to provide and coordinate services and that FSC staff meet regularly with key points at local agencies.

15030.  When an agency relationship is complex (e.g., sharing of resources), a written Memorandum of Understanding (MOU), Standard Operating Procedure (SOP), or instruction shall be established.

Key Indicator:  Signed/dated MOUs, SOPs, instructions are on file at the FSC.  Examples:  MOUs with Child Protective Services, emergency shelters, police, Red Cross, base security, DOL, local state Employment Commission, local VA, etc.  Records of meeting/ correspondence indicate the staff participates in development of local, regional instructions for FAP, Relocation, etc.

16000.  COMMAND CONSULTATION AND SUPPORT

16010.  To maximize customer service, satisfaction, and marketing efforts, a working relationship is established with each command through a command representative program.

Key Indicators:  FSC has compiled a list of commands served which includes the following:

· Operational schedule;

· Mission and needs;

· Environment;

· Number and type of personnel assigned;

· Mailing address, phone numbers, and command's location;

· Names of key command point of contracts.

FSC clearly demonstrates a command representation program is in place.  Records of regular meetings, correspondence, phone calls with POCs, etc., show FSC maintains on-going contract with the commands served.  Focus groups or interviews indicate FSC is actively providing support to commands.

21000.  POLICIES, GUIDANCE AND COMPLIANCE

21010.  The FSC maintains a well organized, centrally located library of current governing policies, directives and Desk Guides.  Included are all policies/instructions listed in the FSC Desk Guide Volume I (NAVPERS 15568 and in Appendix A to the FSC Quality Standards and applicable local instructions.  

Key Indicator:  FSC library contains all documents listed in the Desk Guide Volume I and Appendix A.  All staff can readily retrieve documents from the library upon request.

21020.  All FSC staff members have a working knowledge of governing instructions and policies.  They maintain copies of policies and desk guides which are relevant to their job performance requirements.

Key Indicator:  Staff orientation material includes an overview of relevant policies.  Staff can readily locate and have easy access to pertinent policies and desk guides.  Staff are able to answer questions regarding their relevant instructions.

24030.  All staff who require credentialing and licensure have current credentials per BUPERS guidance on credentialing of FSC counselors.  

Key Indicator:  Counselor credentials and certifications comply with requirements stated in current credentialing/privileging policy.  Review uncredentialed counselors' plans and progress towards credentialing/licensure to ensure time restrictions are met.

24050.  Equitable workloads are assigned to ensure full use of staff capabilities and to complete work requirements.  

Key Indicator:  Caseload records and other task assignment documentation show that work loads are assigned according to the nature and difficulty to assignment; work and time necessary to serve each client or complete each task; and other responsibilities which may be assigned.

24060.  Staff assigned supervisory responsibility are provided sufficient time to hold supervisory conferences and to carry out their evaluation and training responsibilities.

Key Indicator:  Interviews with supervisory staff indicate sufficient time is provided to carry out these responsibilities.

24070.  Staff achievements and performance problems and actions taken are documented as required per civilian/military personnel policies.

Key Indicator:  Personnel files and interviews with Director, Deputy indicate staff achievements are formally and informally recognized.  Actions taken to resolve performance problems are documented.

24090.  The FSC maintains a system of personnel records for all employees and those volunteers with management and direct service responsibility.

Key Indicator:  Personnel records exist for all employees and volunteer staff with management and direct-service responsibility.

24120.  Per DoDINST 402.5 dated 19 January 1993, all FSC staff, including contractor staff, involved with the provision of services to children have received a criminal history background check as a condition of employment.  An installation record check is conducted on all applicants who are family members of an active duty member or a DoD civilian overseas.

Key Indicator:  Staff personnel records include verification of appropriate background checks.  All applications and forms have been submitted to the appropriate agency and are being tracked by the FSC.

24130.  The work climate is free of discrimination or harassment of any sort.  Staff receive training on working with culturally diverse peers and clients.  Staff are informed of procedures for addressing EEO grievances.  All FSC programs and services are provided in a culturally and ethnically sensitive manner.  

Key Indicators:  EEO records & staff/clients' perceptions indicate that discrimination and/or harassment practices do not exist at the FSC.  Training records indicate that staff have been trained to serve culturally diverse individuals/groups.

24140.  The FSC attempts to maintain a staff with cultural and ethnic diversity similar to that of the client population.

Key Indicator:  Hiring records indicate that management conducted outreach to get diverse candidates so as to have a culturally and ethnically diverse pool from which to hire.

25000.  TRAINING

25010.  All FSC staff receive training in the following areas:

· FSC/Navy orientation;

· FSC administrative procedures (e.g., leave requests, TAD, etc.);

· Standards of Conduct (Navy and FSC expectations and requirements);

· Crisis intervention protocols and FSC client confidentiality requirements;

· SOPs which are relevant to their positions;

· Information and Referral procedures and telephone etiquette;

· Job performance and Quality Standards;

· Sexual harassment; and

· Equal Employment Opportunity (EEO)

Key Indicator:  Training records indicate all staff have received training in the above areas.

25020.  FSC personnel are provided on-the-job training, in-service training (e.g., guest speaker at FSC staff and All Hands meetings, Field Visits), and the opportunity to attend appropriate conferences including national and regional FSC training/conferences.

Key Indicator:  Training records indicate that appropriate job training is being provided and that Director and/or Deputy attend annual FSC Management Training provided by PERS-66.

26000.  MARKETING

26010.  FSC informs the community about its services to increase user awareness.  

Key Indicator:  Signs clearly identify location of FSC.  FSC appears on base maps and in telephone directories.  New personnel are advised of FSC programs.  Media information is timely, accurate, and target appropriate.

26020.  FSC has a marketing plan which incorporates Strategic Planning Goals and Needs Assessment Data, and covers each program and service provided by the FSC. 

Key Indicator:  FSC Marketing Plan includes consideration of the following decisions for each FSC program and service:  1) Target market, 2) Message the FSC wants to convey, 3) Media choices (e.g., print, radio, TV, briefings, etc.), 4) Frequency of each proposed marketing activity, and 5) Ability of FSC to meet the demands.

26030.  All FSC staff understand their role in public relations and promoting a positive image.  Staff exchange and disseminate information with other civilian and military community agencies.

Key Indicator:  Staff orientation procedures cover the staff role in marketing FSC services.  Materials on FSC services/programs are readily available throughout the installation and community.  

26040.  FSC analyzes media preference data from all program evaluation forms, determines media most effective in reaching desired target population, and uses those media in future marketing efforts.

Key Indicator:  Evaluation summary sheets and marketing plans include analysis of customer media preference data.

27000.  MANAGEMENT INFORMATION SYSTEM (MIS)/AUTOMATED DATA PROCESSING (ADP)

27020.  FSC has a designated trained ADP/QOLMIS-66 System Administrator on staff whose responsibility is to ensure proper:

· Installation of ADP/QOLMIS-66 hardware and software;

· Performance of routine system preventative maintenance procedures described in the QOLMIS-66 User's Manual;

· Routine trouble-shooting of system problems using the PERS-66 ADP Trouble Shooting Guide and associated ADP/QOLMIS-66 hardware and software manuals;

· System back-up procedures in place;

· Assignment, modification and protection of QOLMIS-66 access codes;

· Arrangement for maintenance services;

· Management of the security and inventory control of all FSC ADP hardware and software; and

· Installment and routine use of virus protection software.

Key Indicator:  FSC staffing documents, organization chart, etc., indicate assignment of an ADP/QOLMIS System Administrator.  Training/personnel records indicate System Administrator has had necessary training.  System Administrator maintains/uses ADP SOPs covering the above.

27030.  An FSC ADP System Security Officer (ADPSSO) has been appointed and trained in the roles and responsibilities of his or her duties.

Key Indicators:  FSC staffing documents indicate assignment of an ADPSSO.  Training/personnel records indicate ADPSSO has had necessary training.  FSC ADPSSO is performing duties according to the local ADPSSO instruction.

27040.  All FSC staff are trained in the computer skills they need to perform their jobs.  At a minimum this includes:

· QOLMIS-66 training

· Basic troubleshooting

· Word Processing training

Key Indicator:  Personnel training records indicate that training has been received.  Training records of all staff who manage databases, develop marketing/briefing materials, desktop publishing, manage spreadsheets and/or manage/use a Local Area Network (LAN) should indicate they have received training in the use of directly related software and hardware.

27050.  At least one QOLMIS-66 computer per FSC facility in CONUS is left on 24 hours a day so that worldwide E-mail/Broadcast Messages can be received by FSCs across all time zones.  Software which prevents screen burnout is installed on all such computers.  An effective process is in place which ensures that the FSC Director/Deputy/Chief of Services receive regular E-Mail and bulletin board updates and pass on information to applicable staff on a timely basis.   OCONUS sites have arrangements to receive E-mail.

Key Indicator:  FSC has SOPs which describe requirement to leave designated QOLMIS-66 computers on 24 hours a day and how E-Mail will be picked up and delivered to FSC managers and applicable staff.  Screen burnout prevention software is operating on all FSC QOLMIS-66 computers.

27060.  QOLMIS-66 and Navy records management procedures for purging and archiving electronic information files are followed.

Key Indicator:  Data records and interview with QOLMIS-66 System Administrator indicate data entry dates on QOLMIS data are used to purge and archive data.

28000.  EVALUATION

28010.  FSCs shall periodically and regularly evaluate their programs and services to determine whether they continue to meet definite program needs or require adaptation.  The evaluation shall include definitions of program objectives, progress toward meeting program objectives, and the identification of barriers to meeting program objectives.  The evaluation shall provide objective feedback to managers and policy-makers on cost/benefits of individual program components.  A program evaluation should:

Ensure that the services provided are in accordance with the purpose of the applicable service directives.

Review Needs Assessment; customer feedback from programs, courses and services; and service/program statistics to determine if the FSC is addressing the needs identified and to evaluate and document impact of FSC service to clients.

Assess the adequacy and efficiency of the FSC resources available to meet program objectives.

Ensure that the evaluation points out information that can be used in program planning, staff training and community relations.

As appropriate, determine whether services are effective by using data, identifying trends, and conducting objective assessments to measure the response to FSC programs/services.

Key Indicator:  Interview with FSC Director and/or Deputy indicate procedures for program evaluation exist and comply with the standard.

31000.  PHYSICAL PROPERTY MANAGEMENT

31040.  When clients or staff are provided transportation, all applicable local base regulations are followed.

Key Indicator:  Interviews with staff indicate that they are familiar with local base instructions and follow them.

31050.  FSC premises and equipment are safe for use.

Key Indicator:  The FSC is inspected regularly for safety and fire regulation compliance.  Copies of inspection reports are kept on file, used to justify work requests and tracked to reduce deficiencies.

32000.  GENERAL ADMINISTRATION

32010.  The FSC has a written standard procedural or administrative manual which described the following local administrative processes and which sets standards for retrievability, timeliness and error rate.  The processes include:

· A Central Filing System which complies with SECNAVINST 5216.5 and SECAVINST 5210.11;

· Preparation of messages and correspondence per the Navy Correspondence Manual and Navy Telecommunications Procedures (NTP-3);

· Inventory control of office supplies and printed materials;

· Centralized scheduling of FSC programs, meetings, and training spaces, staff leave and training, and tickler files of action items;

· Mail and message distribution;

· Preparation and submission of civilian time cards;

· Preparation of travel orders;

· Preparation of procurement documents; and

· Retention and disposal of FSC records are made per the applicable provisions of Disposal of Navy and Marine Corps Records, SECNAVINST 5212.5, with the exception of FAP records which are maintained per BUMED guidance. 

Key Indicator:  The local FSC Administrative Manual covers all administration areas covered in this standard and complies with pertinent directives.

32020.  FSC has an effective internal information and communication process.  

Key indicators:  Interviews with staff indicate at a minimum, the FSC holds regular All Hands Meetings and managers meetings.  Read files, message boards and bulletin boards are maintained.  Materials of general interest are systematically routed.

32030.  FSC prepares and submits the required FSC Summary Report in a timely manner.  Required QOLMIS-66 reports are submitted by established deadlines.  

Key Indicator:  Records indicate the required reports are submitted.

33000.  RECEPTION SERVICES

33010.  FSC has a reception area which presents a professional appearance including the following:

· Reception area is readily visible and accessible to the entrance;

· Seating is adequate and comfortable;

· Area is well lighted, clean and neat;

· Reading materials are readily available;

· Educational materials are readily visible and accessible (e.g., class schedules; FSC newsletters, educational handouts); and

· Receptionist maintains a neat, clean and professional appearance at all times.

Key Indicator:  The reception area conforms with the above.

33020.  The FSC maintains a tracking device which documents daily client traffic.  

Key Indicator:  Staff log/record and interviews indicate a tracking device is used on a daily basis.

33030.  Security measures are in place which assure the safety of FSC personnel and clients, including locking doors, controlled access to the building, emergency communication procedures, and increased after hour security measures.

Key Indicator:  Written security procedures, logs, interview with staff personnel, etc., indicate necessary security procedures are carried out.

33040.  The  receptionist restricts the communication of information of a personal/confidential/sensitive nature away from the reception area by:

· Deferring all situations deemed to require counseling intervention to a staff counselor; and

· Securing counseling assistance and/or private space for emergency walk-in situations via contact with staff counselor, supervisor, etc.

Key Indicator:  Observation of the receptionist at work and interviews with the receptionist and the Director indicate the receptionist's protects client confidentiality.

33050.  The receptionist demonstrates a basic understanding of human service issues and customer service skills and has completed basis crisis intervention training.  Receptionist skills are monitored by managers daily observation.  Deficiencies are corrected and documented (major or repeated deficiencies) as they occur. 

Key Indicators:  Training documentation indicates receptionist(s) received crisis intervention training.  Interview with the Director and personnel records indicate receptionist's performance and skills are appropriate and are monitored and corrected when necessary.

33060.  All FSC personnel are able to provide basis information about the FSC (e.g., programs, services, and scheduled events) and make appropriate internal and external referrals.

Key Indicators:  Training records indicate all staff receive appropriate indoctrination.  All staff demonstrate knowledge of FSC services and common referral sources when presented with a sampling of problems.

41000.  INFORMATION AND REFERRAL

41010.  Minimally, the following information and referral data (listed in the Information and Referral (I&R) Desk Guide) must be available, on-site for FSC clients:

· Schools and educational services;

· Social services;

· Child care resources;

· Temporary and permanent housing information;

· Emergency services;

· Health and medical resources;

· EFMP resources;

· Special population/needs support groups;

· Recreation; and

· Relocation Program database.

Key Indicator:  The FSC maintains the above-listed categories of information in paper and/or electronic files including eligibility requirements, cost, POC, telephone and mailing address, hours of operation, location, and description of services.  

41020.  Accurate information is maintained manually and/or in QOLMIS-66 files and is shared with appropriate FSC staff on a regular basis.

Key Indicator:  Revised dates indicate information is updated at least annually or as soon as validity and accuracy appear questionable or unreliable.  Records of meetings and routing slips indicate staff are informed of changes in I&R resources during staff meetings and/or by routing of I&R materials.

41030.  Personnel providing I&R services are trained in customer service, (e.g., telephone etiquette), crisis intervention and how to manage and provide I&R services.

Key Indicator:  Training documentation and staff and accreditation team observation indicate I&R staff have necessary skills.

41040.  All I&R reporting requirements are met.

Key Indicator:  QOLMIS-66 I&R Report includes required statistics.

41050.  Fact sheets or printed materials are available on the most commonly asked questions as identified  by on-going I&R needs assessment.  I&R reports are used to track the most frequently requested information.

Key Indicator:  Fact sheets or printed materials are developed and prominently displayed and available for FSC clients.

42000.  EDUCATION AND TRAINING

42010.  Educational Programs are planned and executed in response to formal and ongoing needs assessment(s), instructions and guidance. 

Key Indicator:  Program schedule reflects program required per local needs assessment and pertinent instructions.

42020.  FSC personnel conducting training and educational programming are skilled instructors/facilitators and use appropriate instructional strategies as defined in Education and Training Desk Guide.

Key Indicator:  Evaluations, interviews with FSC staff members and observations indicate that FSC instructors have and use appropriate instructional skills.

42030.  External instructors will not promote or solicit for their business.  FSC staff members observe the programs to ensure that:

· Business cards are not passed out;

· The instructor does not obtain a participant list;

· The instructor does not distribute promotional materials for his/her business; and

· Verbally solicit business.

Key Indicator:  External instructors sign a form stating they will not solicit, advertise, etc., and the form is on file at the FSC.

42040.  Programs are planned per Education and Training Desk Guide and includes at a minimum:  instructor guide (e.g., outline, agenda, description of any directions explaining group exercises, a list of any discussion questions and pertinent learning points), student guide (e.g., handouts and support materials) marketing materials and methods, and a program evaluation instrument.

Key Indicator:  Program plans use the standardized Education and Training SOP format.  Complete program plans including instructor guide, student guide, marketing materials and evaluation instrument exist for each program.

42050.  Education and Training program evaluations solicit pertinent participant and instructor feedback which is analyzed and used to improve programs.  

Key Indicator:  Program evaluations and instructor feedback are compiled on all training.  There is a written FSC review process for addressing customer dissatisfaction and ensuring corrective actions are taken before the program is offered again.

43000.  COUNSELING

43010.  Counseling services offered are per assessed needs, Navy instructions, directives and SOPs.

Key Indicators:  Written counseling division policies comply with instructions, directives, and SOPs.  Interview counselors regarding knowledge of above.

43020.  Professional counseling services are offered at the Family Service Center.  At a minimum, FSC counselors will be able to assist persons with the following presenting problems:  adult behavior problems, child and adolescent behavior problems, parent-child problems, transitional or occupational problems, and marital problems.

Key Indicators:  Review of requests for counseling services indicates the FSC counselor responded appropriately.  Review of intakes indicates counselors are making appropriate assessments and plans of action.  Only Navy approved credentialed clinical personnel conduct clinical review of counseling records.

43030.  Counseling offered at the Family Service Center is focused on problems and solutions.  The goal of counseling is to enhance the problem-solving, coping, and developmental capacities of clients.

Key Indicator:  Clinical records for counseling services reflect a clear focus on resolution of presenting problems/behavioral changes vice personality change.  Problems, symptoms and DSM IV diagnosis clearly documented.  Symptoms listed substantiate diagnosis.  SOAP format is used to document visits not involving full assessments.

43040.  Family Service Centers have SOPs and protocols for handling urgent cases/command referrals and are able to provide crisis intervention services accordingly.  At a minimum, counselors are able to provide immediate intervention and referral for persons with the following presenting problems of an immediate nature:

· Suicidal and homicidal ideation;

· Child abuse;

· Child sexual abuse;

· Sexual assault victims;

· Spouse abuse victims and other urgent problems and

· Urgent command referrals other than above problems.

NOTE:  In all cases where an assessment indicates suicidal/homicidal ideation, immediate referral to the designated medical provider is made.  Ensure an escort is provided to accompany the client to the referral personnel/agency.  

Key Indicator:  SOPs and protocols exist for handling urgent cases/command referrals (as listed above).  Counselors' records and interviews indicate knowledge or procedures.  In all cases of reported, referred or assessed depression, suicidal or homicidal ideation or family violence, a detailed mental status exam will be completed and in cases of family violence, a written safety plan will be included.

43050.  The FSC has written policies in place for accepting clients which address initial screening, appropriate referrals to other resources, follow-up, command referrals and waiting lists.  

Key Indicator:  If waiting lists are maintained, they are reviewed weekly by management.

43060.  Clients receive either a basic assessment or a comprehensive psychosocial assessment, as applicable to the service under consideration and to the client's presenting problems.  The assessment is conducted in accordance with the guidelines outlined in the Counseling Desk Guide.

Key Indicator:  Review of client records confirm that assessments are conducted.

43070.  Conclusions from the assessment are reflected in the client's service plan.  In cases of command referrals, the conclusion and service plan are summarized for the command.

Key Indicator:  Review of client records and interviews with counseling staff confirm that assessments are used to develop service plans.  Written evidence/telephone log in the counseling record indicates regular feedback to referring command from initiation to completion of the case.

43080.  FSC counselors are able to recognize diagnosable mental disorders and are able to refer clients to appropriate treatment resources.  FSC counselors fully understand the limits of FSC scope of practice.  All DSM-IV axis II personality disorder codes are referred to military medical or appropriate civilian treatment facilities.  Eligible clients will not be denied service unless the FSC is unable to provide adequate assistance following assessment.

Key Indicator:  Client records indicate that clients with a diagnosable condition are being referred to appropriate military or civilian treatment resources.  Supervision, peer review methods, and controls are in place to properly assess and refer mental disorders.  Training/personnel records indicate Counselors are trained in the use of DSM-IV codes during initial training or professional development training.  All clients receive an appropriate Axis I DSM IV diagnosis.

43090.  Per BUPERS Guidance Memorandum of March 1988, clients who are referred to civilian counselors are given a list of at least three service providers/agencies from which to choose.  In cases when it is not possible to provide names of appropriate service providers (i.e., qualified and trained to provide the types of specific services required), the referral must be approved by the FSC Director, Deputy Director, or Chief of Counseling.

Key Indicator:  Case records are reviewed by FSC Managers to evaluate appropriateness of referrals and to determine if referrals are made per BUPERS guidance.

43110.  FSC is adhering to PERS-66 guidance reflected in the FSC Counseling Desk Guide (Volume V) regarding access to counseling case information.

Key Indicator:  FSC counselors demonstrate a working knowledge and affirm they are following this guidance.  All FSC counselors have a copy of the PERS-66 counseling case information access guidance as a ready reference at their desk.

43120.  Duration of counseling services will be contingent upon availability of local counseling resources and client demand.  The FSC has in place a system for reviewing the following:

· The length of time client case is maintained in an open status;

· Status of client demand for services;

· Adherence with local guidelines on duration of counseling services; and

· Identification and updating of information regarding local counseling resources

Key Indicator:  Local counseling directives comply with OPNAVINST and SECNAVINST 1754.1A.  Written local counseling policy on duration of services reflects consideration of counseling resources and client demand.

43130.  Service is discontinued on a case-by-case basis when:

· Client and counselor, and, in the case of command referrals, command agree that there is no further need for treatment;

· When treatment needs exceed that which the FSC is capable of providing, in which case appropriate referrals will be made;

· Upon the client's request, if not required as a military member to continue ordered counseling, i.e., FAP/command referrals;

· In the case of a minor child, upon the request of parent or legal guardian.

Key Indicator:  Case record review and staff interviews verify discontinuation policy.

43140.  The FSC follows policies specified in the Counseling Desk Guide governing the conditions under which it will serve minors without parental consent and provides this information upon request.

Key Indicator:  Case record review and staff interviews verify service to minor policy.

43160.  While employed by the FSC, no counselor will engage in private practice where they receive CHAMPUS reimbursement or charge clients who are eligible for or could conceivably receive services in a military setting.  Counselors receive training on the Standards of Conduct Instruction governing conflict of interest.  FSC managers immediately investigate any allegation of conflict of interest.

Key Indicator:  Training records indicate counselors have had training on Standards of Conduct.  Interviews with the Director, Deputy and counselors indicate no conflicts of interest.

44000.  CREDENTIALING

44010.  FSC counselors are credentialed/licensed according to Navy Credentialing policies and have appropriate experience.  At a minimum, independent practice requirements include: two years postgraduate experience under the supervision of a licensed practitioner and a passing score on a written exam which covers clinical competency.  Counselors not meeting this requirement; e.g., those with less than two years of supervised experience, will have a training and supervision plan to meet the credentialing requirements within the time period designated in the BUPERS credentialing policy.

Key Indicator:  Training/personnel records comply with the standard.  Counselors not in compliance have a plan to meet requirements and documented progress toward compliance.  Counselors must display current license/credential in public view.

44020.  FSC counselors must have a minimum of five days of job related clinical training per year to meet professional requirements.

Key Indicator:  Training records indicate that counselors are receiving adequate professional training.

44030.  Counselors work within the Navy system and abide by the requirements of safety, security, readiness, Personal Reliability Program (PRP), excellence and command accountability.  Counselors are supportive of command efforts and understand the role of counseling in support of mission readiness.

Key Indicator:  Training records indicate necessary training.  Counselors are able to verbalize the role of counseling in terms of mission readiness and apply their skills to operationally oriented programs and counseling issues.  Counselors comply with the Navy Privacy Act.

45000.  CASE MANAGEMENT AND RECORD KEEPING

45010.  Family Service Center maintains a secured central counseling case record system which is logically and easily retrievable.  A central counseling case storage location is the preferred system.  Case records are disposed of in accordance with the Counseling Desk Guide.

Key Indicator:  FSC maintains a central case log where all cases are logged and can be retrieved immediately.  All case records are filed in a lockable cabinet which is secure at all times and locked at the end of the day.  Case record keeping system is documented in an SOP covering:  numbering system, where and how to file, checks and balances which ensure that case documentation is occurring on a timely basis, etc.

45020.  Per the FSC Counseling Desk Guide case records are opened on each client.  Case records must be organized, neat, and legible.  Case records include at a minimum:

· Identifying information;

· Pertinent background information;

· Intake assessment;

· Treatment/service plan and goals;

· A signed Privacy Act statement;

· Log of case contacts;

· Documentation of referrals and follow-ups; and

· Closing summary within thirty (30) days

Key Indicator:  Case records contain the above, as applicable.  Record entries are typed.  Counselors must initial any changes to a record.  The counseling case record document all visits in the case file, using SOAP format for routine revisits.  Counselor's name is typed (or stamped) and signed at the end of each entry.

45030.  An intake sheet will be completed and properly maintained on telephone counseling over .5 hours and any crisis intervention service.  Intake sheets are maintained in the same manner as counseling records; the Privacy Act statement must be signed by the caller at the first counseling session.

Key Indicator:  Intake sheets are incorporated into any opened case files.  All follow-up actions are documented.  A separate file is established for intake sheets for which no counseling record is opened.  Separate files for intake sheets exist and are reviewed by a counseling supervisor to ensure appropriate actions and follow-up have occurred.

45040.  Documentation will be completed and placed in the client file within 48 hours of routine client visits.  Crisis intervention services will be documented immediately.

Key Indicator:  Case records include timely documentation.

45050.  Case records may be removed from the FSC premises only with the consent of the FSC Director or Chief of Counseling.  Case record removal will be approved only for official purposes.  If Director or Chief of Counseling check out a record, one of the other two approval sources must grant check-out approval.

Key Indicator:  A case record check-out procedure is in place which documents check-out approval authority, date checked out/in, and purpose (e.g., subpoena, case review subcommittees).

45060.  Access to records is limited to the client, parent or legal guardian when the client is a minor, except in child abuse cases; authorized FSC staff (except volunteer staff); and others outside the FSC whose request for access to confidential information is permitted as outlined in the Counseling Desk Guide and in consultation with JAG.

Key Indicator:  Written guidance and Confidentiality/Privacy Act lesson plans include the above specific authorizations.  Case record check-out sheets verify use of records by authorized personnel only.

45070.  The FSC has sufficient bi-lingual staff and/or maintains a list of professional referral sources to assist with non-English speaking or hearing-impaired clients.

Key Indicator:  Written roster exists.

46000.  CONFIDENTIALITY

46010.  Counseling services are offered in a manner that ensures and maintains clients' confidentiality through the entire process from intake to case closing.  Counselors conduct all sessions in private spaces.

Key Indicator:  Counseling spaces and intake area ensure privacy.  Training records and interviews indicate counseling staff are trained and knowledgeable about the counseling process and confidentiality procedures.  Written confidentiality procedures exist.

46020.  Family Service Center staff handle client information in a sensitive and professional manner consistent with the Counseling Desk Guide which also specifies exemptions to confidentiality.

Key Indicator:  Training documentation indicates that the staff are receiving continuing education in confidentiality rights and responsibilities.  Local FSC confidentiality SOP complies with Navy and DoD instructions and guidance.

47000.  COUNSELOR CASELOADS

47010.  Counselor's maximum ongoing active caseload does not exceed a manageable number of active cases.

Key Indicator:  Counseling caseload does not exceed 30 active cases.

47020.  Initial intake assessment will be provided within five working days of request in non-emergency cases.  Appropriate referrals will be offered and documented for clients with more urgent needs.  Cases will be prioritized to allow for rapid response to immediate needs of both clients and commands, provision of services to those with no other resources available and efficient utilization of counseling assets.  A counseling waiting list for ongoing counseling services will not exceed two weeks.

Key Indicator:  Case files indicate services are provided within established time frames.

47030.  A variety of counseling methods are used (e.g., individual, family, group counseling) to meet the unique needs of FSC counseling clients.

Key Indicator:  The FSC offers a variety of group counseling resources to meet local needs.

47040.  The interest of the client is the determining factor when counselor changes are considered.  Counselors will not be changed following the second meeting unless such change is the result of matters beyond FSC control.

Key Indicator:  Case records review and staff interviews indicate that counselor re-assignment is not arbitrary or indiscriminate.

48000.  COUNSELING SUPERVISION.

48010.  Clinical supervision is provided to all FSC counselors.  The level of supervision is dependent upon the level of competency of the counselor and status of credentials/license and is in compliance with directives, FSC counseling Desk Guide, and local laws and regulations.  Protocols for counselor supervision include regular supervision and records review by a manager with appropriate clinical qualifications and supervisory training and experience and who may be the Director, Deputy Director or Chief of Counseling.

Key Indicator:  Documentation/SOPs regarding supervision reflect review by the supervisory counselor of all closed cases, a sampling of open cases, and regular (e.g., weekly) supervision with all counselors.  Training records, correspondence, etc., indicate that where deficiencies exist, appropriate training and/or corrective action is taken immediately and documented.  Services provided by counselors who are not independent practitioners are supervised by a privileged, independent practitioner as defined by Navy instructions.

49000.  EVALUATION OF COUNSELING SERVICES

49010.  Before counseling begins, clients will be given a written explanation of counseling services and a Client's Rights and Responsibilities information sheet.  At a minimum, this form will explain the goals of the counseling division at the FSC, process for expressing customer dissatisfaction if necessary, and expectations of the center (re:  missed or canceled appointments, etc.).

Key Indicator:  Review written counseling service explanation to ensure that minimum content items are covered.  Spot check by asking clients if they received this written explanation and the Client's Rights and Responsibilities information sheet.  Quality assurance will be conducted per the FSC Counseling Desk Guide.  

49020.  Each client will be given the standardized FSC client feedback form (see FSC  Counseling Desk Guide, Volume V).  This form will be given to the client and may be filled out on site or returned by mail.  Feedback forms are returned by clients to the Deputy or Director who will analyze results.  Customer feedback is used to improve counseling services and counselor performance.

Key Indicator:  Interviews with the FSC Director/Deputy/Chief of Counseling indicate that they review client feedback forms and ask how counseling services and counselor performance can be improved.

51000.  DEPLOYMENT SUPPORT

51010.  Deployment program goals reflect command goals and are operationally oriented.

Key Indicator:  Command deployment program critiques, checklists and plans which describe services rendered, and level of customer satisfaction indicate that programs are tailored around command operational schedules.

51020.  Deployment program providers are trained in the following:

· Life during deployment (e.g., deployment site, shipboard, etc.);

· Emotional cycles of deployment;

· Operational cycles of deployment;

· Demands and stresses that deployment places on families;

· Resources available for supporting service and family members; and

· Personal Financial Management (PFM).

Key Indicator:  Program providers can articulate deployment program issues and goals.  Training records show deployment program providers were trained on above items.

51030.  Trained FSC personnel deliver to deploying commands deployment programs in the following areas:

· Pre-deployment;

· Mid-deployment;

· Return and reunion (resources permitting);

· Post-deployment.

Key Indicator:  Deployment Program schedules reflect delivery of these four types of programs.

52000.  RELOCATION ASSISTANCE PROGRAM (RAP)

52010.  RAP programs and services respond to departure issues with:

· Worldwide Library of Installation Welcome Aboard Packets for all Navy and Marine Corps bases;

· Pre-departure classes/briefings for PCS moves include information on financial planning, stress management, household goods movement, etc.;

· Counseling/information regarding stress management, financial management, entitlements/costs of moving, home buying and selling, property management, shipment/storage of household goods and base check-in and check-out procedures;

· Coordination with other base organizations involved in Pre-departure services.

Key Indicator:  Interviews with staff and visual scan of documents.

52020.  FSC program schedule includes the following arrival programs and services:

· Sponsor training as requested by commands;

· Maintains a loan closet if not managed by another agency;

· Information regarding settling-in services (emphasizing sponsorship); information on temporary and permanent housing (including HRO office functions and home-finding services), child care, EFM resources, medical/dental resources, legal assistance resources, education programs, spouse employment opportunities, religious services, and volunteer opportunities;

· Participation in command indoctrination and community orientation programs;

· Counseling/training programs regarding cultural adaptation;

· Maintenance/distribution of Welcome Aboard Packets to individuals and commands upon request.

Key Indicator:  Interviews with staff and visual scan of documents.

52030.  RAP programs and services respond to homeport issues.

Key Indicator:  Interviews with staff and visual scan of documents.

52040.  Standard Installation Topic Exchange Service capabilities are fully used.  There is an SOP on data submission process.

Key Indicator:  Interviews with staff and visual scan of documents.  Interviews with staff support usage.

52050.  FSC uses the Relocation Assistance Coordinating Committee (RACC) to ensure the cooperation, coordination and collaboration of service providers.

Key Indicator:  Minutes of RACC meetings and RACC outcome materials (e.g., local RAP POA&M, program schedules, local instructions, etc.) indicate the RACC is being used effectively to coordinate relocation services.

53000.  SPOUSE EMPLOYENT ASSISTANCE PROGRAM (SEAP)

53010.  FSC managers insure clear-cut guidelines are in place for collaborative relations and efforts of SEAP and TAMP staff.  SEAP offers workshop and/or presentations which will assist the client in defining career/job goals and provide the information, skills and support needed to accomplish realistic goals.  

Key Indicator:  Training and program schedules, printed information, interview with FSC staff members, etc.,  indicate the SEAP is addressing client needs.  Program requirements and programs do not duplicate and are complimentary of each other.  SEAP workshops and/or presentations cover these topics:

· Effective job search techniques;

· Interviewing techniques;

· Resume writing;

· Values clarification;

· Transition planning;

· Federal employment/SF171;

· Career image.

53020.  The SEAP ensures regular contact and coordination with community organizations and employers for the purpose of networking and job development.  In multiple military areas, SEAP personnel regularly conduct regional activities with TAMP staffs.

Key Indicator:  SEAP work schedule and SEAP Quarterly Report.  Records of meetings, correspondence, and interviews indicate SEAP personnel share information, program and service offerings and coordinate job development activities in coordination with TAMP.

53030.  The SEAP provides career and job search training, career counseling, and connects clients with employment, volunteer, educational and job skills development resources.  The primary focus of SEAP is for Navy spouses who choose to have a career outside the home.

Key Indicator:  SEAP demographic and programmatic statistics required by QOLMIS-66 indicate these services are being provided to Navy spouses and other clients.  Program schedules and FSC information indicate that SEAP provides the following career counseling and development services to clients in individual and/or group settings:

· Career decision making;

· Assistance with resumes;

· SF 171;

· Support; and

· Referral to HRO and EEO.

53040.  SEAP, in coordination with TAMP, maintains accurate and timely information regarding:

· Job openings;

· Volunteer opportunities;

· Job fairs;

· Military and civilian community resources;

· Educational opportunities;

· Networking information;

· State licensing and credentialing requirements.

Key Indicator:  Information which is date specific is updated weekly.  Information which is resource oriented is updated bi-annually.

53050.  SEAP, in coordination with TAMP, has developed and implemented follow-up procedures for contacting clients and employers.

Key Indicator:  Written procedures for client and employer follow-up exist.

54000.  TRANSITION ASSISTANCE MANAGEMENT PROGRAM (TAMP).  FSC TAMP Manager must document regular meetings with area Command Career Counselors and provide information to Command Career Counselors on the requirement of conducting pre-separation counseling interviews at least 90 days prior to separation.  Ensure area Command Career Counselors are advised of the 100% pre-separation counseling requirement as mandated by public law.

54010.  Ensure that all transitioning/retiring personnel and their family members have access to quality transition assistance services including pre-separation counseling, employment assistance, relocation assistance and an individual transition plan to aid them in making an effective transition from military to civilian life.  

Key Indicator:  There is a written plan and/or local policy to ensure that TAMP has been fully implemented.  FSC has documentation of the number of separating/retiring personnel from their installation/community, their relative demographic and current procedure for ensuring that 100% pre-separation counseling interviews is being conducted by command.  Meet regularly with Command Career Counselors.  FSC records (QOLMIS, workshop schedules, attendance, etc.) document employment assistance and overseas relocation assistance being provided per local needs and requirements.  Written analysis and effectiveness evaluation are available for review.

54020.  The FSC is the overall TAMP coordinator and ensures the coordination of all appropriate on-base service providers through quarterly meetings to assess needs; to plan, implement, review, and improve processes and procedures; and to evaluate TAMP effectiveness.  This coordination can be effected by the establishment of a TAMP committee or the use of an existing Relocation Assistance Coordinating Committee (RACC).

Key Indicator:  Coordination meetings and outcome materials (e.g., POA&M, program schedules, local instructions, MOUs, etc.) indicate the coordination committee is being effectively used to coordinate TAMP services.

54030.  DoD sponsored automated information systems (reports, equipment, materials, hardware/software) are in place on-site at the FSC and are being used to their full potential to assist TAMP clients.  Software includes:  Defense Outplacement Referral System (DORS/PACS) and the Transition Bulletin Board (TBB).  

Key Indicator:  The required TAMP hardware and software are in place and dedicated to meet TAMP client needs.

54040.  FSC is DOD's executive agent for administration and coordination of the Department of Labor's Transition Assistance Program (TAP).  FSCs shall ensure that the mandated (TAP or equivalent) program is offered for TAMP clients, complies with ASD (FM&P) memo of 7 June 1991 (Policy Changes for Transition Assistance Initiative) and that this program is expanded to include a Navy specific segment.

Key Indicator:  Locally developed MOUs with the local state employment commission, DVA and/or other community providers where available clearly delineate responsibilities and roles.   FSC program schedule and waiting lists indicate that TAMP/TAP programs are adequately available to meet client needs and include Navy-specific information.

54050.  DoD/Pers-66 TAMP reports document required statistics and are submitted by their due dates.

Key Indicator:  Records indicate all TAMP reporting requirements are met.

55000.  FAMILY ADVOCACY PROGRAM (FAP)

55020.  FSC has the lead role in assuring that FAP prevention programs and services are provided in accordance with DoD FAP standard 2.11 to include prevention programs such as:

· Parenting;

· Stress management;

· Support groups;

· Home visitors/visiting nurse programs;

· Deployment, etc.

Key Indicator:  Program schedules include the above listed programs as needed.

55030.  FSC has the lead role in educating and training command and community representatives in FAP identification and reporting responsibilities; causes and effects of child and spouse abuse, sexual assault and rape; and available services.  Awareness materials are developed and distributed to target groups and individuals.  

Key Indicator:  FAP information (e.g., printed materials, radio and TV spots, briefings) is included in the FSC marketing plan.  An education and training plan assures delivery of FAP training programs to command and community leaders listed in DoD FAP Standard 2.6 on a regular and on-going basis.  Local FAP instruction mandates FAP training for all personnel.

55040.  Level I FAP treatment programs and services are provided by FSC counseling personnel or Family Advocacy Center personnel, including the following programs according to needs assessed.

· Anger management;

· Stress management;

· Inter-personal communications;

· Parenting, etc.

Key Indicator:  FSC program schedules indicate that FSC is providing needed Level I FAP treatment programs.

55050.  Written local protocols clearly explain procedures to be followed when FAP incidents occur, such as:

· Child physical abuse or neglect;

· Child sexual abuse;

· Spouse abuse.

· Reported FAP cases are referred to the designated Family Advocacy Representative within 24 hours.  Victim protection is given priority.

Key Indicator:  Flow charts/written protocols exist for handling FAP cases.  Chart and protocols reflect steps to be taken during and after normal working hours.  Protocols place priority on victim protection.  Case records indicate referral of FAP incidents to designated Family Advocacy Representative within 24 hours of report of incident to FSC staff.

55060.  The standard case management process is followed for FAP clients.  Additionally:

· Case updates are provided to the FAP Case Review Sub-Committee (CRS);

· Non-compliance with (CRS) treatment recommendations is report to CRS and       the assigned case manager;

· Case closure is approved by the CRS using written case closure criteria;

· The standardized Navy procedure of risk assessment is used in determining case planning and closure;

· Referral to community clinicians for specialized FAP treatment should be made only to providers with training/experience in the specific area (e.g., child sexual abuse treatment) and should require regular updates for CRS review responses.  Consent for release of information is in the record or it is otherwise indicated that the family refused to sign a release.

Key Indicator:  FAP records clearly indicate that the above special procedures are followed in addition to standard case management practices.

56000.  OMBUDSMAN SUPPORT

56010.  FSC demonstrates strong support for the Ombudsman program.  FSC provides the following at a minimum:

· Working space within the FSC;

· Coordination of Ombudsman training as directed by current instruction and in accordance with the Ombudsman Training Guide;

· Ombudsman support groups/council;

· Assistance to commands on effective use of Ombudsman and on Ombudsman appreciation and recognition;

· Immediate direct access to staff members for consultation, especially during deployment or when responding to an emergency or crisis situation.

Key Indicator:  Training and program schedules, records of meetings, correspondence, interviews with FSC staff members, local Ombudsman, etc., indicate compliance with the standard.

56020.  All FSC staff are knowledgeable regarding the role and responsibilities of Ombudsmen.

Key Indicator:  Staff members can explain current OPNAV and local Ombudsman instructions.  Training records indicate staff members who work directly with Ombudsmen have completed Ombudsman training.

57000.  SPONSOR PROGRAM

57010.  FSC provides Sponsor Program training and information when requested by the command, e.g., Welcome Aboard packets for sponsors from tenant commands and homeported units.

Key Indicator:  Training and  program schedules, interviews with FSC staff members, review of information materials and packets, etc., indicate appropriate support is being provided by FSC in cooperation with the installation Sponsor Program Coordinator.

58000.  RETIRED AFFAIRS SUPPORT

58010.  If needed, FSC assists the installation Retired Affairs Office (RAO) by providing support (space, logistics, phone, fax, etc.)  FSC includes the RAO in Strategic Planning, training and information flow.

Key Indicator:  Observe office space and material support given to RAO.  Interview RAO concerning involvement in FSC organization.

59000.  PERSONAL FINANCIAL MANAGEMENT (PFM) EDUCATION, TRAINING AND COUNSELING

59010.  FSC provides financial education counseling and/or referrals.  The FSC will have as a minimum, one staff member trained as a Command Financial Specialist (CFS).  FSC staff refers to CFSs and are available for referrals from CFSs.  Personal finance and consumer education materials are accessible on-site.

Key Indicator:  Case records and interviews with FSC staff members indicate financial case management and reporting methods comply with the Privacy Act and FSC counseling guidelines and reporting requirements.  Personnel records indicate that at least one staff member is designated as a CFS and has attended the CFS training course (CIN S-541-0002).

59020.  FSC staff is familiar with personal financial and consumer resources within the local community.  FSC makes appropriate referrals to these agencies and coordinate services to the fullest extent.

Key Indicator:  Consumer education materials and local community resources are made available to FSC clients.  FSC educators/counselors have information on latest pay advisories affecting military pay and allowances and relocation and travel entitlements under PCS orders.

59030.  Financial education and training programs are provided in accordance with formal and/or ongoing needs assessment.  Examples of financial education programs are:

· Personal and Family Budgeting;

· Consumer Rip-offs in market place;

· Check Writing/Account Maintenance/ATMs;

· Car Buying Strategies.

Key Indicator:  Training/program schedules indicate PFM training programs are provided and needs assessment data is used to guide program development and scheduling.

59040.  Assessments are conducted with all PFM clients to provide a detailed review of the clients' monthly income, living expenses, and the nature of all debts to identify either a surplus or deficit situation.  Counselors assist clients in developing a financial plan by presenting available alternatives.

Key Indicator:  Written guidance requires financial assessments for all PFM clients.  Review of records confirms that financial assessments are completed.

59050.  When, after a full assessment and consideration of the alternatives, the option of bankruptcy seems the only alternative, the agency refers the client to appropriate legal assistance agencies.

Key Indicator:  Counseling records show evidence of timely referrals.

59060.  Volunteers do not provide service for persons indebted to a company with which the volunteer is associated.

Key Indicator:  Volunteer training includes a requirement for volunteer so associated to remove themselves from particular cases where a conflict of interest has arisen.

59070.  If designated as a CFS training site by BUPERS-66, FSC provides the Navy's 5-day CFS training course.  Training is in accordance with OPNAVINST 1740.5 and uses both internal and external presenters.  Presentations by external presenters must have prior BUPERS (PERS-66) approval.

Key Indicator:  Lesson plans and training comply with OPNAVINST 1740.5.  Records, observation of training, and interviews with FSC staff members indicate training is planned, executed and evaluated per FSC Education and Training Standards.

61000.  INDOCTRINATION SUPPORT SERVICES

61010.  FSC will at a minimum provide a speaker for the Base Indoctrination Program.  This speaker briefs participants on the availability of FSC programs and services, distributes related promotional materials, and encourages the use of Base relocation and transition support services and databases.

Key Indicator:  Base Indoctrination program schedule and FSC indoctrination materials include the information above.

61020.  FSC may serve as a check-in point for newly arriving personnel and their families.  At Fleet Intensive or large class FSCs, staffing often precludes ability to check-in all new-to-the-area arriving personnel and their families.  In such cases, information can be made available to commands or FSC staff can be scheduled for command indoctrination.

Key Indicator:  Check-in information/materials and interviews with FSC staff members indicate FSC check-in process/support services are standardized and are provided regularly to incoming personnel and their families.

62000.  INTERCULTURAL RELATIONS AND ADJUSTMENT

62010.  FSC provides generic and site specific Intercultural Relations (ICR) training/preparation for relocating members/families per assessed needs, BUPERS manuals/desk guides, Overseas Duty Support Program (ODSP) and Relocation Assistance Instructions.  OCONUS FSCs provide intensive training to all incoming personnel and their families.

Key Indicator:  FSC program schedules and materials include relocation programs which address culture shock and the stages of adjustment to a new duty station.  Customer feedback indicates that program content is meeting customer needs.

62020.  OCONUS FSCs provide follow-up, support programs (e.g., workshops, seminars, special events) during all phases of the overseas assignment to reduce stress, boost morale, promote positive intercultural relations between overseas based personnel and the host nation as per assessed needs and customer feedback.

Key Indicator:  FSC provides a variety of intercultural relations follow-up program on a regular basis.  Marketing is conducted through the same channels as for Standard 62010.  FSC needs assessment and customer feedback/input are used for the development and implementation of new follow-up programs as well as to indicate the effectiveness.

62030.  OCONUS FSC has the primary role in assisting personnel and their families effectively assimilate into the overseas environment.  Intercultural relations specialist/technicians are able to impart accurate host-country information, ensuring customers are aware of behaviors or cultural differences which may be offensive to the host country and, as a result, deteriorate the image of the U.S.

Key Indicator:  FSC employs intercultural specialists/technicians to meet requirements.  Personnel keep up-to-date with current events and update their presentations/programs as required.  Cross-training takes place on a regular, ongoing basis.

63000.  EXCEPTIONAL FAMILY MEMBER (EFM) PROGRAM

63010.  FSC staff is aware of the EFM Program set forth in OPNAVINST 1754.2.  Staff can identify and refer prospective cases to EFM manager and provide information and referral.

Key Indicator:  Interviews with FSC staff members indicate they are knowledgeable regarding the EFM Program.  Interviews indicate I&R resources are identified for EFM clients.  Training/program schedules indicate support/educational groups are provided for EFM families as indicated in the FSC needs assessment.

64000.  VOLUNTEER PROGRAM MANAGEMENT

64010.  An FSC Volunteer Program is established and operating per OPNAVINST 1754.1A, the FSC Desk Guide on Volunteer Program Management and local instructions.  

Key Indicator:  FSC organization chart/personnel assignment list, etc., indicates FSC has a designated trained volunteer coordinator on staff.  A written procedure is in place to recruit, screen, properly place, supervise, evaluate, train, and recognize volunteers.  Volunteer lists, records, interviews with FSC staff members and volunteers, etc., indicate FSC maintains or refers to a volunteer clearinghouse to facilitate linkage of volunteers to military and civilian volunteer opportunities.  Records of awards, correspondence, interviews with FSC staff members, volunteers, local commands, etc., indicate special recognition is provided to commands and activities who exhibit excellent volunteer participation.

64020.  The Volunteer Program Coordinator provides regular contact and coordination with community organizations for the purpose of networking, identification of volunteer opportunities, resource acquisition and coordination, and volunteer policy and program management.

Key Indicator:  Required Volunteer Program statistics are contained in QOLMIS reports.  Records of meetings, correspondence, interviews with Volunteer Coordinator, etc., indicate these key functions are being performed.

64030.  FSC Volunteers have a written job description which accurately describe volunteer assignments.

Key Indicator:  Written volunteer position descriptions accurately describe assignments.

65000.  CRISIS INTERVENTION

65010.  FSC has a procedure in place for handling after hours client emergencies.  At a minimum, these procedures include the following:

· A telephone answering machine or call forwarding service providing emergency information and the normal working hours of the FSC;

· A coordinated plan (e.g., MOU or local instruction) with installation emergency human service providers (e.g., Chaplains, medical, security, NCIS, Red Cross, and Navy Relief).

Key Indicator:  Written FSC after-hours procedures exist and provide valid information (e.g., phone number links caller to an individual trained in after-hour emergency assistance services).  A local MOU or instruction exists which describes, coordinates and plans roles and responsibilities of local emergency service providers.  

66000.  SUICIDE PREVENTION AWARENESS

66010.  FSC is fulfilling its established role with regard to Suicide Prevention Awareness Training as described in local MOU's, instructions, and the FSC Needs Assessment.

Key Indicator:  Training records indicate FSC staff members are trained in Suicide Prevention Awareness.  Training/program schedules, printed materials, interviews with FSC staff members indicate FSC fulfills role requirements (e.g., delivery of facilitated discussions at Suicide Prevention Awareness GMTs, distribution of related printed materials describing suicide ideation and appropriate referral sources, etc.)

67000.  DISASTER PREPAREDNESS

67010.  FSC must update annually a disaster preparedness plan which is integrated with installation disaster preparation plan.  The plan will include response to natural disasters, mobilization, repatriation, critical incidents and mass casualties.  The plan will ensure coordinated community response.

Key Indicator:  The installation and FSC plans clearly delineate the FSC role in disaster response.

67020.  All FSC staff/community volunteers are trained in disaster preparedness plans and procedures at least annually.

Key Indicator:  Training records/schedules indicate disaster preparedness training is provided annually.

67030.  FSC conducts an annual disaster preparedness exercise, preferably in coordination with a command disaster preparedness exercise.  Lessons learned are incorporated into process improvement.

Key Indicator:  Training/program schedules, records, etc., indicate disaster preparedness plan is exercised and revised annually incorporating lessons learned.

68000.  NEW PARENT SUPPORT TEAM PROGRAM (NPST)

68010.  There is a written plan/local policy for implementation and operation of a NPST.

Key Indicator:  Program providers can describe program parameters and serve delivery goals.  Plan/policy includes the program goals as described in BUPERS ltr 1752 Ser 661/01943 of 7 Dec 95.

68020.  There is a system for retaining, recording, reporting and retrieving service delivery data.

Key Indicator:  NPST providers accurately collect, record and analyze data in planning services for new parents.  Review of records and verbal report of providers indicate compliance.  Each NPST has a computer available for daily use.  Collected data is prepared per BUPERS ltr 1752 Ser 661/01943 of 7 Dec 95.

68030.  Case records are maintained on each NPST client per local counseling policy and Healthy Start model.

Key Indicator:  Case records are neat, legible and contain the following information (as defined in NPST Family Assessment Worker Early Identification provided by BUPERS and BUPERS ltr 1752 Ser 661/01943 of 7 Dec 95)

· Identifying information;

· Referral source;

· NPST Assessment Record

· Family Stress Checklist

· Intervention/Service delivery plan and goals

· Signed Privacy Act statement

· Log of case contacts/home visits

· Documentation of referrals and actions taken

· Developmental screening, where appropriate;

· Individual Family Support Plan, where appropriate;

· Closing summary (completed within 30 days).

68040.  NPST Quarterly Report is submitted accurately and on time to BUPERS-661.  

Key Indicator:  Report is completed per guidance contained in BUPERS ltr 1752 Ser 661/01943 of 7 Dec 95.

69000.  SEXUAL ASSAULT VICTIM INTERVENTION (SAVI) PROGRAM

69010.  SAVI Program provides sexual assault awareness and prevention education (applicable where there is a full-time SAVI Coordinator) or coordinates the delivery of these services for individuals and commands by using other FSC, installation or community resources (applicable where there is a collateral duty SAVI Coordinator).  

Key Indicator:  Program records and local lesson plans indicate educational services are provided per SECNAVINST 1752.4 and training materials furnished by BUPERS (Training for Rape and Sexual Assault Awareness and Prevention Program, Supervisors, General Audiences, and Commander's Briefing).

69020.  SAVI Program provides victim advocacy services (applicable where there is a full-time SAVI Coordinator) or coordinates the deliver of these services for individuals and commands by using other FSC, installation or community resources (applicable where there is a collateral duty SAVI Coordinator).

Key Indicator:  SAVI victim advocacy services are made available to all eligible personnel per SECNAVINST 1752.4 and the SAVI Advocate Training Course furnished by BUPERS.

69030.  SAVI services and resources are made available to all eligible personnel and commands.

Key Indicator:  SAVI services and resources are systematically marketed.  SAVI resource materials including tapes, training booklets, pamphlets, etc., are advertised and readily available to area commands.

69040.  Sexual assault/rape data is collected and reported to the echelon II command per SECNAVINST 1752.4.  Follow-up reports are submitted monthly until administrative or judicial proceedings are completed (applicable if Program Coordinator is also the Data Collection Coordinator).  

Key Indicator:  Records indicate reports are accurately completed and submitted on time.

69050.  SAVI Program victim advocate volunteers receive sexual assault victim advocate training from either the SAVI Program Coordinator or a community resource such as a sexual assault/rape crisis center or victim advocacy service.

Key Indicator:  Records indicate each volunteer receives a minimum of 20 hours of training before participating as a sexual assault victim advocate and at least ten hours of refresher training annually thereafter.  Training covers topics contained in the SAVI Advocate Training Course provided by BUPERS.

69060.  The SAVI Program Coordinator position is dedicated primarily to the SAVI Program (applicable if position is funded full-time by BUPERS).

Key Indicator:  Position description describes SAVI as incumbent's primary function.

TECHNICAL ATTACHMENT

J-C 3.2

GOVERNMENT FURNISHED FACILITIES

The government will provide the following facilities to the service provider at no cost:

Family Service Center:  Bldg N-763

Child Development Center:  Bldg S-780

TECHNICAL ATTACHMENT

J-C 3.3

FAMILY SERVICE CENTER

GOVERNMENT FURNISHED EQUIPMENT

DESCRIPTION



QUANTITY
DESK
18

CHAIR(S)
99

SCANNER
1

SPEAKERS
16

COMPUTER(with necessary software)
16

MONITOR
16

PRINTER
3

KEYBOARD
16

TELEPHONE
16

FILE CABINET
29

BOOKSHELF
12

CREDENZA
12

ANSWERING MACHINE
1

TABLES
30

ROLL CART, TV/OVERHEAD
2

OVERHEAD PROJECTOR
3

LAPTOP COMPUTER
1

TV/VCR COMBO
3

TV MONITOR
2

SOFA
8

FAX MACHINE
1

COPIER-leased
1

SHEDDER
1

VCR
1

MICROWAVE
1

PC TOOL KIT                                                            2

FANS                                                                        10

LITE PRO PROJECTOR                                           1

DIGITAL CAMERA/AC ADAPTER                        1

COMPUTER CORREL                                              1

DIVIDERS                                                                ALL

BULL HORN                                                              1

CAMERA                                                                    1

DESK TRAYS                                                             8

SHELF                                                                         1

FIRST AID KIT                                                           1

MESSAGE RACK                                                       1

ELECTRIC STAPLER                                                 1

WHITE BOARDS                                                         4

CHILD DEVELOPMENT CENTER

GOVERNMENT FURNISHED EQUIPMENT

DESCRIPTION
UI
QTY
TRICYCLE 12 INCH
EA
10

TRICYCLE 14 INCH
EA
12

VACUUM CLEANER
EA
2

COUCH & CHAIR
SE
2

PLAYTME ISLAND
SE
1

FAX MACHINE DEX 625
EA
1

WIRE WALL RACKS
EA
10

LOUNGE CHAIR (WINE)
EA
1

STOOL, EFFORTLESS
EA
1

GROUP DIVIDER KIT 3
KT
1

SANDBOX GAZEBO
EA
1

COVER, SANDBOX
EA
1

HIGH CHAIR ITEM C
EA
4

SEMINAR TABLE 18" X 72"
EA
6

KALEIDOSCOPE-BRIGHT                                      EA                                  1

2 DRAWER CASH REGISTER                                EA                                  1                                 

FAX MACHINE                                                         EA                                  1

TYPEWRITERS                                                         EA                                  2

COPIER-leased                                                           EA                                  1

CREDIT CARD MACHINE                                      EA                                  1

CALCULATOR                                                         EA                                  5

COMPUTERS - classroom                                        EA                                  4

COMPUTERS - office                                               EA                                  4

PRINTERS                                                                 EA                                  4

DESK                                                                         EA                                  5

DESK CHAIRS                                                         EA                                  7

TELEVISION 25 INCH                                            EA                                  2

TELEVISION/VCR COMBINATION                     EA                                  1

VCR                                                                           EA                                  1

TECHNICAL ATTACHMENT

J-C 3.4

GOVERNMENT FURNISHED MATERIAL

DESCRIPTION
UI
QTY

NEWSLETTER SUBSCRIPTION
LO
1

RE-ACCREDITATION
EA
1

NSAMS LETTERHEAD PAPER

GOVERNMENT FORMS                                                                  ALL

NAVY TIMES SUBSCRIPTION                  EA                                   1

TECHNICAL ATTACHMENT

J-C 4.1

HISTORICAL MATERIAL USAGE

CHILD DEVELOPMENT CENTER

DESCRIPTION
UI
QTY

CHILD DEVELOPMENT BK
DZ
2

CLOTHES, DOLL
SE
2

WARDROBE, BABY DOLL
SE
2

BLOCKS & TRAY, JUMBO
SE
5

REFILL SET OF BLOCKS
SE
5

STACKING TRAYS
SE
1

SNUGGLE BUG
EA
10

LATEX GLOVES
CS
50

EARLY CHILDHOOD TODAY
LO
1

CHILD CARE INFO
LO
1

RUFF-N-READY
EA
2

MAT, ROUGH-N-READY
EA
5

PAPER TOWELS
BX
53

INK CARTRIDGE, COLOR
EA
4

INK CARTRIDGE, BLACK
EA
4

PLATE, PAPER, ROUND
BX
4

CUP, STYROFOAM 8OZ
BX
2

CUP, PLASTIC, 5OZ
BX
1

BAG, PLASTIC, FOOD
BX
5

KLEENEX TISSUE
BX
5

TOWELS, PAPER 1 FOLD
BX
5

NAPKINS, 1/4 FOLD
BX
5

PEN, BALLPOINT, BLACK
DZ
40

TAPE, CORRECTION TW
RO
50

MARKER, BLACK, FINE
DZ
20

HIGHLIGHTER, BLUE
DZ
25

HIGHLIGHTER, GREEN
DZ
25

HIGHLIGHTER, PINK
DZ
25

HIGHLIGHTER, YELLOW
DZ
25

PENCIL,#2, FINE PT
DZ
10

STD FORM 85P
PG
5

STANDARD FORM 85P
HD
1

TOOTH BRUSH, CHILD'S
DZ
40

TOOTH PASTE, CHILD'S
DZ
15

SPRAY BOTTLE, 16 OZ
EA
40

DISPOSABLE GLOVES PL
CS
20

HAIRNETS, HU-500
EA
20

TRASH BAGS, LARGE
BX
10

GLOVES, DISPOSABLE
PG
100

VACUUM CLEANER BAGS
EA
10

BELT, VACUUM CLEANER
EA
6

MINI CYCLE
EA
10

RUBBER STAMP
EA
2

RUBBER STAMP
EA
2

RUBBER STAMP
EA
2

PENCIL SET, COLORED
EA
24

CRAYONS, MULTICULTURA
DZ
1

TAPE, MAGNETIC, 1/2"
FT
100

PAPER, CONTACT, CLEAR
RO
12

CRAYONS, PRIMARY
EA
300

PUZZLES, EARLY LEARN
SE
2

CLOWN
EA
2

TRACTOR, LITTLE TIKES
EA
3

AFRO AMERICAN DOLLS
SE
1

CAUCASIAN DOLL SET
SE
1

BABY BOARD BOOKS
SE
4

TOUCH & FEEL BOOKS
SE
2

BINGO GAME, CLR/SHAP
EA
2

TRAY, SORTING COMPLE
EA
1

GO-TOGETHER OPPOSITE
EA
1

SOUNDS ALIKE
EA
2

VIDEO, CHILD BEGIN
SE
1

VIDEO BERNENSTAINBEAR
SE
1

DR. SUESS VIDEO CLAS
SE
1

MARKERS, MULTICULTUR
EA
24

STANDARD CRAYON
SEA
2

CLAY, MULTICULTURAL
EA
12

MARKER, WASHABLE
EA
2

WATERCOLOR PENCILS
EA
12

SAND & WATER WHEEL
EA
2

ROAD & RAIL SET, PEAK
EA
2

EXTRA BEAD LACES
EA
4

GAME, HI-HO CHERRY-O
EA
2

GAME, CANDYLAND
EA
1

CUTLERY SET
EA
1

SCUBA SCOPE
EA
2

FAMILY PUPPETS, MULTI
EA
1

NURSE & SURGEON UNIF
EA
2

STETHOSCOPE, RED
EA
4

DRESS-UP TRUNK
EA
2

FUN W/TODDLERS BOOKS
SE
4

MUSICAL BOARD BOOKS
SE
4

GIANT STRUCTO CUBES
SE
1

NURSERY RHYME BOOK
SE
2

BASKETBALL SET
EA
2

CAREER VESTS
SE
1

RUBBER ANIMAL PUPPET
SE
1

BALANCE BOARD, TWOWAY
EA
1

SPONGES, HOLIDAY
SE
2

SMOCKS, VINYL
SE
1

PRIMARY BABY BLOCKS
SE
1

LEARN TO DRESS DOLLS
SE
1

SPRAY PAINT BOTTLES
SE
1

WATER PLAY SET
SE
2

ADVENTURES IN RYTHM
EA
1

WALTER WORM (MUSIC)
EA
1

SONGBOOKS KIDS MUSIC
EA
1

WASHCLOTH, TERRY
DZ
20

GEN PURPOSE DETERGENT
GL
5

HAND CLEANER, ANTISE
CS
5

DESTAINER (BLEACH)
CO
2

DETERGENT, LIQUID
CO
2

AQUA SOFT (SOFTENER)
CO
2

PLAY STORE/PUPPETS
EA
1

PUZZLE, CHUNKY VEGGY
EA
2

PUZZLE, COLORFUL FISH
EA
2

PUZZLE, CHUNKY PIGS
EA
2

SPONGES, GIANT LEAF
EA
1

BUG MATCH
SE
2

FROGS & TORTOISES
SE
2

SPONGES, STORYTELLING
SE
1

OCEAN SPONGES
SE
1

ART SPONGES
SE
1

OASIS 299 HD CLEANER
CO
4

OASIS 266 AP CLEANER
CO
4

QUATINARY 144 SANITI
CO
4

TOSS BAGS SET
SE
2

BIG BABY DOLL CLOTHES
SE
2

PUZZLE PEEKABOOBEAR
EA
2

PUZZLE CHUNKY FRUIT
EA
2

BIG CEMENT MIXER TOY
EA
4

BIG LOADER, TOY
EA
4

BIG DIGGER TOY
EA
4

BIG DUMP TRUCK, TOY
EA
4

SPORT TRUCK, TOY
EA
4

BIG SEMI TRUCK, TOY
EA
4

RACING TEAM SET
EA
4

BIG FIRE TRUCK, TOY
EA
4

TASSLES (ONLY)
EA
34

COT SHEETS STANDARD
EA
30

CHAIR MATS 45X53
EA
3

299 BATHROOM CLEANER
KT
3

SHEET BEDDING CRIB
EA
20

SNAP LOCK BEADS
SE
5

KIDDIE LINKS
SE
5

DO-A-DOT ART
SE
5

PATHFINDER TOY
EA
4

BORDERS CHILDREN
SE
2

BOOKS, FAMILY BOARD
SE
1

BOOK, CUMULATIVE CLAS
SE
1

TABLE, IN/OUTDOOR
EA
2

LITTLE PEOPLE'S FARM
SE
2

FRONTIER TEEPEE
EA
1

SMAK N' ROLL
EA
4

MOP BUCKET WET
EA
2

MOP HEAD
BX
1

WRINGER MOP WET
EA
2

OASIS 144 SANITIZER
KT
3

GLASS CLEANER AP 266
KT
3

266 ALL PURPOSE CLNR
KT
3

PRIMARY CRAYONS
EA
2

RAINSTICK, MULTICOLO
EA
4

SONGS NATIVE AMERICA
EA
1

CASSETTE PEOPLE IN
EA
1

RECORD RYTHM STICK
EA
1

ALL THE COLORS WE AR
EA
1

BOOK DIVERSITY
EA
1

PENGUIN PET SOTY S
SE
1

WALL DECOR
EA
2

WALL HANGING
EA
2

RABBITS IN A BALLOON
EA
1

WALL DECOR CLOWN
EA
1

PAT MAT
EA
4

AQUARIUM SHAPE SORT
EA
8

BABY'S FIRST RADIO
EA
8

BABY'S RYTHM BAND
EA
8

WOBBLY FUN BALL
EA
6

POP'N SPIN TOP
EA
6

ROLLING MIRROR
EA
6

BELL RATTLE
EA
8

POSTER BOARD, WHITE
PG
4

POSTER BOARD, RED
PG
2

POSTER BOARD, YELLOW
PG
2

POSTER BOARD, BLUE
PG
1

POSTER BOARD, ORANGE
PG
2

ACTIVE LEARNING 3'S
EA
1

VIOLENCE PREVENTION
EA
1

VIDEO YOU CAN BE A
EA
1

PAMPHLET, PROTECTING
EA
100

PAMPHLET, FAMILY VIOLENCE
EA
100

TEACHING YOUNG CHILD
EA
1

BOOK THEMESTORMING
EA
1

THEME BASED CURRICUL
EA
1

SPECIAL DAY CELEBRATION
EA
1

THEME-A-SAURUS
EA
1

YOUNG CHILDREN AT HOME
EA
1

CREATIVE PLAY 365
EA
1

TANGLING W/TODDLERS
EA
2

MUSIC A WAY OF LIFE
EA
1

SCIENCE ARTS
EA
1

PAINT W/O BRUSHES
EA
1

INFANTS & TODDLERS
EA
1

CARE & EDUCATION
EA
1

BOOK RESPONDING TO
EA
1

TODDLERS TOGETHER
EA
1

THE PEACEFUL CLASSRM
EA
1

BUSY FINGERS, GROWING
EA
1

ACTIVE LEARNING INFANT
EA
1

ACTIVE LEARNING ONES
EA
1

ACTIVE LEARNING TWOS
EA
1

ACTIVE LEARNING 4'S
EA
1

ACTIVE LEARNING 5'S
EA
1

BOOK BABY GAMES
EA
1

GAMES W/TODDLERS
EA
1

GAMES TO PLAY W/2'S
EA
1

THE DIFFICULT CHILD
EA
1

HAIRNETS-DARK BROWN
CS
1

CHANGING PAD REPLACE
EA
2

TREE BANNERS
SE
1

4 SEASONS BANNERS
SE
1

SOFT TOYS
SE
2

CLOTH BLOCKS ITEM H
SE
2

SOFT SHAPE BLOCKS I
SE
2

FIRST TOYS ITEM C
SE
2

COLOR FUN BALLS ITMJ
SE
2

ACTION PACK ITEM A
SE
2

FLOOR TOYS ITEM B
SE
2

RATTLE SET ITEM C
SE
2

POP-UP FORM ITEM J
SE
2

SNUGGLE NEST ITEM B
EA
1

BAG, PLASTIC
BX
20

DETERGENT, DISHWASH
BX
1

ON MOTHER'S LAP BOOK
EA
2

A IS FOR AFRICA
EA
1

ALL THE COLORS WE ARE
EA
1

BEIN' WITH YOU THIS
EA
2

BETWEEN EARTH & SKY
EA
1

BRIGHT EYES, BRN SKIN
EA
2

CLEVERSTICKS BOOK
EA
2

DUMPLING SOUP BOOK
EA
1

EMEKA'S GIFT BOOK
EA
1

EVERYBODY BAKES BREAD
EA
1

EVERYBODY COOKS RICE
EA
1

EVERYBODY HAS FEELINGS
EA
2

FRIENDS IN THE PARK
EA
1

GOOD-BYE DADDY BOOK
EA
1

HATS, HATS, HATS
EA
1

HATS OFF TO HAIR
EA
2

HOUSES AND HOMES
EA
1

WENT DOWN THE HILL
EA
2

LITTLE CLOUD BOOK
EA
1

LITTLE ELEPHANT
EA
1

LOOK! SNOW! BOOK
EA
1

LOTS OF MOMS BOOK
EA
1

MAMA ZOOMS BOOK
EA
2

MARGARET & MARGARITA
EA
1

OWL BABIES BOOK
EA
2

PABLO'S TREE BOOK
EA
1

RAINBOW FISH BOOK
EA
1

RAINBOW FISH PUPPET
EA
1

RAINBOW FISH RESCUE
EA
1

SHOES SHOES SHOES
EA
1

BOOK "TOOLS"
EA
1

WHEN I GROW UP BOOK
EA
2

TARPAULIN 7'X15'
EA
6

PAPER, CONSTRUCTION WHITE
HD
60

PAPER, CONSTRUCTION GREEN
HD
40

PAPER, CONSTRUCTION RED
HD
40

PAPER, CONSTRUCTION YELLOW
HD
40

PAPER, CONSTRUCTION MED GRAY
HD
20

DUCT TAPE, ALUMINUM
EA
10

SASSY CRADLE BOUNCER
EA
8

PLAY POWER SERIES
SE
1

TONER DRUM KIT STD02
EA
1

OFFICE SUPPLIES
LO
1

STAR QUILT MAT
EA
2

MIOOR HOUSE  
EA
1

MIRROR PENTAGON
EA
1

ROMPER RINGS BRIGHT
EA
1

RAINBOW BABY BLOCKS
EA
1

B&W STIM-MOBILE
EA
2

PRIMARY COLOR S-MOBILE
EA
2

FLOPPY DOLL
EA
4

BABY LINKS
EA
4

SAND/WATER TABLE
EA
1

ACTIVITY LOCKER
EA
4

TRUCK PLASTIC PLTFRM
EA
1

HANDLE FOR PLTFRM TK
EA
1

MOBILE RAINBOW RINGS
EA
2

SOFT ANIMALS
EA
2

TABLES NESTING TODDLER
EA
1

SPRAY BOTTLE
BX
2

MOP HEAD 16 1/2" LONG
EA
36

WET MOP WRINGER/MED
EA
2

CARBON PAPER/PENCILS 
EA
1

SAFETY PLUGS/EL. OUT
DZ
5

BLUE COPIER PAPER
BX
1

GREEN COPIER PAPER
BX
1

YELLOW COPIER PAPER
BX
1

PAPER TOWELS
BX
16

FOAM CUPS 8 OZ
BX
6

WATER CUP 4 OZ
BX
2

PLASTIC CUP 5 OZ
BX
2

WHITE FACIAL TISSUE
PG
10

TRASH BAGS 57 GAL BRN
BX
10

SELF TAB FOLDERS
BX
4

HAZMINCEN
EA
1

FIRST TOYS
EA
5

WHITE POWDER PAINT
CS
2

RED POWDER PAINT
CS
2

BUGGY BAGS
EA
2

HAZMINCEN
EA
1

BACKGROUND CHECK
EA
2

BACKGROUND CHECK
EA
1

REGISTRATION CCSC
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

BACKGROUND CHECK
EA
1

HISTORICAL MATERIAL USAGE

FAMILY SERVICE CENTER

DESCRIPTION
UI
QTY

CARTRIDGES 4SI
EA
6

TONER CARTRIDGE 4SI
EA
8

BATTERY
EA
1

GUIDE FOR OCCUPATION
EA
1

ROOM CHARGE
EA
1

COPY PAPER
BX
30

STAPLER, SWINGLINE
EA
1

STAPLES
BX
2

STAPLES, 14/16"
BX
2

SHREDDER
EA
1

OFFICE SUPPLIES
GP
1

RUBBER STAMP
EA
1

PRINTWHEEL
EA
2

SIGNS FOR FAP
GP
1

UNITED WAY SEMINAR
EA
11

COUPLES COMMUNICATION
EA
6

OFFICE SUPPLIES
GP
1

OFFICE SUPPLIES
GP
1

SUBSCRIPTION FED CAR
EA
1

SUB TO CONSUMER REPO
EA
1

SUBSCRIPTION TO NADA
EA
1

SUBSCRIPTION TO FAMI
EA
1

RIBBON TYPEWRITER
EA
10

COMMAND FINANCIAL SP
EA
25

FAX PAPER
BX
4

BOOKS
EA
2

OFFICE SUPPLIES
GP
1

SOFTWARE MANUAL
EA
1

PRECEPTOR SERVICES
GP
1

OFFICE SUPPLIES
GP
1

THERASCRIBE
EA
3

LITHOGRAPH BROCHURE
EA
2

LITHOGRAPH BROCHURE
EA
2

OFFICE SUPPLIES
GP
1

FACILITATOR
EA
4

CORE VALUES
EA
4

FINANCIAL SPECIALIST
EA
25

OFFICE SUPPLIES
GP
1

FACILITATOR
EA
1

1/2" BINDERS
EA
120

OFFICE SUPPLIES
GP
1

PAPER, ORANGE
RM
2

PAPER
RM
1

SHEET PROTECTOR
BX
3

CLEANER HAZMATCIN
EA
1

OFFICE SUPPLIES
BX
2

OFFICE SUPPLIES
GP
1

CARTRIDGES
EA
20

LABELMAKER
EA
1

TEAM SKILLS
EA
22

DYMO TAPE
BX
2

DYMO TAPE 
BX
2

AC ADAPTER
EA
1

BOOK
EA
5

VIDEO
EA
1

DYMO TAPE
BX
20

BOARDS
EA
4

OFFICE SUPPLIES
GP
1

GROUP TRAINER
EA
1

HAZMAT
GP
1

WRIST PADS COMPUTER
EA
15

TONER CARTRIDGE NEC
EA
3

MEMPHIS CITY MAPS
EA
1000

WALL SIGN
EA
2

TABS, FOLDER
BX
12

OFFICE SUPPLIES
GP
1

OFFICE SUPPLIES
GP
1

OFFICE SUPPLIES
GP
1

TABS, INDEX
BX
15

OFFICE SUPPLIES
GP
1

SELF-INKING STAMPS
EA
4

OFFICE SUPPLIES
GP
1

HAZMAT
GP
1

OFFICE SUPPLIES
GP
1

TRAVEL TRANSLATORS
EA
300

FEDERAL JOBS DIGEST
EA
1

FEDERAL DIGEST
EA
1

CO-OP SUBSCRIPTION
EA
1

STAMPS SELF-INKING
EA
3

FANS
EA
10

OFFICE SUPPLIES
GP
1

TAB SET INDEX CLEAR 
BX
15

REMOVE-IT 3.0 & 2.0
EA
2

SIMPLE GREEN
GP
1

CARTRIDGE FAX MACHINE
EA
3

OFFICE SUPPLIES
GP
1

OFFICE SUPPLIES
GP
1

ADDRESS LABELS
EA
10

DISKETTE TRAVEL MATE
EA
1

DISKETTE PROTECTORS
BX
3

DESKTOP ORGANIZER
EA
1

WRIST PADS
EA
20

ROUND LABELS
BX
24

CALCULATOR
EA
1

KEYBOARD DRAWER STAT
EA
1

JOB FAIR HANDOUTS
GP
1

PUBLICATIONS
EA
1

FED-EX SHIPMENT
EA
1

PUBLICATIONS I & R
GP
1

ROOM RENTAL
EA
1

FED-EX
EA
1

BOOKS 1,2,3 MAGIC
EA
10

VIDEO 1,2,3 MAGIC
EA
1

BATTERIES
PG
2


TONER CARTRIDGE 4 SI
EA
2

VIDEO/NPST
EA
1

TRAINING PROGRAM
EA
1

FILM
PK
5

TAPE, 2 COATED
BX
1

LONG TERM SNS
EA
1

MEDICAL DICTIONARY
EA
1

COPYHOLDER
EA
1

PUBLICATIONS     
EA
7

TECHNICAL ATTACHMENT

J-C 5.0

FSC HISTORICAL WORKLOAD DATA

	WORKLOAD DATA HISTORICAL FOR 12 MONTH PERIOD
	FAMILY SERVICE CENTER
	AVG/MONTH

	5.1.1.
	NUMBER OF NSA & TENANT COMMANDS & NAVAL RECRUITING DISTRICT NASHVILLE
	12

	5.1.2.1.
	NUMBER OF TOTAL CONTACTS
	603

	5.1.2.3.
	NUMBER OF NSA & TENANT COMMANDS ACTIVE DUTY MILITARY & THEIR DEPENDENTS
	

	5.1.3.
	NUMBER OF FSC VOLUNTEERS
	.5

	5.1.3.
	NUMBER OF FSC VOLUNTEER HOURS WORKED
	3

	5.1.4.
	NUMBER OF RETIRED ACTIVITIES OFFICE VOLUNTEERS
	9

	5.1.4.
	NUMBER OF RETIRED ACTIVITIES OFFICE CONTACTS
	39

	5.1.4.
	NUMBER OF RETIRED ACTIVITIES OFFICE I & R CONTACTS
	0

	5.1.4.
	NUMBER OF RETIRED ACTIVITIES SUPPORT VOLUNTEERS HOURS WORKED
	92

	5.1.4.
	NUMBER OF FSC LOCATIONS AT NSA MEMPHIS
	2

	5.2.1.1.
	NUMBER OF I&R CONTACTS FOR PERSONAL FINANCIAL MANAGEMENT (PFM) PROGRAM
	77

	5.2.1.1.
	NUMBER OF CLASSES EXCLUDING PFM CMD FINANCIAL SPECIALIST CLASS
	2

	5.2.1.1.
	NUMBER OF TOTAL CONTACTS EXCLUDING PFM CMD FINANCIAL SPECIALIST
	26

	5.2.1.2
	NUMBER OF PFM CMD FINANCIAL SPECIALIST CLASSES
	8

	5.2.1.2.
	NUMBER OF PFM CMD FINANCIAL SPECIALIST CONTACTS
	25

	5.2.2
	NUMBER OF LIFE SKILLS EDUCATION CLASSES
	4

	5.2.2.
	NUMBER OF LIVE SKILLS EDUCATION CLASSES TOTAL CONTACTS
	50

	5.2.3.
	NUMBER OF OMBUDSMAN CLASSES
	0

	5.2.3.
	NUMBER OF OMBUDSMAN TOTAL CONTACTS
	0

	5.2.3.
	NUMBER OF NSA & TENANT COMMANDS & COAST GUARD
	

	5.2.3.
	NUMBER OF OMBUDSMAN I&R CONTACTS
	8

	5.2.4.
	NUMBER OF ARTICLES WRITTEN FOR TRADE PUBLICATIONS
	116

	5.2.4.
	NUMBER OF FLYERS CREATED FOR SPECIAL EVENTS
	

	5.2.4.
	NUMBER OF FLYER PACKETS DISTRIBUTED
	377

	5.2.5.
	NUMBER OF I&R TOTAL CONTACTS
	874

	5.3.1.
	NUMBER OF CRITICAL INCIDENT DEBRIEFINGS
	

	5.3.2.
	NUMBER OF SAVI CLASSES
	

	5.3.2.
	NUMBER OF SAVI TOTAL CONTACTS
	

	5.3.2.
	NUMBER OF SAVI TOTAL COUNSELING CONTACTS
	

	5.4.1.
	NUMBER OF TAMP CLASSES
	5

	5.4.1.
	NUMBER OF TAMP TOTAL CONTACTS
	271

	5.4.1.
	NUMBER OF TAMP TOTAL COUNSELING CONTACTS
	244

	5.4.1.
	NUMBER OF TAMP I&R CONTACT
	802

	5.4.1
	NUMBER OF RAP CLASSES
	4

	5.4.1.
	NUMBER OF RAP TOTAL CONTACTS
	146

	5.4.1
	NUMBER OF RAP TOTAL COUNSELING CONTACTS
	103

	5.4.1.
	NUMBER OF I&R TOTAL CONTACTS
	318

	5.4.2.
	NUMBER OF DOD INSTALLATIONS PROVIDING WELCOME ABOARD PACKETS/VIDEOS
	419

	5.4.2.
	NUMBER OF HOSPITALITY KITS ISSUED
	2

	5.4.3.
	NUMBER OF SEAP CLASSES
	1

	5.4.3.
	NUMBER OF SEAP CONTACTS
	50

	5.4.3.
	NUMBER OF SEAP I&R CONTACTS
	11

	5.4.3
	NUMBER OF SEAP TOTAL COUNSELING CONTACTS
	124

	5.4.3
	NUMBER OF UPDATES TO JOB BANK DATABASE
	4

	5.4.4.
	NUMBER OF EFMP CLASSES
	0

	5.4.4
	NUMBER OF TOTAL EFMP CONTACTS
	0

	5.4.4.
	NUMBER OF EFMP I&R TOTAL CONTACTS
	3

	5.5.1.6.
	NUMBER OF CURRENT CASES
	45

	5.5.1.6.
	NUMBER OF I&R CONTACTS FOR CLINICAL COUNSELING
	43

	5.5.1.6.
	NUMBER OF COUNSELING CONTACTS FOR CLINICAL COUNSELING
	76

	5.5.2.
	NUMBER OF FAP CLASSES
	1

	5.5.2.
	NUMBER OF FAP TOTAL CONTACTS
	24

	5.5.2.
	NUMBER OF FAP TOTAL COUNSELING CONTACTS
	0

	5.5.2.
	NUMBER OF FAP CURRENT CASES
	0

	5.5.2.
	NUMBER OF FAP CLOSED CASES
	0

	5.5.2.
	NUMBER OF FAP I&R TOTAL CONTACTS
	14

	5.5.3.
	NUMBER OF NEW PARENT SUPPORT CLASSES
	0

	5.5.3.
	NUMBER OF NEW PARENT SUPPORT TOTAL CONTACTS
	0

	5.5.3
	NUMBER OF NEW PARENT SUPPORT TOTAL COUNSELING CONTACTS
	127

	5.5.4.
	NUMBER OF VICTIM ADVOCATE CLASSES
	0

	5.5.4.
	NUMBER OF VICTIM ADVOCATE TOTAL CONTACTS
	0


TECHNICAL ATTACHMENT

J-C 5.0

CDC HISTORICAL WORKLOAD DATA
	5..2.2.3.
	AVG NUMBER OF CHILDREN ON THE WAITING LIST
	114

	5.2.2.8.
	AVG NUMBER OF CHILDREN WITH SPECIAL NEEDS
	3

	5.2.2.14.
	AVG NUMBER OF MEALS SERVED PER MONTH
	3675

	5.2.4.1.
	NUMBER OF CHILD ABUSE/NEGLECT PREVENTION AND REPORTING  TRAINING SESSION CONDUCTED/YR
	12

	5.2.4.3.
	NUMBER OF CASH HANDLING/CONTROL TRAINING SESSIONS CONDUCTED PER YEAR
	5

	5.2.4.4.
	NUMBER OF CHILD DEVELOPMENT STAFF TRAINING SESSEIONS CONDUCTED GROUPS /MO
	8

	5.2.4.4.
	NUMBER OF TRAINING SESSIONS INDIVIDUAL /MO
	25

	5.2.4.6.
	NUMBER OF FOOD SERVICE TRAINING SESSIONS /MO
	2

	5.2.4.7.
	NUMBER OF  SENIOR AND PROFESSIONAL SESSIONS CONDUCTED
	45

	5.2.4.8.
	NUMBER OF NON-CARE GIVER STAFF TRAINING SESSIONS CONDUCTED /MO
	3

	5.2.5.1.
	NUMBER OF CRIMINAL HISTORY BACKGROUND INVESTIGATIONS CONDUCTED PER YEAR
	10

	5.2.6.1.
	AVG NUMBER OF FAMILY CHILD CARE PROVIDERS
	10

	5.2.6.2.2.
	NUMBER OF FCC MONITORING VISITS /MO
	15

	5.2.6.2.3.
	NUMBER OF FCC APPLICANTS PER MONTH
	6

	5.2.6.2.6.
	AVG NUMBER OF CHILDREN ONBOARD REQUIRING UNIQUE CARE SERVICES
	1

	5.2.6.3.2.
	NUMBER OF FCC PROVIDER TRAINING SESSIONS /YEAR
	12

	5.2.6.4.1.
	NUMBER OF FCC HOMES CERTIFIED/RECERTIFIED  PER YR
	3

	5.2.2.11.
	NUMBER OF FIELD TRIPS PER YEAR
	3


Technical Attachment

J-C 5.1.21.3

FSC Information Pamphlets

Item
Stock #
Quantity

You, Your Child and Self-Esteem
(X49577)A
150

Stress and Your Child
(X19802)A
200

Parents and Stress
(X37663)A
100

Post-Traumatic Stress Disorder
(X37861)A
50

Attention Deficit/Hyperactivity Disorder

--What Everyone Should Know
(X45690)A
50

Improving Your Interpersonal Skills 
(X18556)A
400

About Assertiveness
(X18663)A
100

Your Attitude and You
(X18101)A
100

Understand Yourself--And Others
(X18036)A
100

Single Parenting
(X16733)A
50

Getting Along At Home
(X16899)A
150

Building A Successful Marriage
(X18911)A
150

About Divorce
(X16691)A
100

Violence in the Family

--It's Everyone's Concern
(X42879)A
100

Successful Conflict Resolution

--A Skill for Working Together
(X44909)A
150

Adults Abused as Children
(X48025)A
100

About Incest
(X16865)A
50

Good Ways to Raise Good Kids

--Firm but fair
(X40113)A
100

Date Rape--A Violent Crime
(X40766)A
50

Your Child's Emotional Health
(X11791)A
50

Emotional Abuse and Neglect of Children
(X48850)A
50

Understanding Adolescence
(X11924)A
150

Dating Violence Is Never OK

--A Teen's Story
(X44842)A
50

Alcohol Problem In The Family?
(X11783)A
100

Your Resume--Key to a Successful

--Job Search
(X42259)A
300

Job Interview Skills

--How to get the job you want
(X42242)A
300

Family Violence Hurts Children

--Help stop the pain
(X71530)A
150

Handling Misbehavior

--Tips for parents
(X71597)A
150

Teens and Stress
(X38877)A
150

Young People and Drugs

--Act on the facts
(X11007)A
150

Item
Stock #
Quantity

Keeping Your Cool

--When Your Young Child Cries
(X38919)A
150

Teen Behavior
(X49809)A
150

Living in a Military Family
(X42523)A
200

Putting A Stop to Child Abuse
(X42887)A
100

How's Your Self-Esteem?
(X40790)A
100

Suicide--A cry for help
(X70631)A
100

Are You A Single Parent?

--You are not alone
(X70375)A
100

Balancing Work & Family
(X40667)A
100

Anger and how to handle it
(X44479)A
100

Depression--There's hope and help
(X42580)A
100

Going Through Bereavement-

--When a Loved One Dies
(X45914)A
50

Stress--Don't let it get you down
(X70854)E
200

When Anger Heats Up--Keep your cool
(X71241)E
150

Self-Esteem--Respect yourself
(X71456)E
150

How to Stop Smoking
(Z12419)A

50

About Self-Esteem

(Z18457)A


200

Good Mental Health

(Z37226)A


100

About Grief

(Z16816)A


50

Attention Deficit/Hyperactivity Disorder

-- What Everyone Should Know

(Z45690)A


100

Children With Special Needs

(Z16766)A


50

Your Attitude and You

(Z18101)A


200

Your Winning Attitude at Work

(Z15735)A


100

Your Navy Family Service Center

(Z48108)A


200

What Kids Should Know About Divorce

(Z48090)A


50

Collecting Child Support

(Z48728)A


200

Violence in the Family

-- It’s Everyone’s Concern

(Z42879)A


100

Successful Conflict Resolution

-- A Skill for Working Together

(Z44909)A


100

Sexual Abuse

-- A Threat to our Children

(Z42895)A


100

Be a Volunteer!

(Z18382)A


50

Managing Money

-- Basics for Military Members

(X70680)A


200

Military Sponsorship

-- Helping Others With Relocation

(Z44289)A


300

Your Resume 

-- Key to a Successful Job Search

(Z42259)A


200

Job Interview Skills

-- How to get the job you want

(Z42242)A


200

Item
Stock #
Quantity

Sad Hug, Mad Hug, Happy Hug 

-- A Children’s Story About Death

(Z58198)B

300

Parenting -- Raising Your Children Well

(X44735)E

250

Discipline 

-- Teaching Your Child Self-Control

(X44719)E

250

Let’s Learn About Spit Tobacco:

  An Information & Activities Book
(Z56598)A

25

Being a Father
(Z49494)A

100

You, Your Child and Self-Esteem
(Z49577)A

100

Stress and Your Child
(Z19802)A

100

About Stress Coloring & Activities Book
(Z56861)A

50

About Depression
(Z12229)A

100

About Anger
(Z14456)A

125

About Grief
(Z16816)A

50

About Suicide
(Z16550)A

50

Attention Deficit Disorder
(Z48934)A

50

Children With Special Needs
(Z16766)A

50

Improving Your Interpersonal Skills
(Z18556)A

50

Your Attitude and You
(Z18101)A

75

Understand Yourself
(Z18036)A

75

About Deployment
(Z16931)A

25

About Reunion
(Z48637)A

50

Preparing for Mobilization
(Z48694)A

25

About Parenting
(Z16758)A

125

Single Parenting
(Z16733)A

75

Disciplining Your child
(Z18523)A

125

You, Your Child and Tolerance
(Z49635)A

125

Getting Along At Home
(Z16899)A

100

About Stepfamilies
(Z19554)A

50

Building a Successful Marriage
(Z18911)A

100

About Rape
(Z48686)A

50

Adults Abused as Children
(Z48025)A

50

You’re in Charge!

--Coloring & Activities Book
(Z54619)A

50

Self-Protection for Women
(Z49478)A

50

Understanding Diversity
(Z49049)A

50

Secondhand Smoke - It’s no joke
(Z40899)A

50

Good Ways to Raise Good Kids 

--Firm but Fair
(Z40113)A

100

Your Child’s Emotional Health
(Z11791)A

50

Emotional Abuse and

  Neglect of Children
(Z48850)A

50

Words That Hurt;

  Coloring & Activities Book
(Z56812)A

100

Understanding Adolescence
(Z11924)A

75

Item
Stock #
Quantity

Let’s Learn More About Responsibility:

  An Information & Activities Book
(Z56770)A

75

Women and STDs - The Facts About

  Sexually Transmitted Diseases
(Z45229)A

75

When Someone You Love Dies:

  A Coloring & Activities Book
(Z56986)A

75

Dating Violence is Never OK 

--A Teen’s Story
(Z44842)A

75

Gambling Problems
(Z49262)A

75

Alcohol Problem In The Family?
(Z11783)A

75

20 Ways to Avoid Being Swindled
(Z49460)A

50

Beat the High Cost of Living
(Z18143)A

50

Checking Accounts
(Z03038)A

50

Why You Should Have a Will
(Z03335)A

50

About Life Insurance
(Z04044)A

50

Balanced Diet on a Balanced Budget
(Z14217)A

50

How to Finance a Home
(Z03087)A

50

Family Budgeting
(Z16824)A

50

Use Energy Wisely at Home
(Z45021)A

50

How You Can Save Energy Every Day
(Z15347)A

50

Choosing Child Care
(Z16998)A

50

How to Balance Work and Family
(Z48835)A

50

Good Nutrition in Later Years
(Z12906)A

50

How to Get Help with Medicare Expenses
(Z38554)A

50

Living on Your Own
(Z48660)A

50

Collecting Child Support
(Z48728)A

150

Credit Management for Military Personnel
(Z16980)A

50

Good Money Management 

  for Military Personnel
(Z16972)A

50

Pre-Retirement Planning
(Z19810)A

50

Military Sponsorship

-- Helping Others With Relocation
(Z44289)A

250

Transition And The Family
(Z49569)A

250

Making A Successful Transition
(Z49338)A

250

Job Interview Skills

--How to Get The Job You Want
(Z42242)A

150

Your Resume - Key to a 

  Successful Job Search
(Z42259)A

150

Children of Alcoholics
(Z18846)A

50

Spit Tobacco
(Z19455)A

50

About Self-Esteem
(Z18457)A

100

Parents and Stress
(Z37663)A

100

Post-Traumatic Stress
(Z37861)A

50

About Grief
(Z16816)A

50

Attention Deficit Disorder
(Z48934)A

50

Item
Stock #
Quantity

Family Care Plans
(Z48751)A

50

Being a Guardian for a


  Military Dependent Family Member
(Z49379)A

50

Be a Volunteer!
(Z18382)A

50

Partner Abuse 

--What Women Should Know
(Z41186)A

100

20 Ways to Avoid Being Swindled
(Z49460)A

50

Beat the High Cost of Living
(Z18143)A

100

Family Budgeting
(Z16824)A

100

Credit Management for Military Personnel
(Z16980)A

50

Good Money Management

  for Military Personnel
(Z16972)A

100

Military Sponsorship

--Helping Others With Relocation
(Z44289)A

200

About Co-Dependency
(Z48314)A

100

How to Stop Smoking
(Z12419)A

50

Smoking and Your Heart
(Z11601)A

50

Smoking and Cancer
(Z12476)A

50

Smoking and Pregnancy
(Z38000)A

50

Being a Father
(Z49494)A

100

Parents and Stress
(Z37663)A

100

Your Attitude and You
(Z18101)A

100

About Deployment
(Z16931)A

50

What’s a Family
(Z48223)A

100

Single Parenting
(Z16733)A

50

Disciplining Your Child
(Z18523)A

100

About Stepfamilies
(Z19554)A

100

Building a Successful Marriage
(Z18911)A

100

Partner Abuse
(Z17004)A

50

Partner Abuse

--What Women Should Know
(Z41186)A

50

Your Child’s Emotional Health
(Z11791)A

50

About Being Married in the Military
(Z49940)A

200

20 Ways to Avoid Being Swindled
(Z49460)A

50

Beat the High Cost of Living
(Z18143)A

50

Checking Accounts
(Z03038)A

50

Family Budgeting
(Z16824)A

50

Collecting Child Support
(Z48728)A

100

Credit Management for Military Personnel
(Z16980)A

50

Good Money Management

  for Military Personnel
(Z16972)A

50

Pre-Retirement Planning
(Z19810)A
1050

You, Your child and Self-Esteem
(Z49577)A

100

Stress and Your child
(Z19802)A

100

About Depression
(Z12229)A

200

Item
Stock #
Quantity

About Anger
(Z14456)A

200

About Grief
(Z16816)A

50

About Suicide
(Z16550)A

50

Attention Deficit Disorder
(Z48934)A

50

Educating Children With Disabilities
(Z48488)A

50

About Parenting
(Z16758)A

200

You, Your child and Tolerance
(Z49635)A

100

Getting Along at Home
(Z16899)A

100

About Divorce
(Z16691)A

100

What Kids Should Know About Divorce
(Z48090)A

100

Elder Abuse
(Z16956)A

50

Latchkey Children
(Z16808)A

100

Emotional Abuse and Neglect of children
(Z48850)A

100

Words That Hurt;

  Coloring & Activities Book
(Z56812)A

100

Alcohol, Child Abuse and Child Neglect
(Z14001)A

100

TECHNICAL ATTACHMENT

J-C 5.1.27

Attachment A

NSA MID-SOUTH/NAVY RECRUITING DISTRICT

CV

PROPOSAL

Family Advocacy Model Program

A. NARRATIVE PROPOSAL

1)
Project need: Navy recruiters and their families in general and in the Navy Recruiting Distrct, Cumberland Valley (NRD-CV) in particular experience high levels of job stress and isolation because of their assignments in small communities and the inaccessibility of other military families from whom to draw support.  Most of the recruiters are a part of young families with small Children. Many are relatively inexperienced with balancing demanding work loads, family and financial certainties.  These conditions are risk factors for potential family advocacy involvement.  Although the recruiting district utilizes the FSC and expresses satisfaction with services provided, some recruiters live more than seven hours drive from NSA Mid-South, making it a hardship (and, additionally stressful) for families to receive the support and counseling available to base-located personnel.

2)
Goals and objectives:


(
To prevent domestic violence.


(
To provide support to Navy personnel and their families in remote locations.


(
To enable networking of military spouses and foster appreciation of the Navy family.


(
To enhance mission readiness by teaching family life and job skills (stress, time and financial management, parenting and communication skills).

3)

Methods to be used in reaching goals: Two NSA-Mid-South FSC personnel will travel to five sites In the Cumberland Valley Recruiting District (Lexington. Louisville, Kentucky, Nashville. Chattanooga, and Knoxville, TN) six times a year. Each team will include at least one licensed-for-independent-practice therapist.  Appointment times for individual, couple or family thera@ will be available.  A targeted, topic workshop will also be presented.  If needed, telephone counseling or referral services will be provided after assessment of individuals. sign-up for services and logistics will be handled by Cumberland Valley Navy Recruiting District.

4) Methods to be used to document and evaluate the project: Population survey of most desired topics.  Evaluations of each program and counseling feedback sheets will be kept for all activities.  Navy Recruiting District will provide a written evaluation of the project on an annual basis.  Direct and consistent feedback will be encouraged from the Command Master Chief of NRD-CV and Chief of Counseling, NSA Mid-South.                                                      

Family Advocacy Model Program Proposal (cont.)

5)
Target population to be served: Approximately 115 Navy recruiters and their families and 50 support staff personnel and their families in NRD-CV.

6) Duration of the project: one to three years.

7) Types of resources we expect to use: FSC personnel and NRD-CV personnel.

8)
Deliverables anticipated: Resource manuals for each workshop and certificates-of completion.

Corrected Copy

FY-96 Family Advocacy Model Programs

Family Advocacy Model Program Synopsis

SITE:
Family Service Center, NAS Mid-South

PROJECT:
Family Services Support to Recruiting District (Naval Recruiting District Cumberland Valley).

GOALS:

To prevent domestic violence.

To provide support to Navy personnel and their families in remote locations.

To enable networking of military spouses and foster appreciation of the Navy family.

To enhance mission readiness by teaching family life and job skills (stress, time).

METHOD:
Provide mobile team visits to NRD personnel and families for workshops and counseling services.

TARGET POPULATION: Navy recruiters and support personnel and their families who are isolated from Navy quality of life services.

DURATION:
Three years.

DELIVERABLE:
Six workshops and counseling appointment times per year.  Assessment/referable to families.

POC FOR PROJECT COORDINATION: Elaine Horrell. Chief of Counseling, NSA Memphis, DSN 966-5075, FAX 966-5556 or commercial (901) 873~5075, FAX (901) 873-5556

MAILING ADDRESS FOR FUNDING DOCUMENTS:  NSA Comptroller NSA Mid-South. 5720 Integrity Drive Building 455, Millington. TN 38054.

NRD TRIP AGENDA

MARCH 16TH – 2OTH

Monday- presentation from 3:30 to 5:00.


Drive, POV. to Nashville in AM to the NRD office to check in with command and to check out military- vehicle f'or the trip.  Present at the Reserve Center.  Stay in Nashville at the Club House Inn (615) 244-0150, (governrnent rate $90.92).  Confirmation #222688, #222689.

Tuesday- presentation from 1:00 to 3:00.

Drive from Nashville to Huntsville in AM on 17th to present at the Reserve Center.  Drive to Chattanooga to stay at the Holiday Inn at 1-75 and 6700 Ringo Rd., (423) 892-8100, for the night of the 17th. (government rate $51.00).  Confirmation #69060351.

Wednesday- presentation from 3:30 to 5:00.


Drive from Chattanooga to Knoxville in AM on 18th to present at the Reserve Center. Stay at the Holiday Inn Downtown Convention Ctr. 525 Henley, (423) 522-2800, on the 18th, (government rate $56.50).  Confirmation #69060351.

Thursday- presentation from 1:00 to 3:00.


Drive from Knoxville to Lexington in AM on the 19th to present at the Reserve Center. Stay at the Holiday Inn in Richmond, Ky. at I75 and Eastern Bypass,(606) 623-9220, on the 19th, (government rate $45.00).  Confirmation #69080617.

Friday- Drive to Nashville to NRD office to check out with command and return van.  POV home to Memphis, Mission Complete.

TECHNICAL ATTACHMENT

J-C 5.2.1

OPNAVINST 1700.9D, SECTION 12.0

PERSONNEL QUALIFICATIONS AND STAFF/CHILD RATIO

OPNAVINST 1700.9D

27 OCT 1994

STAFFING RATIOS and STAFF QUALIFICATIONS, cont.

12.1.3
For mixed age groups, staffing requirements shall be met 


for the age of the youngest child in the group as follows:

	IF:
	THEN:

	Children in an age category make up 20 percent or more of the group
	Use the staff/child ratio

for that group.



	Children in an age category  make up less than 20

percent of the group
	Use the staff/child ratio

of the next higher age

group.





12.1.4
Only staff whose full‑time responsibility is to provide direct care to children shall be counted in the ratios.

· Staff performing duties other than child care (e.g., director, cleaning, laundry, food service or operations clerks) will not be counted in the ratios.


12.1.5
At least two caregivers shall be present with each group of children at all times.

· When this is not possible, due to limited room capacity, closed circuit television or other comparable observation measures must be taken to ensure oversight by more than one adult.

NOTE: This does not alter the required staff/child ratio.

12.1.6
During rest times, the ratio may be doubled (except for infants 6 weeks to 24 months) to allow staff to attend training. The required number of staff must remain in the facility and be readily available in case of emergency.

OPNAVINST 1700.9D

27 OCT 1994

STAFFING RATIOS and STAFF QUALIFICATIONS, cont.


12.1.7
Volunteers and student help under 18 years of  age may not 
be counted in determining compliance with staff/child ratio and must work under direct supervision at all times.

12.1.8

Ratios must be followed when children are on playgrounds.

12.1.9
If special needs children are enrolled (Section 6), the 
staff/child ratio must be adjusted as necessary to ensure that the development of all the children in the group is not hampered.

12.1.10
If toilets are located outside the room in which care is provided, no child may leave the room without adult supervision.

12.1.11
To promote consistency and meet program objectives, at least one full‑time caregiver shall be available to each age 
group throughout the day.

OPNAVINST 1700.9D

27 OCT 1994

STAFFING RATIOS and STAFF QUALIFICATIONS, cont.

12.2
Group Size.  The number of children assigned to a group shall be limited.  The following group size requirements shall be met at all times of the day, except during social activities such as field trips.  During arrival and departure time groups may be mixed for efficient staff scheduling and the mixed age group sizes (paragraph 12.2.3) apply.

	IF CHILD’S AGE IS:
	THEN MAXIMUM GROUP SIZE IS:

	6 wks. – 12 mos.
	8

	13 mos – 24 mos.
	10

	25 mos. – 36 mos.
	14

	37 mos. – 5 yrs.
	24

	6 yrs. – 8 yrs.
	30

	9 yrs. –12 yrs.
	30



12.2.1
Group assignments should be based on children's developmental levels. It is not required that children be moved to the next age group on their birthday. Rather, class enrollment should be looked at from a school year perspective.

12.2.2
More than one group may occupy a classroom. Each group shall have its own clearly defined physical space, assigned staff, equipment and furnishings and primary interest centers.

OPNAVINST 1700.9D

27OCT 1994

STAFFING RATIOS and STAFF QUALIFICATIONS, cont.


12.2.3
For mixed age groups, a CDC shall meet the group size 
requirement for the youngest child in the group as shown in the table below:

	IF:
	THEN USE:

	Children of an age

Category make up 20

Percent or more of the group.

.
	The maximum group size requirement of that age category found in the table on the previous page.



	Children of an age category make up LESS than 20 percent of the group.


	The maximum group size requirement of the next highest age category found in the table on the previous page.




12.2.4
A supervisory level staff member shall be in the CDC at 
all times.

· Supervisory level is defined as the program administrator, director, assistant director, or person qualified and designated to function in the absence of the director.

12.2.5
Regular and supervisory staff should be rotated for evening and weekend care to ensure adequate supervision of 
flexible staff.

12.2
New staff members will be closely monitored by the supervisory staff during their first 30 working days.

12.2.7

New staff members shall work in line of sight or under direct supervision of an employee who has a completed 
background check until the new employee's clearance is received.

OPNAVINST 1700.9D

27 OCT 1994

STAFFING RATIOS and STAFF QUALIFICATIONS, cont.

12.3
Staff Qualifications.  Staff members shall be hired based on their demonstrated ability to work with children in a group and on their understanding of children's needs.

12.3.1
CDC Director and CDP Administrator positions shall be classified in the 1701 series. CDC directors hired after 23 March 1991 and all other program administrators/directors (e.g., FCC coordinators) hired after 1 October 1993 shall have at a minimum a baccalaureate degree in child development, early childhood education, home economics (early childhood emphasis), elementary education, special education, or other degree appropriate to the position from an accredited college. A combination of education and experience that meets the requirements of the X118 standards may be substituted. Education substitutions may be in related fields which include but are not limited to education, social work, home economics, psychology, or child-related field.

· CDC director, program administrator, and FCC Director positions are critical to program operations
and when vacant shall be filled with a qualified applicant within 90 days.

· CDC directors/program administrators shall receive training in budgeting, administration, personnel 
management, and supervision.

OPNAVINST 1700.9D
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STAFFING RATIOS and STAFF QUALIFICATIONS, cont.

12.3.2
At least one employee shall be a Training and Curriculum (T&C) Specialist. In military centers, this person shall be an employee in a competitive service (i.e., general schedule) position. The T&C shall meet the professional qualification of the National Academy of Early Childhood Programs' Early Childhood Specialist (Baccalaureate Degree in Early Childhood Educational Child Development and at least 3 years of full‑time teaching experience with young children and/or a graduate degree in ECE/CD). The duties of the T&C shall include: Special teaching, role-modeling, and demonstration of activities in facilities and FCC program

· Daily oversight and instruction of other child care employees

· Daily assistance in preparation of lesson plans

· Assistance in the child abuse prevention and detection training program

· Advice to the CDPA/CDCD on the performance of other child care employees

· Assistance in the development and implementation of parent education programs.

· CDCs with a capacity of less than 100 may dual hat the 
CDP administrator/CDC director or the assistant director, 
providing they meet qualifications, as the T&C. FCC 
coordinators may not be dual hatted as the T&C. Under 
certain circumstances (e.g., the number of facilities, 
program capacity, number of staff, distance between 
facilities, and remote location) may warrant hiring an
OPNAVINST 1700.9D
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additional T&C to ensure training requirements are met. Qualified program personnel (GS/GSE Ss) may be used to assist the T&C in carrying out training requirements.

12.3.3
All caregivers shall be at least 18 years of age. At a 
minimum, caregivers shall:

· Hold a high school diploma or equivalent

· Be able to speak, read, and write English

· Be able and willing to undergo required training

· Express respect for and affection toward children

· Understand the need for children to share experiences, ideas, and feelings and be able to listen to them with attention and respect

· Recognize and respect a child's unique cultural heritage

· Understand and be sensitive to the pressures of military family life

12.3.4
There shall be at least one staff member designated as the lead caregiver in each activity room with the skills and 
knowledge necessary for planning and implementing a 
developmental program. Recommend this position be at 
the full performance level. When possible, recommend one program technician for each age group to assist with 
training.
OPNAVINST 1700.9D
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12.4
The use of volunteers, interns and teen aides is encouraged as a means of providing additional support to the program (e.g., assisting in the care of children with special needs or on field trips, conducting special activities or lessons).

12.4.1
At no time shall volunteers be used in place of paid 
personnel (i.e., not counted in child:staff ratios).

12.4.2
Volunteers shall never be left with sole responsibility of a 
child or children or be without supervision of qualified staff person.


12.4.3
All volunteers should receive a minimum of 2 hours of training before caring for children. This training shall 
include:

· Information on CDC policies and procedures

· Child abuse identification and reporting

· Protecting the health and safety of children

12.4.4
Volunteers, interns and teen aides require background 
screening. (See Section 10.)

OPNAVINST 1700.9D
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12.1
Staff/Child Ratios. The ratio of staff to children shall be met at all times to maintain constant supervision and to quickly effect evacuation in the event of fire or other emergencies.


12.1.1
The following minimum staff/child ratios shall be fully implemented and apply at all times:

	IF CHILDREN ARE AGES:
	THEN THE RATIO OF

STAFF PER CHILDREN IS:

	6 wks. – 12 mos.
	1 staff member per 4 children

	13 mos. – 24 mos.
	1 staff member per 5 children

	25 mos. – 36 mos.
	1 staff member per 7 children

	37 mos. – 5 yrs.
	1 staff member per 12 children

	6 yrs. – 8 yrs.
	1 staff member per 15 children

	9 yrs. – 12 yrs.
	1 staff member per 15 children


12.1.2
It is preferable that the ratio for infants 6 weeks to 6 months be one adult per three children.

TECHNCIAL ATTACHMENT’

J-C 5.2.1.2

CDC ONBOARD COUNTS

	AGE
	0630-0700
	0701-0730
	0731-0800
	0800-1600
	1600-1630
	1631-1700
	1701-1730
	1731-1800
	1800+

	6WK-12MO
	2
	7
	12
	16
	13
	11
	7
	2
	0

	13MO- 24MO
	4
	8
	12
	20
	15
	9
	5
	1
	0

	25MO-36MO
	6
	15
	20
	28
	20
	11
	6
	1
	0

	37M0-48M0
	2
	13
	21
	25
	20
	11
	6
	2
	0

	49MO-5 YR
	2
	11
	18
	23
	19
	13
	7
	2
	0

	TOTAL
	16
	54
	83
	112
	87
	55
	31
	8
	0


                                          TECHNICAL ATTACHMENT

                                                       J-C 5.2.1.3

NSAMFSMWR 1750/24                                                                                     RESOP 1750.1K

                   CHILD DEVELOPMENT CENTER FEES AND CHARGES
                                          FOR FY-99 EFFECTIVE 4 SEP 98 - 3 AUG 99

1.  CDC WEEKLY FEE STRUCTURE FOR ALL CHILDREN
	Category
	Total  Family Income
	           VACATION/ILLNESS/CREDIT

	    
	 
	 0 WKS
	 1 wk
	  2 wks
	  3 wks
	 4 wks

	       I
	 $0      -      23,000
	    51
	   52
	   53
	  54
	  55

	      II
	 $23,001 to 34,000
	    62
	   63
	   64
	  66
	  67

	     III
	 $34,001 to 44,000
	    74    
	   75
	   77
	  78
	  80

	     IV
	 $44,001 to 55,000
	    84
	   86
	   87
	  89
	  91

	      V
	 $55,001 to    + 
	    97    
	   99
	  101
	 103
	 105


2.  Enrollment Deposit.................................................................................................$30.00

3.  Hourly Fee (reservations required).........................................................................$ 2.50

4.  Late Payment Fee (if weekly fees are not paid by close of business on Friday prior to

     the applicable week)...............................................................................................$20.00

5.  Late Pick up Fee (if children are not picked up by closing time).............................$ 5.00

     for every 10 minutes in addition to the regular hourly fee.

TECHNICAL ATTACHMENT

J-C 5.2.2.6

SOP INCLUSIONS

The instructions and SOPs shall cover, at a minimum, the following areas:

· Program Operations

· Program Administration

· Security, and Fire and Safety

· accident reporting (including notification of patrons and others – as required

· building security and child drop-off and release procedures

· record-keeping associated with drop-off and pick-

· cash handling and accounting of patron payments/co-payments

· child abuse prevention and reporting procedures

· policies for appropriate touch/discipline

· emergency (including medical and fire

· disaster procedure

· field trip procedures (including transportation procedures and authorizations)

· handling of patron feedback and complaints

· children's records. Provider records, and direct cash payment records in accordance with requirements specified in OPNAVINST 1700.9D

· medication administration

· procedures for minor injuries, illnesses, and special health problems (lice, ringworm, impetigo)

· criteria for exclusion of acutely ill children

· procedures for notification of the appropriate authority of reportable communicable diseases

· personnel training regarding providers and services, including maintenance of documentation of all completed training

· the process an personnel responsible for making recommendations to the Quality Review Board regarding FCC initial certification, annual recertification, certification denial, suspension, revocation

· procedures for FCC provider certification actions incorporating the results of background investigations, fire and safety inspections, health and sanitation inspections, and results of in-home pre-certification interview of family members

· procedures for providing services to children with special needs

TECHNICAL ATTACHMENT

J-C 5.2.2.7

LIST OF FORMS

Standard Forms:

· Annual Certification Checklist

· Semi-Annual Report for the Child Development Center – NAVPERS 1700/11 (6/94)

· Semi-Annual Report of Family Child Care Program – NAVPERS 1700/12 (7/94)

· Child Development Program Registration Card – NAVPERS 1754/5 (Rev. 3/93)

· Sample Message Format for Notification of Child Sexual Abuse Allegations

· Statement of Admission – NAVPERS 1700/1 – (7/93)

· Background Check Tracking Form

· Sample Security Application

· Sample Format for Background Clearance for CDC Employment/FCC Application

· Sample Parent Agreement

· DoD Child Development Program Request for Care Record –DD2606, Oct. 91

· Child Development Center Child/Safety Inspection Checklist

· Family Child Care Application

· Family Child Care Health Checklist

· Family Child Care Fire/Safety Checklist

· Family Child Care Program Checklist

· Child Development Center Health/Sanitation Inspection Checklist

TECHNICAL ATTACHMENT

J-C 5.2.3.1

DEFINITION OF TIMELINESS

Life threatening deficiencies or violations to the health, safety, or child welfare laws (identified in the inspection or otherwise identified) shall be remedied immediately, and where not possible, no later than 7 days following their identification.  The service provider risks closure of the CDC facility or FCC home in which a life threatening deficiency has been identified and not immediately corrected.

Corrections to non-life threatening deficiencies shall be made as soon as possible, but not later than 90 days following identification.  The CDC or FCC home risks closure in the event that non-life threatening deficiencies are not corrected within 90 days of identification.

The service provider shall maintain a file of the results of all inspections and corrective actions.
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J-C 5.2.4.4

CAREGIVER TRAINING TOPICS

Caregiver training shall include, but not be limited to the following areas:

· caregiver responsibilities and performance standards

· applicable Navy regulations, local instructions and SOPs

· child health and safety

· identification, reporting, and prevention of child abuse and neglect to include Department of the Navy Family Advocacy Program

· age appropriate guidance and discipline policies and techniques

· fire prevention, protection, emergency evacuation and safety procedures

· parent and family relations

· health and sanitation procedures, including personal hygiene and sanitation principles

· positive discipline techniques/touch policy
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J-C 5.2.4.5

CHILD ABUSE PREVENTION AND REPORTING MODULES

Keeping Children Safe

Promoting Good Health and Nutrition

Creating and Using an Environment for Learning

Promoting Physical Development

Promoting Cognitive Development 

Promoting Communication

Promoting Creativity

Building Children's Self-Esteem

Promoting Social Development

Providing Positive Guidance

Working With Families

Being an Effective Manager

Maintaining a Commitment to Professionalism

Preventing Child Abuse

TECHNICAL ATTACHMENT

J-C 5.2.4.7

TRAINING TOPICS FOR SENIOR AND PROFESSIONAL PERSONNEL

Training for professional staff shall include, but not be limited to the following areas:

knowledge and familiarity with the unique requirements of military environments

the latest techniques and procedures in child care, curriculum development, family advocacy programs

child abuse/neglect prevention and reporting

CDC administration and management

parent participation

FCC administration and management

supervision of personnel

program observation (program monitoring)

TECHNICAL ATTACHMENT

J-C 5.2.5.2

IMMUNIZATION REQUIREMENTS

PPD tubercular tests shall be repeated not less than every year, or for employees and FCC providers who are known PPD reactors, evaluation and counseling shall be conducted in accordance with current CDC guidelines.  Documentation of testing or evaluation and counseling shall be recorded annually

A primary series of either oral polio vaccine or enhanced potency inactivated vaccine.

A primary series of tetanus and diphtheria, toxoid and appropriate booster series.

Immunization or provision of evidence of seropositivity for hepatitis B at the earliest possible time following commencement of service.  Prior to the start date of the child care worker, the service provider shall:

· provide evidence of the child care worker receiving at least three doses of recombinant hepatitis B vaccine currently licensed in the United States

· provide documentation of the child care worker receiving an initial dose of the hepatitis B vaccine.  The vaccine series shall be completed within 6 months of the child care worker start date.  Evidence of the completion of the hepatitis B vaccine series by a child care worker shall be recorded and maintained on file.

· provide evidence of immunology effective anti-HB levels for child care workers in lieu of proof of recombinant hepatitis B vaccines.  Assays must be performed in a laboratory accredited by the American Society of Clinical Pathologists (ASCP) and/or the College of American Pathologists (CAP); or

· provide documentation of the child care worker's waiver which declines the hepatitis B vaccine as set forth in OSHA guideline 29 CFR Part 1910.1030

Evidence of immunity to measles, mumps and rubella (MMR).  Such evidence can be demonstrated through proof of serological testing which shows seropositivity to MMR or through proof of vaccination (persons born before 1957 must have received one dose of MMR vaccine and persons born in 1957 or later must have received two doses of MMR vaccine).

Evidence of immunity to varicella.  Such evidence can be demonstrated by proof of positive varicella antibody titer or by a written statement of the child care worker's history of chicken pox infection.
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