Dear National Fire Academy Contract Instructor:

On this website, you will find instructional requirements and other informational materials for the U.S. Fire
Administration National Fire Academy’s (NFA) course deliveries. The requirements are for the Resident courses,
Regional Deliveries, Direct Deliveries, and State Weekend course offerings. The information sheet will assist you in
submitting your quote(s). All NFA courses will be awarded based on bottom-line price. All quotes should be addressed
to Mrs. Jo Ann Boyd.

Within 2-3 weeks after the bid due date, the successful bidder information for all courses will be placed on the website.
You may access the information by using the following address: http://www.usfa.fema.gov/applications/nfacid. If you do
not have access to the Internet, please feel free to continue contacting our NFA staff to obtain instructor bid information.
If you do have access to the Internet, we prefer that you obtain the information from the website. Instructions for
obtaining the information via the website are included in this package.

Also on this website are several items you need to be aware of and abide by. These items include:
NFA Human Dignity Statement
Contract Instructor Statement of Work
NETC Instruction 1100.1, Conduct on the NETC Campus
Firearms Notice
DUNS/CCR Requirement Information
Course Code Listing

If you have any questions while reviewing these materials, please feel free to contact either Mrs. Boyd at (301) 447-1157
or Mrs. Tonya Long at (301) 447-1135.

Sincerely,

Dr. Denis Onieal
Superintendent

DO:jb


http://www.usfa.fema.gov/applications/nfacid

QUOTATION INSTRUCTIONS
For all National Fire Academy courses

General Instructions:

1. You may only submit quotes for those courses you have been prequalified to teach. Quotes will not be considered
if you are not on the approved listing. (For resident and regional courses, if you are a support instructor, you may only
submit quotes for the “support” role. If you are a lead instructor, your quote will be considered for the “lead” role and the
“support” role.).

2. When submitting a quote, please be sure to include your social security number or the tax identification number,
and your DUNS number. If you have a change in address, phone numbers, or email, please notify Mrs. Jo Ann Boyd in
writing. The change will be made in our Procurement Database and also the National Fire Academy Contract Instructor
Database which displays the information on our website. The information you provide should match what you have
entered into the Central Contractor Database.

3. Your quotes must be mailed, faxed, or emailed to Mrs. Boyd. The fax number, email address, and mailing
address are listed below. Please call to confirm receipt if you fax or email your quotes. Please be sure to adhere to the
quote deadline. No late quotes can be accepted.

National Fire Academy
Attention: Mrs. Jo Ann Boyd
16825 South Seton Avenue
Emmitsburg, Maryland 21727
Fax: (301) 447-1834

email: joann.boyd@dhs.gov
(Please call to confirm receipt)

4. Bids must be submitted by the dates listed on the Course Delivery Schedules. No late bids can be accepted. Bids
will be due on a quarterly basis in the months listed below.

Bids will be due in: For the courses to be held in the months of:

August October, November, and December

November January, February, and March

February April, May, and June

May July, August, and September

NOTE: The specific due date for quotes will be listed on page one of the NFA Course Delivery Schedules

5. If your quotation is found to be the most “price reasonable,” a purchase order will be issued 30-45 days in
advance of the course start date. However, you will be notified of course awards as soon as possible. Please note: based
on the submission of your quote(s), it is assumed that you will be available to teach the course(s). If, for any reason, you
find that you are not available to teach prior to the quotation submission deadline, please notify Mrs. Boyd immediately,
so that she can withdraw your quote. Likewise, if you find that you cannot teach a course delivery after the award has
been made and a purchase order issued, you must notify Mrs. Boyd immediately in writing. The NFA reserves the right
to reject any bid that is not determined to be price reasonable.

6. Two-week awards will take precedence over any other award. Specifically, an instructor who has received a two-
week award and is in line for a Regional Delivery, Direct Delivery, or State Weekend delivery will automatically be
awarded the Resident two-week delivery.



Specific On-Campus Instructions

1. Airport pick-ups to NETC will be made only as indicated on the NETC Airport Transportation Schedule. Special
runs or pick-ups by the NETC Transportation Office shall not be provided. If you cannot make flight arrangements that
coincide with the NETC transportation system, you should include the cost of a rental car/limo in your quote(s). There is
no transportation to/from the airport for State Weekend Programs. You should include the cost of a rental car or limo
when providing your quote.

2. On-campus housing will be provided at no cost. If you request on-campus housing, it will be approved for one
night prior to the course delivery start date. You will be required to check out of your room the day the course delivery
ends; unless you are teaching a course that ends at 4:00 p.m. In this instance, you will be provided housing for that night
and check-out will be the next morning. Housing will not be provided for weekends between consecutive 2-week
offerings unless a cost savings can be shown. If you are awarded consecutive courses and you request lodging for the
weekend in between the courses, you must deduct the cost of one round trip from one of your two bids. Please coordinate
this with Jo Ann Boyd. NETC reserves the right to assign rooms and will not consider special requests, unless required
for a physical or mental handicap. If you have a need for special housing accommodations, please mark that on the quote
being submitted. FEMA policy states that all persons staying on campus for more than one night are required to purchase
a meal ticket from the campus cafeteria for each day they are on campus.

3. Parking permits for contract instructors will now be issued by the personnel in the Housing Office in
Building C. You no longer need to go to Security to obtain your parking permit.

IMPORTANT INFORMATION

Cancellation policy: A contract instructor shall not be penalized for the cancellation of a course delivery as a result of an
emergency situation beyond their control (i.e., severe illness and/or death of an immediate family member, acts of God or
the public enemy, fires, floods, unusually severe weather, strikes and acts of the Government). A contract instructor shall
be penalized for the cancellation of more than one course delivery within any 12-month period as a result of a
nonemergency situation if a purchase order has been issued. The penalty shall include removal of the contract instructor
from the bidders list for the applicable course of a period not to exceed 12 months beginning on the date of the second
nonemergency cancellation.

If a course is cancelled by NFA and the instructor has a non-refundable airline ticket, to receive a full refund, the
instructor must submit the original airline ticket with his/her voucher. If an instructor can change the date of his/her ticket
and is charged a “change fee,” he/she must submit a receipt along with the voucher for the amount of the change fee. If
requesting reimbursement for non-refundable airline tickets or change fee, the instructor must submit the required
information within 30 days of the course start date.

Consecutive Deliveries: A contract instructor will not be allowed to teach consecutive deliveries in different locations
regardless if he/she is the lowest qualified bidder for both deliveries. A contract instructor must have at least 1 full
calendar day for travel purposes prior to the course start date. The full day would be the day after a scheduled class ends
and the day before a scheduled class begins. NFA reserves the right to make exceptions on a case-by-case basis if it is in
the best interest of the Government. Please do not submit combination bids for consecutive courses held in different
locations.




QUOTE FORM

Date:

Name, Address, and Zip Code:

email address:

SSN or TIN:
(If you prefer to have your purchase order issued to your
business, you must place the TIN number in the space above.)
DUNS Number:

Course:

Location:

Dates:

For Resident and Regional courses only: (please check which role you are submitting a quote for)

Lead Support Co-instructor

Independent Team (Community Education Leadership)

Fire Service Education (Fire Service Course Design)

Fire Educator Health Educator (Developing Fire & Life Safety Strategies)

Legal Module Instructor
Exercise Controller (EAFSOEM & CCNM)

FOR RESIDENT COURSES AND STATE WEEKENDS:
Housing on the NETC campus will /will not be required. Housing will be authorized for one night prior to the
course start date only.

Total fee, per diem, and miscellaneous expenses, and travel costs: $

This section pertains to the following courses: Fire Service Course Design, Management of Fire Prevention Programs,
and Organizational Theory in Practice:

$ is my fixed-price quote for the one-day review of student papers/projects. (This one-day fixed-price fee must
be included above in the total firm-fixed price quote for the job, as well as being indicated in this space provided).

For more information, please contact Jo Ann Boyd at (301) 447-1157 or Tonya Long at (301) 447-1135. You may fax
your quotes to (301) 447-1834 or by email to: joann.boyd@dhs.gov. Please call to confirm receipt if you fax or email
your bids.

SIGNATURE:




CONTRACT INSTRUCTOR WEBSITE INFORMATION

The U.S. Fire Administration’s National Fire Academy (NFA) recently enhanced the Contract Instructor area of the NFA
web site to provide timely and up-to-date information in a “user friendly” way. Provided below are explanations of the
area layout and helpful hints on how to better use the search capabilities.

You directly access this information at www.usfa.fema.gov/nfacid or from the NFA home page by clicking on the
Contract Instructor link contained on the sidebar.

How to Become a National Fire Academy Contract Instructor — This link contains the most up-to-date information for
NFA resident courses and the instructor selection criteria for these courses. Instructions for applying to be a contract
instructor are also included. You can review the material online by clicking on the appropriate link, or materials can be
downloaded in an Adobe Acrobat PDF or Microsoft Word file. If you have specific content-related questions regarding
NFA courses, please contact the appropriate Program Chair at the phone number provided in the package.

Eligible Instructors — This link contains the names, addresses, phone numbers, email addresses, etc., for all NFA Contract
Instructors unless NFA has been advised by the instructor not to publish his/her information. The purpose of posting this
information is to assist the State Training Directors when soliciting NFA instructors to teach NFA courses within their
own states. The list will also assist each of you, should you need to contact a co-instructor for any reason. Using the built
in search function, you can search either by course or by instructor by entering the following criteria into the search area:

1. List by Course — course acronym, course code, and/or course title
2. List by Instructor — instructor’s last name and first name.

After entering the search criteria then click on search and you should be provided the information below the search box.
See Figure 1 below..
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Successful Bid Awards — This area provides the listing of successfully awarded NFA Contract Instructors bids for the
upcoming quarter. Again, using the built in search function you can search for information in various ways. Listed below
are several examples for entering search criteria: See Figure 2 below.

Blocks 1-3: Course acronym/Course code/Course title - (list any or all three of
the items requested)

Block 4: Course date range (request the date range for the courses. If you
want the entire quarter, you would enter 10/1/2000 to 12/31/2000).

Blocks 5-6: City/State (enter the location of the course)

Block 7: Instructor’s last name/first name (list the instructor’s last and first name).
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After entering the search criteria then click on search and you should be provided the information below the search box.
A list of all the NFA courses, with course codes and acronyms, is enclosed for your use.

Bid Package — The bid package is advertised on the NFA home page when quotes are being accepted for all NFA courses.
This package may be viewed by individual pages or downloaded in an Adobe Acrobat PDF or Microsoft Word file.



HUMAN DIGNITY STATEMENT

As cultural diversity increases among the American people, that change is being reflected in the composition of our
Nation’s fire and emergency services personnel. The U.S. Fire Administration’s National Fire Academy recognizes the
uniqueness of each individual and support human dignity by:

e Ensuring equal opportunity to all students, employees, and contractors;

o Prohibiting all discrimination and harassment;

e Supporting affirmative employment policies and practices on behalf of minorities, women, and persons with
disabilities;

e Committing to resolve all human dignity issues;

e Encouraging students, staff, and contractors to communicate and behave in a manner which is sensitive to, and
acknowledges the viewpoints of, others;

e Regarding diversity of a resource that enriches the learning environment through the hearing of differing
perspectives, experiences, and ideas;

e Removing barriers to teamwork through collaboration, problem solving, and the constructive resolution of
conflicts; and

e Continuing to identify and eliminate barriers to training, employment, and advancement of minorities, women,
and persons with disabilities.



RESIDENT AND REGIONAL DELIVERY COURSES

COURSE TITLE

Advanced Leadership Issues in Emergency Medical Services
Advanced Life Support Response to Hazardous Materials Incidents
Advanced Safety Operations and Management (VIP)

Advanced Safety Operations and Management

Challenges for Local Training Officers (VIP)

Chemistry for Emergency Response

Code Management: A Systems Approach

Command and Control of Fire Department Operations at Multi-Alarm Incidents
Command and Control of Fire Department Operations at Natural and Manmade Disasters
Command and Control of Fire Department Operations at Target Hazards
Command and Control of Incident Operations

Community Education Leadership (2-week course)

Community Education Leadership (VIP)

Developing Fire and Life Safety Strategies

Discovering the Road to High Risk Audiences

Emergency Medical Services: Management of Community Health Risk
Emergency Medical Services: Special Operations

Emergency Response to Terrorism: Incident Management (VIP)
Emergency Response to Terrorism: Incident Management

Evaluating Performance-Based Designs

Executive Analysis of Fire Service Operations in Emergency Management
Executive Development

Executive Leadership

Executive Planning

Fire Arson Investigation

Fire Cause Determination for Company Officers (VIP)

Fire Inspection Principles

Fire Service Communications

Fire Service Course Design

Fire Service Financial Management

Fire Service Planning Concepts for the 21* Century (VIP)

Hazardous Materials Incident Management (VIP)

Hazardous Materials Incident Management

Hazardous Materials Operating Site Practices

Initial Fire Investigation (Regional only)

Interpersonal Dynamics in Fire Service Organizations

Interviewing and Interrogation Techniques and Courtroom Testimony
Leadership & Administration (VIP)

Leading Community Risk Reduction

Management of Arson Prevention and Control

Management of Emergency Medical Services

Management of Fire Prevention Programs

Management Strategies for Success

National Fire Incident Reporting Systems

Organizational Theory in Practice

Plans Review for Inspectors

Presenting Effective Public Education Programs

Presenting Effective Public Education Programs (VIP)

Prevention Solutions for Small Departments & Communities
Principles of Fire Protection: Structures and Systems

Strategic Analysis of Community Risk Reduction

Strategic Management of Change

Training Program Management

ACRONYN CODE TRNG SPEC
ALIEMS 151 Sachs (Acting)
ALSHMRI 247 Sachs (Acting)
ASOM 822 Sachs (Acting)
ASOM 154 Sachs (Acting)
CLTO* 815 Bassett

CER 233 Yoder
CODES 101 Richardson
CCMAI 304 Murgallis
CCNM 308 Murgallis
CCTH 314 Murgallis
CClo* 831 Murgallis
CEL 343 Bassett
CEL(6)* 816 Bassett
DFLSS 352 Bassett
DRHRA 119 Bassett
EMS:MCHR 149 Sachs (Acting)
EMSSO 152 Sachs (Acting)
ERT:IM* 817 Sachs
ERT:IM* 541 Sachs

EPBD 108 Neale
EAFSOEM 306 Murgallis

ED 123 Burkell

EL 125 Burkell

EP 506 Heilig

FAI 205 Williams
FCDCO* 811 Williams

FIp* 220 Neale

FSC 107 Clark

FSCD 114 Bassett

FSFM 333 Heilig
FSPCC* 802 Heilig
HMIM* 814 Yoder
HMIM* 243 Yoder
HMOSP 229 Yoder

IFI* 216 Williams
IDFSO 332 Clark

HTCT 208 Williams
L&A* 810 Burkell

LCRR 280 Richardson
MAPC 207 Williams
MEMS 150 Sachs (Acting)
MFPP 225 Richardson
MSS 824 Clark

NFIRS 499 Heilig

OTP 331 Clark

PRI 102 Neale

PEPEP* 116 Bassett
PEPEP (VIP) 826 Bassett
PSSDC 823 Richardson
PFPSS 222 Neale

SACRR 309 Richardson
SMOC 130 Burkell

TPM 342 Bassett



COURSE TITLE

DIRECT DELIVERY AND STATE WEEKENDS

Arson Detection for the First Responder

Basic Life Support and Hazardous

Cmd/Ctrl of Wildland/Urban Fire Ops for the Structural Chief Officer Train-the-Trainer
Command and Control of Wildland/Urban Fire Operations for the Structural Chief Officer
Community Risk Issues & Prevention Interventions

Cooperative Leadership Issues in Wildland/Urban Interface Train-theTrainer

Cooperative Leadership Issues in Wildland/Urban Interface

Courtroom Preparation and Testimony for First Responders

Emerg. Resp. to Terr.: Strategic Considerations for Command Officers Train-the-Trainer

Emergency Response to Terrorism
Emergency Response to Terrorism
Emergency Response to Terrorism
Emergency Response to Terrorism
Emergency Response to Terrorism

Materials

: Basic Concept

. Strategic Considerations for Command Officers

. Tactical Considerations-Company Officer

. Tactical Considerations-Emergency Medical Services
. Tactical Considerations-Hazardous Materials
Executive Skills Series: Influencing Train-the-Trainer

Executive Skills Series: Influencing

Executive Skills Series: Leading Diverse Communities Beyond Conflict
Executive Skills Series: Managing and Leading Change

Fire Prevention for First Responders and Small Departments Train-the-Trainer
Fire Prevention for First Responders and Small Departments

Fire Prevention for High Risk Populations: Age and Disability Factors

Health and Safety Officer Train-the-Trainer

Health and Safety Officer

Incident Command for High Rise Operations Train-the-Trainer

Incident Command for High Rise Operations

Incident Command System for Emergency Medical Services
Incident Command System for Structural Collapse Incidents Train-the-Trainer
Incident Command System for Structural Collapse Incidents

Incident Safety Officer Train-the-Trainer

Incident Safety Officer

Initial Response to Hazardous Materials Incidents: Basic Concepts

Initial Response to Hazardous Materials Incidents: Concept Implementation

Intro. to Wildland and W/Urban Interface Firefighting for the Structural Co. Officer

Intro. to Wildland and W/Urban Interface Firefighting for the Structural Co. Officer T-t-T
Introduction National Fire Incident Reporting Systems 5.0 Train-the-Trainer

Introduction National Fire Incident Reporting Systems 5.0

Leadership |

Leadership | Train-the-Trainer
Leadership Il

Leadership Il Train-the-Trainer
Leadership 111

Leadership 111 Train-the-Trainer

Managing Company Tactical Operations: Tactics
Managing in a Changing Environment

Marketing Fire Prevention in Your Community Train-the-Trainer

Marketing Fire Prevention in Your Community
Methods of Enhancing Safety Education

Preventing Fire Risk Based on Socioeconomic Factors: Rural and Urban Settings
Prevention and Mitigation Advocacy for Small Department Responders
Prevention and Mitigation Advocacy for Small Department Responders Train-the-Trainer

Shaping the Future

Strategy and Tactics for Initial Company Operations
Strategy and Tactics for Initial Company Operations Train-the-Trainer
Training Operations in Small Departments Train-the-Trainer

Training Operations in Small Departments

CODE TRNG SPEC

ACRONYM

ADFR 201
BLS 246
CCWUFOSCO T-t-T
CCWUFOSCO 612
CRIPI 347
CLIWUI T-t-T 623
CLIWUI 613
CPTFR 209
ERT:SCCO T-t-T 575
ERT:BC 531
ERT:SCCO 555
ERT:TC-CO 552
ERT:TC-EMS 554
ERT:TC-HM 553
ESS:I T-t-T 528
ESS:I 518
ESS:LDCBC 516
ESS:MLC 517
FPSD T-t-T 281
FPSD 271
FPHREY:ADF 275
HSO T-t-T 721
HSO 720
ICHO T-t-T 319
ICHO 321
ICS/IEMS 160
ICSSCI T-t-T 323
ICSSCI 322
ISO T-t-T 718
1ISO 719
IRHMI:BC 809
IRHMI:CI 808
IWUFSCO 610
IWUFSCO T-t-T 620
NFIRS5.0 T-t-T 496
NFIRS 5.0 497
LS1 803
LS1T-t-T 733
LS2 804
LS2 T-t-T 734
LS3 805
LS3T-t-T 735
MCTO:T 451
MCE 604
MFPC T-t-T 283
MFPC 273
MESE 344
PFRBSF:RUS 276
PMSD 272
PMSD T-t-T 282
STF 602
STICO 455
STICO T-t-T 755
TOSD T-t-T 291
TOSD 290

Williams
Sachs (Acting)
622 Murgallis
Murgallis
Bassett
Murgallis
Murgallis
Williams
Sachs

Sachs

Sachs

Sachs

Sachs

Sachs

Burkell
Burkell
Burkell
Burkell
Richardson
Richardson
Bassett

Sachs (Acting)
Sachs (Acting)
Murgallis
Murgallis
Sachs (Acting)
Murgallis
Murgallis
Sachs (Acting)
Sachs (Acting)
Yoder

Yoder
Murgallis
Murgallis
Heilig

Heilig

Clark

Clark

Clark

Clark

Clark

Clark
Murgallis
Clark
Richardson
Richardson
Bassett
Bassett
Richardson
Richardson
Clark
Murgallis
Murgallis
Bassett
Bassett



IMPORTANT NOTICE!!!

Policy changes have occurred at the National Emergency Training Center that require your immediate attention. Please
read the following carefully and completely because you are responsible for the information it contains.

Firearms are prohibited on campus!

Due to heightened security requirements, please understand that you, your vehicle or your luggage may be
searched by security and law enforcement personnel. Maryland law is very narrow in its definition of Law
Enforcement Officers who may carry firearms. For your own protection, and to expedite your processing into the
National Emergency Training Center, do not bring any firearms to campus.

Sworn and state POST certified officers and federal officers or local officers with concurrent jurisdiction who
require a firearm for the performance of required official duties must obtain an exception from the
Director of Support Services or the NETC Security Specialist prior to arrival on campus. You may call
(301) 447-1422 for more information.

All personnel arriving at NETC must present a photo identification.

You shall be required to carry a photo identification on you at all times. Entry to the campus will be denied
without this form of identification.

If you have any questions or concerns, please contact the Security Specialist as noted, or the Admissions Office at (301)
447-1035.

11-8-01



CENTRAL CONTRACTOR REGISTRATION (CCR)

Effective October 1, 2003, all contractors/vendors must be registered in the Central Contractor Registration (CCR)
database www.ccr.gov in order to be issued a purchase order. If a contractor/vendor is not registered in CCR, a purchase
order cannot be issued. If a contractor/vendor refuses to register in CCR, the next bidder who complies with the CCR
requirements will be contacted to teach the course.

Attached is FAR clause 52.204-7, Central Contractor Registration (Oct 2003) in full text.

It is your responsibility as the contract instructor to keep the information in CCR current. This includes your address and
banking information (for direct deposit reasons). If your address changes, please continue to notify us in writing as well
as changing the information in the registry.

If you do not comply and register, the National Fire Academy has the right to refuse your bid and go to the next bidder.


http://www.ccr.gov/

FAC 2001-16 OCTOBER 1, 2003

SUBPART 52.2 - TEXT OF PROVISIONS AND CLAUSES

52.204-7 Central Contractor Registration.
As prescribed in 4.1104, use the following clause:

CENTRAL CONTRACTING REGISTRATION (Oct 2003)

(a) Definitions. As used in this clause—

“Central Contractor Registration (CCR) database”
means the primary Government repository for
Contractor information required for the conduct of
business with the Government.

“Data Universal Numbering System (DUNS)
number” means the 9-digit number assigned by Dun and
Bradstreet, Inc. (D&B) to identify unique business
entities.

“Data Universal Number System +4 (DUNS +4)
number” means the DUNS numbers assigned by D&B
plus a 4-character suffix that may be assigned by a
business concern. (D&B has no affiliation with this 4-
character suffix.) This 4-character suffix may be
assigned at the discretion of the business concern to
establish additional CCR records for identifying
alternative Electronic Funds Transfer (EFT) accounts
(see the FAR at Subpart 32.11) for the same parent
concern.

“Registered in the CCR database” means that —

(1) The Contractor has entered all mandatory
information, including the DUNS number or the DUNS
+4 number, into the CCR database; and

(2) The Government has validated all
mandatory data fields and has marked the record
“Active”.

(b) (1) By submission of an offer, the offeror
acknowledges the requirement that a prospective
awardee shall be registered in the CCR database prior to
award, during performance, and through final payment
of any contract, basic agreement, basic ordering
agreement, or blanket purchasing agreement resulting
from this solicitation.

(2) The offeror shall enter, in the block with its
name and address on the cover page of its offer, the
annotation “DUNS” or “DUNS +4” followed by the
DUNS or DUNS +4 number that identifies the offeror’s
name and address exactly as stated in the offer. The
DUNS number will be used by the Contracting Officer
to verify that the offeror is registered in the CCR
database.

(c) If the offeror does not have a DUNS number, it
should contact Dun and Bradstreet directly to obtain one.

(1) An offeror may obtain a DUNS number -

(i) If located within the United States, by
calling Dun and Bradstreet at 1-866-705-5711 or via the
Internet at http://www.dnb.com; or

(if)  If located outside the United States, by
contacting the local Dun and Bradstreet Office.

(2) The offeror should be prepared to provide
the following information:

(i)  Company legal business.

(if)  Tradestyle, doing business, or other
name by which your entity is commonly recognized.

(iii) Company Physical Street Address,
City, State, and Zip Code.

(iv) Company Mailing Address, City,
State and Zip Code (if separate from physical).

(v) Company Telephone Number.

(vi) Date the company was started.

(vii) Number of employees at your

location.
(viii) Chief executive officer/key manager.
(ix) Line of business (industry).
(x) Company Headquarters name and
address (reporting relationship within your entity).

(d) If the Offeror does not become registered in the
CCR database in the time prescribed by the Contracting
Officer, the Contracting Officer will proceed to award to
the next otherwise successful registered Offeror.

(e) Processing time, which normally takes 48 hours,
should be taken into consideration when registering.
Offerors who are not registered should consider applying
for registration immediately upon receipt of this
solicitation.

(f) The Contractor is responsible for the accuracy
and completeness of the data within the CCR database,
and for any liability resulting from the Government’s
reliance on inaccurate or incomplete data. To remain
registered in the CCR database after the initial
registration, the Contractor is required to review and
update on an annual basis from the date of initial
registration or subsequent updates its information in the
CCR database to ensure it is current, accurate, and
complete. Updating information in the CCR does not
alter the terms and conditions of this contract and is not
a substitute for a properly executed contractual
document.

(9) (1) (i) If aContractor has legally changed its
business name, “doing business as” name, or division
name (whichever is shown on the contract), or has
transferred the assets used in performing the contract,
but has not completed the necessary requirements
regarding novation and change-of-name agreements in
Subpart 42.12, the Contractor shall provide the


http://www.dnb.com/

responsible Contracting Officer a minimum of one
business day’s written notification of its intention to (A)
change the name in the CCR database; (B) comply with
the requirements of Subpart 42.12 of the FAR; and (C)
agree in writing to the timeline and procedures specified
by the responsible Contracting Officer. The Contractor
must provide with the notification sufficient
documentation to support the legally changed name.

(ii) If the Contractor fails to comply with
the requirement of paragraph (g)(1)(i) of this clause, or
fails to perform the agreement of paragraph (g)(1)(i)(C)
of this clause, and, in the absence of a properly executed
novation or change-of-name agreement, the CCR
information that shows the Contractor to be other than
the Contractor indicated in the contract will be
considered to be incorrect information within the
meaning of the “Suspension of Payment” paragraph of
the electronic funds transfer (EFT) clause of this
contract.

(2) The Contractor shall not change the name or
address for EFT payments or manual payments, as
appropriate, in the CCR record to reflect an assignee for
the purpose of assignment of claims (see FAR Subpart
32.8, Assignment of Claims). Assignees shall be
separately registered in the CCR database. Information
provided to the Contractor’s CCR record that indicates
payments, including those made by EFT, to an ultimate
recipient other than that Contractor will be considered to
be incorrect information within the meaning of the
“Suspension of payment” paragraph of the EFT clause of
this contract.

(h) Offerors and Contractors may obtain
information on registration and annual confirmation
requirements via the internet at http://www.ccr.gov or by
calling 1-888-227-2423, or 269-961-5757.

(End of clause)

Alternate 1 (Oct 2003). As prescribed in 4.1104(a),
substitute the following paragraph (b) for paragraph (b)
of the basic clause:

(b) (1) The Contractor shall be registered in the
CCR database by [Contracting Officer shall
insert a date no later than December 31, 2003]. The
Contractor shall maintain registration during
performance and through final payment of this contract.

(2) The Contractor shall enter, in the block with
its name and address on the cover page of the SF 30,
Amendment of solicitation/Modification of Contract, the
annotation “DUNS” or “DUNS +4” followed by the
DUNS or DUNS +4 number that identifies the
Contractor’s name and address exactly as stated in this
contract. The DUNS number will be used by the

Contracting Officer to verify that the Contractor is
registered in the CCR database.

52.205 [Reserved]

52.206 [Reserved]
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Federal Emergency Management Agency
Directives Management System

INSTRUCTION

Number Date Organization

NETC 1100.1 June 2, 2004 FA

CONDUCT ON THE NETC CAMPUS

1. Purpose. This instruction supplements the Government-wide Standards of

Conduct and applies GSA®s rules and regulations related to conduct on Federal
property of the National Emergency Training Center (NETC). This instruction
identifies actions to be taken for violation of these supplemental standards.

2. Applicability and Scope. This instruction is applicable to anyone who
enters or is on the facilities of NETC at Emmitsburg, Maryland. This includes
Federal employees, contractors, employees of contractors, students, and
visitors.

3. Supersession. NETC Instruction 1100.1, Conduct on the NETC Campus, dated
December 22, 2000.

4. Authority.
a. FEMA Delegation of Authority, 44 CFR 2.32.

b. Conduct in Buildings and on Grounds at the National Emergency Training
Center, 44 CFR 15, Subpart B.

c. Smoking, 41 CFR Part 101-20-105-3, Federal Property Management
Regulations.

d. FEMA Instruction 1100.1, Standards of Conduct;

e. Office of Personnel Management Regulations, Employees® Responsibilities
and Conduct, 5 CFR Part 735;

f. Charter of the NETC Recreation Association; and

g. 40 U.S.C. Section 255, Article 96, Section 47 of the Annotated Code of
Maryland.

h. FEMA Instruction 6200.3, Lodging Utilization and Expenses at the NETC.

i. Title VII of the Civil Rights Act of 1964, as amended.

J- 44 CFR Part 19 — Nondiscrimination on the Basis of Sex in Education
Programs and Activities Receiving or Benefiting from the Federal Financial
Assistance Published as Final Rule on August 30, 2000.

k. Executive Order 13160, June 23, 2000 — Nondiscrimination on the Basis
of Race, Sex, Color, National Origin, Disability, Religion, Age, Sexual
Orientation, and Status as a Parent in Federally Conducted Education and
Training Programs.



1. 44 CFR, Part 5, Production or Disclosure of Information.
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5. References.
a. Student Stipend Agreement (FEMA Form 75-3).
b. Privacy Act of 1974, 5 U.S.C. 552a.

c. FEMA Instruction 1350.1, Production or Disclosure of Information
(Freedom of Information Act).

d. Conduct on Federal Property, 41 CFR 101-20.3.

e. U.S. Office of Government Ethics, '"Standards of Ethical Conduct for
Employees of the Executive Branch,”™ 5 CFR Part 2635.

f. FEMA Manual 3310.1, Disciplinary/Adverse Action Procedures.
g- The Negotiated Agreement for NETC and AFGE Local 1983.
h FEMA Instruction 6900.3, Occupational Safety and Health Program.

i. Director’s Policy, No 1-02, Sexual Harassment, dated February 11, 2002.

J- Director’s Policy, No. 2-01, Civil Rights Program, dated July 17, 2001.
6. Definitions.

a. Academic Misconduct - Failure to attend classes without excused absence
due to student®s own choice. Plagiarism, cheating, Falsification of
credentials. Inappropriate or offensive behavior that significantly disrupts
classroom activities and the learning process.

b. Contractor - An individual or business entity operating under a
contract or grant with the U.S. Fire Administration or FEMA to provide goods or
services.

c. Criminal Misconduct - Actions which involve violation of State or
Federal criminal law.

d. Dress Code - Institutional requirements that attire project a
professional image, and be appropriate for classroom activities.

e. Faculty - A Federal employee, contract instructor, or an individual on
loan to FEMA through the Intergovernmental Personnel Act and serving as an
instructor, course developer, or supervisor of those activities.

f. Guest - An individual or group invited to the campus.

g- Misconduct - Behavior not conforming to laws or prevailing standards.
Any conduct that disturbs or disrupts the process or operations at NETC.

h. Sexual Harassment - Unwelcome sexual advances, requests for sexual
favors, and other written, graphic, verbal and physical contact or
communication of a sexual nature constitute harassment when: (1) submission to
such conduct is made a term or condition of an individual’s employment or
academic status; (2) submission to or rejection of such conduct forms the
basis of an employment or academic decision affecting such an individual; or,
(3) such conduct has the purpose or effect of interfering with work
performance or academic status or creates an intimidating, hostile, or
offensive work environment.
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i. Special Group - A group authorized to use the facilities for a specific
purpose and period of time.

Jj- Staff - A Federal employee or someone on loan to FEMA through the
Intergovernmental Personnel Act and serving in a program management or support
capacity.

k. Student - Anyone enrolled in any class/classes conducted on the campus
at NETC.

1. Visitor - A member of the public who is not a faculty or staff member,
an employee of a contractor, a student, guest, or member of a special group.

7. Policy.

a. Rules applicable to conduct on Federal property are designed to
protect the rights of the individual and the property of the Federal
Government. Rules and regulations are instituted to preserve a safe and
pleasant environment. Individuals entering or present on the NETC campus in
any capacity are expected to conduct themselves in a manner that reflects
respect for order, personal honor, the rights of others, and the functions of
Government.

b. It is FEMA’s policy to maintain a work and learning environment, which
is free from sexual harassment.

c. The use, sale, possession or distribution of alcoholic beverages is
prohibited except that beer and wine (and liquor when specifically approved in
writing by the Director, NETC Management, Operations, and Support Services) may
be served and sold at designated locations on the NETC site by the NETC
Recreation Association and the food service contractor. Employees at NETC may
not allow students or other individuals to bring alcoholic beverages on the
campus. Alcoholic beverages obtained on this campus may not be removed from
the campus.

The NETC Recreation Association is authorized to possess, sell, and
distribute beer and wine at the following locations: Pub and recreation area
located in Building B during normal operating hours of the pub, as established
by the Recreation Association Board of Directors and approved by the Director,
NETC Management, Operations, and Support Services; at the log cabin; in
Building K, and Buildings L and M for EMI at wine and cheese activities; and
with meals provided on campus. Hard liquor may be sold or distributed only by
the Recreation Association only when specifically authorized in writing by the
Director, NETC Management, Operations, and Support Services.

The food service contractor is authorized to possess, sell, and
distribute wine only with meals and at wine and cheese activities held in
conjunction with a meal.

The NETC Recreation Association Is a private activity chartered to
serve only members of the Association and invited guests. The pub manager has
the responsibility to refuse service to anyone who is not eligible to patronize
the establishment or who demonstrates improper conduct.

The pub will operate within guidelines permitted by Maryland law for
Frederick County. Proper proof of age will be requested when there is a doubt.

8. Rules and Regulations Regarding Acceptable Conduct.
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a. Each individual entering the NETC campus shall observe the following
rules and regulations:

(1) Packages, briefcases, and other containers brought onto NETC
property, iIn possession during stay at NETC, or being removed from the
property, may be subject to inspection.

(2) The improper disposal of rubbish, the willful destruction of or
damage to property, the theft of property, the creation of any hazard to
persons or things, the throwing of articles of any kind from or at a building
or the climbing upon any part of a building are prohibited.

(3) Persons at NETC shall at all times comply with official signs of a
prohibitory, regulatory, or directory nature and with the direction of
authorized individuals.

(4) Prohibited conduct includes, but is not limited to the following:
loitering, disorderly conduct, sexual harassment, or other conduct at NETC
which creates loud or unusual noise constituting a nuisance; which obstructs
the usual use of classrooms, dormitory rooms, entrances, foyers, lobbies,
corridors, offices, elevators, stairways, or parking lots; which otherwise
impedes or disrupts the performance of official duties by government employees
or government contractors; which interferes with the delivery of the program;
or which prevents the general public from obtaining the services provided on
the property in a timely manner.

(5) Participating in games for money or other personal property or the
operating of gambling devices, the conduct of a lottery or pool at NETC are
prohibited.

(6) Presence on the NETC campus while under the influence of alcohol,
narcotics, hallucinogens, marijuana, barbiturates, or amphetamines is
prohibited. This prohibition shall not apply in cases where the drug is being
used as prescribed for a patient by a licensed physician. The possession and
use of alcoholic beverages on the property is prohibited except in designated
locations as described herein or as authorized in writing for specific
occasions by the Director, NETC Management, Operations, and Support Services.

(7) Soliciting gifts or money, commercial or political solicitation,
or collecting private debts are prohibited. This prohibition does not apply to
(a) approved national or local fund drives for health, welfare, or other
purposes; (b) personal notices posted on authorized bulletin boards; and (c)
solicitation of labor organization membership or dues during non-duty hours.

(8) Posting or affixing materials, such as pamphlets, handbills, or
flyers, on other than designated areas (bulletin boards) is prohibited.

(9) Photographs may be taken inside classroom or office areas only
with the consent of the occupants. Except where prohibited by security
regulations or Federal court order, photographs for news purposes may be taken
in entrances, lobbies, foyers, corridors, or auditoriums when used for public
meetings. Subject to the foregoing prohibitions, photographs for advertising
and commercial purposes may be taken in authorized areas and only with written
permission of the Director, NETC Management, Operations, and Support Services.

(10) Dogs and other animals, except for service animals, must not be
brought into the buildings at NETC for other than official purposes.

(11) The following apply to vehicular and pedestrian traffic:
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(a) Drivers of all vehicles entering the NETC campus shall drive
in a careful and safe manner at all times and shall comply with the parking and
vehicle registration requirements, signals and directions of security personnel
and all posted traffic signs;

(b) The blocking of entrances, driveways, walks, loading
platforms, designated fire lanes or fire hydrants at NETC is prohibited; and

(c) Parking without authority, parking in unauthorized locations
or parking contrary to the direction of posted signs is prohibited. Vehicles
parked in violation, where warning signs are posted, shall be subject to
removal at the owners® risk and expense. Proof that a motor vehicle was parked
in violation of these regulations or directives establishes the registered
operator"s responsibility for the violation.

(12) Except for official purposes (i.e., Federal, State or local law
enforcement or contract security forces when authorized by the contract project
officer) and in accordance with FEMA policy governing the possession of
firearms, no person entering onto or at the NETC campus shall carry or possess
firearms, other dangerous or deadly weapons, explosives, or items intended to
be used to fabricate an explosive or incendiary device, either openly or
concealed.

(13) Falsification, alteration, or misuse of FEMA documents, records or
identification cards is prohibited and may constitute criminal conduct.

(14) Any threat or act of physical violence against anyone on the NETC
campus is prohibited and may constitute criminal conduct.

(15) The unauthorized duplication of video material, audio material, or
printed material is prohibited and may constitute criminal conduct.

(16) Cheating, plagiarism or falsification of any type, including
misrepresentation, s prohibited and may subject the offender to sanctions.

(17) Commission of acts harmful or potentially dangerous to others is
prohibited and may constitute criminal conduct.

(18) Willful misconduct, abusive or obscene language, harassment, or
violent, or excessively noisy behavior on the campus is prohibited.

(19) Violation of rules governing the use of housing at NETC is
prohibited. Infringement on the privacy and rights of other visitors housed
at NETC constitutes such a violation and subjects the violator to sanctions.

(20) The smoking or burning of any tobacco product, candles or incense
in any building at NETC or in NETC vehicles is prohibited at all times, except
in the PUB portion of Building B or other exceptions as granted, in writing,
by the Director, NETC Management, Operations, and Support Services.

(21) Use of electronic mail is for official government purposes only
and should not be used for receipt or transmission of any written
communication and/or cartoons of a sexual nature.

(22) Use of Internet access is provided by the government for official
purposes only. It is unacceptable and prohibited to enter any web site
containing material of a sexual nature. It is also unacceptable and prohibited
to download or upload any material of a sexual nature from or to such a web
site.
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(23) It is prohibited to store and/or reproduce any material of a
sexual nature on a memory storage device or copy machine provided by the
government (includes personal computers and lap tops).

(24) In addition to the obvious forms of sexual harassment, a wide
range of more unwelcome subtle behaviors have been found to constitute sexual
harassment because these behaviors could create a hostile or offensive work
environment which is not acceptable at NETC. These include; but are not
limited to:

() Sexual-oriented teasing, jokes, remarks, questions or
discussions;

(b) Making propositions;

(©) Jokes of a sexual nature;

(@ Indecent or vulgar remarks/winking/whistling;

(e) Staring/ogling that causes humiliation;

™ Posting sexually oriented pictures, cartoons or other visual
materials that may be viewed as offensive;

()] Making sexual gestures with hands or body movements;

) Deliberate touching, leaning, cornering, pinching or
caressing;

(i) Referring to an adult as honey, babe, sweetie, hunk, dear;
and

a) Letters, telephone calls, printed materials or objects of a

sexual nature that are objectionable or unwelcome

(25) No contractor employee or staff member shall display or wear any
non-historical political campaign items while representing FEMA in a group,
instructional or office setting. Displaying of such items may create a false
impression of governmental association and/or endorsement and could mislead
and confuse the public.

(26) It is prohibited to accept incoming collect telephone calls.

b. Requesting the use, sale, or possession of liquor. The authority to
permit the use, sale, or possession of liquor for special official occasions
has been delegated to the Director, NETC Management, Operations, and Support
Services, by the Agency Director. All requests for the use, sale, or
possession of liquor must be forwarded at least 2 weeks in advance to the
Director, NETC Management, Operations, and Support Services for approval and
coordination with the NETC Recreation Association. The Recreation Association
may not provide liquor unless the Director, NETC Management, Operations, and
Support Services, has approved the request.

The Recreation Association may provide such support when approved by
the Director, NETC Management, Operations, and Support Services, for
activities/functions attended by members of the Recreation Association.
Limited number of guests as determined by the Recreation Association may be
invited.

c. Dress Code. It is each student"s responsibility to use good judgment
in selecting attire that projects a professional image, and is appropriate for
both climate differences and classroom activities. EMI and NFA have authority
to make a determination that a student®s attire is inappropriate. Students
wearing attire which is determined to be inappropriate will be required to
change into more appropriate clothing before being allowed to continue class.
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(1) In routine classroom settings:

(a) MALES: Shirts with collars, slacks, including departmental
uniforms (no T-shirts), shoes and socks. Optional items include sweaters,
sport coats, ties, etc.

(b) FEMALES: Dresses, blouses with slacks or skirts, including
departmental uniforms (no T-shirts), and shoes. Optional items include
sweaters, blazers, etc.

(2) Principles of Fire Protection students will need work clothes (nho
turnout gear) for the Fire Protection Lab activities during the course.

(3) Fire/Arson Investigation students will need work clothes (no
turnout gear) for the last week of the course.

(4) Recommended graduation attire (NFA students only):

(a) MALES: Suits, sport coats, dress shirts and ties, dress
slacks, or departmental dress uniforms.

(b) FEMALES: Suits or dresses, blouses with dress slacks or
skirts, or departmental dress uniforms.

d. Civil and Criminal Misconduct - Any violation of State or Federal civil
or criminal laws will be referred to the appropriate law enforcement agency for
disposition.

e. Disciplinary Action.

(1) Misconduct (including academic misconduct and sexual harassment).

(a) All accusations of misconduct involving students or contract
instructors must be made in writing (and signed by the complainant) to the
Deputy Superintendent or Division Chief in the school with which the charged
individual is associated (or, in their absence, the senior FEMA official on
campus designated to represent the school). Arrangements will be made by the
Deputy Superintendent or Division Chief (or in the case of weekend activities,
the senior FEMA official representing the school) to have the charges reviewed
by the Superintendent (or, on weekends, the senior FEMA official) of the school
with which the individual is associated. All persons involved in or witnessing
the misconduct will be notified of the time and place of the review by the
Superintendent (or senior FEMA official) and will have the right to appear in
person to provide comments. The Superintendent (or senior FEMA official) may
consult the Director, NETC Management, Operations, and Support Services, for
advice and assistance with respect to school policy and practice. The
individual charged with misconduct will be notified in writing of the decision
of the Superintendent (or senior FEMA official). An appeal from any action
taken may be made to the Deputy Administrator, USFA, whose decision in the
matter will be final.

(b) All allegations of misconduct involving persons other than a
student or instructor will be initially reviewed and a decision made as to the
validity of the allegation by the Director, NETC Management, Operations, and
Support Services. |If the allegation is substantiated, Director, NETC
Management, Operations, and Support Services will recommend the appropriate
penalty in accordance with paragraph 8g. The allegations must be made in
writing and signed by the individual making the complaint. The parties (i.e.,
the complainant, the individual charged with misconduct, and any witnesses)
have the right to appear in person and will be notified of the time and
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location of review by the Director, NETC Management, Operations, and Support
Services. An appeal from any action may be made to the Deputy Administrator,
USFA, whose decision in the matter will be final.

(2) Allegations of discrimination or harassment based on race, color,
religion, national origin, sex, age, disability and reprisal (EEO activity) or
sexual orientation (OHRM activity), status as a parent in federally conducted
education and training programs (EEO office).

Any individual who believes she/he has been discriminated against
on the basis of race, color, national origin, sex, age, disability, religion,
status as a parent in federally conducted education and training programs, or
marital status occurring at or relating to the operations of the NETC may
contact the FEMA Office of Equal Rights at (202)646-3535, Room 407, 500 C
Street, SW, Washington, DC 20472. Similarly, any individual who believes
she/he has been retaliated against for exercising statutory rights may report
the alleged reprisal to the FEMA Office of Equal Rights. The Office of Equal
Rights will conduct appropriate fact-finding and make attempts at informal
resolution where applicable. Individuals do have the option and are encouraged
to address the concerns with the School Superintendent or Division Chief, as
appropriate, or designated senior FEMA official of the organization with which
the charged party is affiliated. |If dissatisfied with any informal resolution
attempted by the management official, issues are to be reported to the Office
of Equal Rights within 45 days of the incident.

Any government employee who believes she/he has been subjected to
discrimination or harassment based on sexual orientation may contact the NETC
Field Personnel Operations Division, Human Resources Division at (301)447-1392,
Building E, 16825 South Seton Avenue, Emmitsburg, Maryland 21727. The Human
Resources Division will conduct appropriate fact-finding and make attempts at
informal resolution where applicable. Individuals do have the option and are
encouraged to address the concerns with the School Superintendent or Division
Chief, as appropriate, or designated senior FEMA official of the organization
with which the charged party is affiliated. |If dissatisfied with any informal
resolution attempted by the management official, issues are to be reported to
the Human Resources Division within 15 days.

Any student or guest who believes she/he has been subjected to
discrimination or harassment based on sexual orientation is encouraged to
address the concerns with the School Superintendent or Division Chief, as
appropriate, or designated senior FEMA official of the organization with which
the charged party is affiliated.

(3) Off-Campus Students. The sponsoring organization is responsible
for maintaining discipline for off-campus activities unless the off-campus
activity is conducted at a Federally controlled facility. In this case, the
standards of conduct for that facility would apply.

(4) FEMA Employees. In case of a FEMA employee, any disciplinary
action and penalty referenced in this instruction is in addition to, and not in
lieu of, any disciplinary action pursuant to FEMA Manual 3310.1,
“Disciplinary/Adverse Action Procedures.”

f. Appeals. Any student, guest, or contract employee involved in
misconduct resulting in disciplinary action may appeal the decision to the
Deputy Administrator, USFA. Appeals must be made in writing within 15 calendar
days of the initial decision. The respondent will be notified of the time and
place of the appeal review. The respondent has the right to appear in person
or submit a written statement, have representation, and present any
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witnesses in his/her defense. The decision of the Deputy Administrator, USFA
is Final.

g- Penalty. If a student, guest, or contract employee is found to have
engaged in misconduct and the charges are upheld on appeal, the penalty may
include--but is not limited to--expulsion; withholding of stipend or forfeiture
of stipend paid; foreclosure from future classes for a specified period;
forfeiture of certificate for course/courses enrolled in at NETC; deletion from
the qualified bidders list; or all of the above. A letter notifying the
student, guest, or contract employee®s sponsor of the individual®™s misconduct
is sent by the appropriate official at NETC. Upon written request by the
individual’s sponsor, information from and/or copies of the statements from the
individual and witnesses, police reports, and NETC security reports may be made
available to the individual’s sponsor for the purpose of determining if
disciplinary action is appropriate by the sponsoring organization.

Records of student and guest misconduct at NETC will be maintained by the
NETC Management, Operations, and Support Services. Official records must be
retained two years after final disposition of the matter and expiration of
penalty, if any penalty was imposed, whichever is later.

9. Responsibilities.

a. Supervisors at all levels are responsible for implementation of these
policies and procedures.

b. All employees are responsible for notifying their supervisors of any
violations of these regulations.

c. Appropriate FEMA staff are responsible for following up on complaints
and filing necessary reports.

d. The appropriate school is responsible for obtaining complete
documentation for any incident of misconduct involving a student and providing
a copy of this documentation to the Director, NETC Management, Operations, and
Support Services, as appropriate. Documentation should include as a minimum:

(1) A signed copy of the complaint.
(2) Statements of witnesses and security personnel.

(3) Notice to the student regarding review of the allegation and
explanation and the disciplinary process.

(4) Review and disposition of the complaint.
(5) Any correspondence.
e. NETC Management, Operations, and Support Services maintains a record of

student debarments. All applications for admission are to be checked against
this debarments record, and the debarments shall be strictly enforced.

Ronald P. Face, Jr.

Director

NETC Management, Operations, and
Support Services

U.S. Fire Administration
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NATIONAL FIRE ACADEMY
Contract Instructor Scope of Work
BACKGROUND

The Federal Fire Prevention and Control Act of 1974, Public Law 93-498, authorizes the
National Fire Academy (NFA) to function as the national focal point for fire prevention and
control training. The NFA provides volunteer and career fire service and allied professionals
access to advanced training through on- and off-campus programs. The U.S. Fire
Administration’s NFA is located at the National Emergency Training Center (NETC) in
Emmitsburg, Maryland.

OBJECTIVE

The objective of this contract is to obtain the services of a qualified contract instructor who will
deliver NFA courses following the Instructor Guide and Student Manual in a manner which
reflects the highest standards of the adult education profession. Prior to, during and after
delivery of the course, the contract instructor represents NFA and should therefore present
him/herself accordingly. To ensure the highest quality of instruction, the NFA evaluates the
performance of the instructor in accordance with this Statement of Work and evaluation
instruments used in each training program.

APPLICABLE DOCUMENTS

The contractor (hereafter called “Instructor”) shall perform classroom instruction and
administration in conformance with the instructions and guidance provided in the following
documents, as appropriate, for the program under which this contract is awarded. The contractor
is responsible for being knowledgeable of and adhering to the following documents:

- NFA Course Instructor Guide and Student Manual

- Appropriate NFA Evaluation instruments

- All related DHS/EP&R/FEMA policies and instructions

- Course Roster

- Conduct on the NETC Campus (NETC Instruction 1100.1)
- NFA Human Dignity Statement

- NETC Vehicle Registration and Parking Policy (NETC Instruction 6250.1)
- NFA Graduation Procedures

- NFA Student Dress Code

- Stipend Forms

- Course Sponsor Coordination Plan

- Accountability/Inventory Record

- Assessment Reports: Sponsor and Instructor

- Course Assignment Information Sheet

- State Weekend Instructor Information Sheet

These documents may be obtained from the Program Manager or the procurement specialist.

SCOPE OF WORK (All Courses)
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NATIONAL FIRE ACADEMY
Contract Instructor Scope of Work

Under this contract, the instructor shall deliver NFA courses as described in the tasks below.
This scope of work applies to any course taught in the resident, regional delivery, direct delivery
and state weekend programs. Program-specific requirements follow this scope of work.
“Program Manager,” as described below, is the NFA staff manager responsible for course
coordination, e.g., Training Specialist (resident courses), regional delivery program manager,
etc.

Courses may be delivered on the NETC campus in Emmitsburg, Maryland, or at selected sites
throughout the United States. All required instructional materials, classroom keys and
audiovisual and laboratory equipment will be furnished by the Government and made available
by the start of the course delivery.

The instructor shall:

1. participate in a telephone discussion with the Program Manager unless he/she convenes a
pre-delivery meeting;

2. ensure that all audiovisual equipment, laboratory equipment (when applicable) are in
proper working condition and instructional materials/aids, e.g., student handouts, etc., are
available before class begins;

3. prepare for and deliver the course materials as prescribed in the Instructor Guide,
including content, sequence, timing, audiovisual presentation and instructional methodology;

4. administer, correct and review quizzes, tests, final exams and assignments and papers as
required for the program and maintain security over all teaching materials; e.g., tests, answer
keys, answer sheets, and student grades. These materials shall not be reproduced in any manner
or improperly distributed,

5. report student discipline problems to the Program Manager or local site representative as
soon as possible;

6. on the first morning of class, correct the course roster, note “no shows” and return
marked up rosters to the Program Manager at the first break;

7. keep an accurate student attendance record and submit the final, corrected roster to the
Program Manager upon completion of the course;

8. administer and return all completed post-course evaluations to the Program Manager
within the required timeframe;

9. present student certificates in accordance with established program procedures;
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Contract Instructor Scope of Work

10. return all reusable course materials for which the instructor has responsibility as directed
by the Program Manager. If any equipment is damaged, lost or inoperative, the instructor shall
report such findings to the Program Manager or local site representative;

11. remove excess papers, used flip chart paper and tape on walls or boards and ensure
classrooms are left in a neat, orderly condition;

12. meet or discuss (telephone) with the Program Manager after the delivery and provide
specific recommendations concerning the course, materials, equipment, etc., as appropriate;

13.  ensure that all equipment is used properly and is not improperly removed from
classrooms or laboratories; and

14.  ensure that his/her ability to evaluate and treat students fairly and equitably is not
comprised.

15. ensure against hostile environment incidents while conducting any class for the NFA.
This includes (but is not limited to) admonishing students who make any comment that could be
construed as offensive, and remaining alert for drifts in classroom atmosphere that could lead to
inappropriate comments. Instructors will participate in Hostile Environment briefings during In-
Service Training sessions and when on campus as advised by the Training Specialists.

16. be familiar with the DHS/EP&R/FEMA policies and instructions that deal with: equal
opportunity in federal education and training programs, civil rights, equal opportunity and
affirmative employment, accessible electronic and information technology, equal opportunity for
persons with disabilities, sexual harassment and harassment and retaliation.

17. be familiar with the NFA Human Dignity Statement

18. participate in the Audiovisual Equipment Proficiency Program to keep abreast of new
classroom technologies as advised by the Training Specialists.

19. maintain a current knowledge of and abide by NETC Emergency Plans including those
for medical and fire incidents.

PROGRAM-SPECIFIC REQUIREMENTS
NOTE: All references to “days” are calendar days.
On-Campus Resident and Off-Campus Regional Delivery Courses
These courses are delivered by co-instructors, referred to as the “lead” and *“support” instructors,

under the general responsibility and monitoring of the course Training Specialist (TS) when
teaching on campus or the Regional Delivery Program Manager (RDPM) when off campus.
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NATIONAL FIRE ACADEMY
Contract Instructor Scope of Work

1. The lead instructor shall be responsible for general oversight of classroom activities
during the course. Either instructor shall be prepared to deliver any of the units of instruction in
the event of cancellation or unforeseen problems on the part of the other instructor. The lead
instructor shall contact the support instructor to discuss and mutually agree upon which modules
each instructor shall teach. The teaching responsibilities shall be evenly distributed. Final
teaching assignments rest with the TS or RDPM, as appropriate;

2. Both instructors shall correct student papers and projects, as appropriate;

3. When not actually performing classroom instruction, such time shall be used solely in
support of the contracted course delivery to prepare and complete course-related educational
tasks as identified by the TS or RDPM. All instructors shall be available in the classroom
building during the entire teaching day, except during scheduled meal periods. Any exception to
this requirement must be approved verbally by the TS or RDPM; (See attached list of expected
work activity when not actually teaching).

4, The lead instructor shall return all classroom keys to the Training Specialist on the final
day of the course;

5. Regional Delivery instructors shall provide the RDPM and the local site contact with
their travel itineraries at least 10 days in advance of the start of the delivery date;

6. The lead instructor shall: A) ensure all students sign the course roster and note “no
shows” on the first morning of class, and transmit the final roster to the Program Manager within
one day for on-campus resident courses and 7 days after the class for Regional Deliveries; and
B) ensure that the student evaluation process is properly administered,;

7. The lead instructor for Regional Deliveries shall ensure that the course roster is corrected
and provided to the site host within the first hour of the first day of class and that all exam
records, graded tests, and stipend forms are submitted to the local site representative upon
completion of the course; and

8. The lead instructor for Regional Deliveries shall submit a signed Inventory and
Accountability Record and post-course assessment to the RDPM within 7 days after completion
of the course.

Off-Campus Direct Delivery Courses

This course shall be delivered by the instructor under the direction of the Direct Delivery
Program Manager (DDPM). The instructor shall be responsible for general oversight of
classroom activities during the course.

The instructor shall:
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1. contact, at least 30 days before the delivery, the A) State and local representative (listed
on the course coordination plan) to discuss travel itinerary, lodging, classroom setup, etc., and B)
DDPM to confirm receipt of instructional materials and discuss any other essential
course/administrative information;

2. return the course roster and course evaluations to the DDPM within 7 days after the class;

3. inspect NFA-provided visuals for completeness and accuracy prior to arriving at the
course site and call the DDPM if problems arise;

4. administer the examinations at the conclusion of the course. If the State requires the
exam, the instructor shall collect the exams and answer key and turn them over to the State/local
sponsor, then review the exam with the class as a teaching aid. In those States without an
examination requirement, exams shall be administered and used as a tool to reinforce the
learning objectives of the course;

5. complete and return a program assessment report 7 days after the course delivery to the
DDPM; and
6. return instructional visuals within 24 hours upon completion of the course by 4th Class

Special Handling mail (label is provided). In some cases, the DDPM will request the instructor
to retain the visuals for assigned upcoming deliveries.

State Weekend Courses

This course shall be delivered by the instructor in coordination with the State Weekend Program
Manager (SWPM). The instructor shall follow the time schedule prepared on the agendas for
each individual weekend program and shall be responsible for general oversight of classroom
activities during the course.

The instructor shall:

1. upon notification of award, contact the SWPM and discuss Friday night campus arrival
time and any other essential course administrative information. The instructor shall arrive an
campus before 9 p.m. on the Friday of the State Weekend to pick up the class roster, review the
classroom setup, check the operation of supporting equipment and report any necessary
corrections to the SWPM;

2. participate in a brief introduction meeting with other instructors, the SWPM and State
staff members at 7:30 a.m. on the Saturday morning of the program in the Sate Weekend
Operations Center in Building J, Room 124;

3. administer and review the examinations at the conclusion of the course. If the State
requires the exam, the instructor shall collect the exams and answer key and give them to the
State sponsor. The instructor shall review the exam with the class as a teaching aid. In those
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states without an examination requirement, exams shall be administered and used as a tool to
reinforce the learning objectives of the course. The instructor shall collect the exam and answer
keys and turn them over to the SWPM; and

4, complete and return a program assessment report within 7 days after the course delivery
to the SWPM.

First-time instructors shall participate in a meeting the Friday evening of the State Weekend
(time and location is provided by the SWPM) to learn the proper use of audiovisual equipment.
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NATIONAL FIRE ACADEMY
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Expected Work Activity of NFA Instructors When Not Actually Teaching

NON “ON-THE-PLATFORM” TEACHING RESPONSIBILITIES

1. Research current issues and prepare items to augment and supplement existing materials
with recent lessons learned or late-breaking events.
2. Accomplish on-going review of course content and recommend improvements in

editorial, format, pagination and content tracking of educational materials and supporting
visuals.

3. Undertake necessary interaction with related USFA program office activities.

4, Plan for upcoming modules/course of instruction and carry-over to upcoming deliveries
regarding presentation of new materials.

5. Prepare for next-up presentation(s).

6. Coordinate other class support activity (i.e., LRC, campus staff and/or contractors, etc.)
7. Grade course-specific papers and projects.

8. Coordinate and plan for required post-course evaluation of student projects (i.e., review
of 6-month submissions in selected courses).

9. Advise appropriate NFA staff on equipment or facilities in need of repair or replacement.

10. Undertake assigned changes in computer support such as transferring selected
slides/OHT’s to Power Point™ software graphics.

11. Maintain all course teaching materials and in consultation with staff make minor routine
classroom repairs of OHT’s, slide trays, videotape containers, and insure proper labeling of
support items, storage and security of materials following use, etc.

12. Accomplish routine maintenance specific to courses presented in labs (i.e., Fire
Protection Systems Lab, etc. plus reference materials, books, handouts, charts, etc.)

13. Individual tutoring and counseling, both during and sometimes after the normal class day,
for students having difficulties with class materials.

14. Provide “customer service” and technical assistance support to students, both in and
outside of the classroom.

15. Assist individual and groups of students with class projects.

16. Serve as NFA’s “first point of contact” ascertaining and recommending action on special
student needs such as a minor injury, illness, or an unexpected need to depart early for a back
home emergency, etc.

17. Assist other instructor(s) with such things as group activities, usually occurring on an
hourly basis.

18. On a limited basis, serve as a guest lecturer in other classes.

19. Assist in the development of other instructor(s) and team-teach to mentor new support
instructors.

20. Participate in appropriate and related miscellaneous activities on campus (i.e., EENET,
Focus Group sessions, sharing of subject matter expertise with campus staff and contractors,
etc.)

21. On occasion, operate without support of any kind during periods when the facility is in a
weather emergency shut-down phase or delayed opening status but while classes remain in
session.
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22. In the rare event of a classroom or building emergency, assist in the orderly safe
evacuation of and accounting of students.
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