Statement of Work for

The National Institute for Literacy

Technical Assistance for the National Institute for Literacy’s

Focus on Basics Discussion List

Solicitation Number: ED-06-B-0030
Introduction

The National Institute for Literacy (the Institute) was established to ensure that literacy would have a place on the federal policy agenda and to invigorate a national effort to improve adult literacy.  Its primary activities to strengthen literacy across the lifespan are authorized by the U.S. Congress under two laws, the Adult Education and Family Literacy Act (AEFLA) in the Workforce Investment Act and the No Child Left Behind Act (NCLB).  The AEFLA directs the Institute to provide national leadership regarding literacy, coordinate literacy services and policy, and serve as a national resource for adult education and literacy programs. The NCLB law directs the Institute to disseminate information on scientifically based reading research pertaining to children, youth, and adults as well as information about development and implementation of classroom reading programs based on the research.  

In order to carry out the legislative mandates, the Institute developed the Literacy Information and Communication System (LINCS) to perform its dissemination functions.  LINCS provides extensive information and communication services for adult, child and family literacy service providers in the United States and English speaking nations via the Internet.   The current network contains multiple web sites, databases, search programs, multimedia resources, and discussion lists.

The Institute sponsors moderated electronic discussion lists on a variety of literacy-related topics to enhance professional development for educators and practitioners.  Moderators facilitate dialogue about the latest literacy research and its applications to instructional practice and  policies  and  promote the exchange of ideas, resources, and experience.  The lists provide ongoing opportunities to learn, discuss, and reflect on literacy issues and integrate new knowledge into teaching.   

Each list moderator leads productive, informative discussions among list subscribers.  Further, each moderator ensures that postings to the list focus on the list’s subject and do not contain legally prohibited material. The Institute does not allow messages that are off the topic of any list; violate Netiquette rules <http://www.nifl.gov/lincs/discussions/list_guidelines.html#netiquette>; or lobby other list subscribers or include lobbying materials.  Anti-lobbying laws
 prohibit the use of appropriated funds, which the Institute uses to support the discussion lists, for lobbying.  
The Institute encourages discussion list participants to focus contributions to the lists on the specific lists’ subject areas and goals. Comments, suggestions, references, and ideas posted to the discussion lists are intended to serve as resources for enhancing the field’s capacity and knowledge base.  Differences in perspectives and ideas are welcome, especially when they are voiced in the spirit of inquiry, curiosity, and mutual respect.   Subscribers are expected to follow the Discussion List Guidelines found at: http://www.nifl.gov/lincs/discussions/list_guidelines.html 

Purpose of Acquisition

The National Institute For Literacy has a requirement for part time moderator for the Focus on Basics Discussion List.  The List Moderator shall facilitate dialogue about literacy issues; provide pertinent information and research about applications to instructional practice, and policy and promote the exchange of ideas, resources, and experience.  The moderator shall promote active participation and stimulate discussion by posing questions, developing themes, etc.  The moderator also should encourage list participants to contribute to specific subject areas and topics that fall within the list’s theme.  

The Institute understands that NCSALL has funding for one more issue of the Focus on Basics publication.  This contract will be a 6-month contract, with an optional 6 additional months if funding for additional Focus on Basics publications is obtained.  

Tasks 
Task 1.   Meetings with the National Institute for Literacy Staff

1.1 Post-Award Meeting: The contractor shall attend a post-award conference call (let’s decide which one we want because it will affect cost) within fourteen days of the contract award.

1.2 Monthly Meetings: The contractor shall meet with National Institute for Literacy staff monthly via conference phone calls to discuss progress on tasks, project needs and status.

1.3 Semiannual Meetings: The contractor shall meet with Institute staff in person twice during the year, tentatively in February and July 2007.  

Task 2. Work Plan

2.1 The contractor shall develop a 12-month work plan that describes goals and strategies for:

a. Identifying, posting and facilitating discussion on relevant, timely, current, and comprehensive information, especially scientifically based and other rigorous research;

b. Recruiting new members to the list;

c. Increasing participation of list subscribers; and

d. Planning and organizing the participation of subject experts as “guest speakers” three times during the year.

2.2 Upon approval from the Institute, the contractor shall implement the work plan.

Task 3. Daily/Weekly Activities

3.1 The contractor shall review messages submitted to the list at least once every business day and post appropriate messages during business hours (Monday to Friday, excluding Federal Holidays). 
a. If a message is not approved, the contractor shall send it back to the sender with a brief explanation for its denial. Email messages are not to be edited by the moderator.
b. If the contractor has questions about the content or relevance of the message, the contractor shall send the poster a message asking for clarification. 

c. If the message contains, lobbying, spam, or personal messages, the contractor reject the message and send poster the reasons for not posting the message. 
3.2 The contractor shall:
a. Provide comments, suggestions, references, and ideas to stimulate discussion and serve as resources for enhancing the field’s capacity and knowledge base.
b. Provide assistance to list members to locate relevant, accurate, current, and comprehensive information they need.   

c. Use MY LINCS http://www.nifl.gov/cgi-bin/lincs/mylincs/mylincs.cgi to feature new resources in the subject of the list.

Task 4.  Quarterly Activities

4.1 Quarterly reports: The contractor shall submit quarterly reports which will include, at minimum, the following: status of work plan implementation, number of new subscribers, problems encountered, corrective action(s) taken, travel accomplished, and other items TBA.  The first report, covering September, October, November, and December will be due by January 15, 2007.  Subsequent reports will be due April 15, July 15 and September 30, 2007.  For a sample quarterly report, go to: http://www.nifl.gov/nifl/grants_contracts/info_dlqr.html.

Task 5. Other Activities 

The moderator should utilize the following activities as needed:

(i) Develop and implement strategies to deal with difficult subscribers and inappropriate posting to the list. 

(ii) Provide technical assistance to list subscribers, including assisting in subscribing to and un-subscribing from the list.

(iii) Refer list subscribers to other National Institute for Literacy lists as appropriate.

(iv) Assist in publicizing all National Institute for Literacy lists and LINCS’ features.
(v) Identify an alternate or substitute moderator (can be another moderator or someone from your organization) for times when you cannot carry out these responsibilities (away from the office, on travel, on vacation, etc.)
Deliverables

All deliverables listed in the contract will be submitted to the National Institute for Literacy. 
	Task
	Deliverable
	Deliverable Due Date

	1.1
	Post Award Conference Call with Institute Staff
	Approx. 14 days following award date

	1.2
	Monthly meetings or phone calls
	Once a month or as needed.

	1.3
	Annual Meetings
	Tentative dates: February and July 2006

	2.
	Work Plan 
	By November 10, 2006.

	3.1 
	Review messages.
	Daily

	3.2
	Activities to promote discussion.
	As needed or required.

	4
	Quarterly Reports
	January 15, April 15, July 15 and September 30, 2006.

	5
	Other Activities
	As needed or required.


� The Institute discussion lists are maintained with funds appropriated by Congress for the Institute to carry out the duties and responsibilities it is assigned in legislation.  Federal law prohibits the use of appropriated funds for lobbying. Therefore lobbying messages – i.e., those that are intended to influence or cause others to influence a member of Congress to favor or oppose legislation or an appropriation by Congress will not be posted to the discussions lists.  In addition, messages that contain direct links to other websites or web pages whose purpose is to influence or cause others to influence a member of Congress to favor or oppose legislation or an appropriation will not be posted.
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