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National Institute for Literacy

Statement of Work

Technical Assistance to Revise Personnel Policies

August 28, 2007

I.
BACKGROUND


Purpose and Program Activities 
The National Institute for Literacy 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 (PL 105-220, Title II, Subtitle A, Chapter 4, Section 242) 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.
The Institute’s authorizing laws organize its activities into four general areas: program improvement; policy and technical assistance; information dissemination, including dissemination of scientifically based reading research and effective reading programs based on scientific research; and coordination of research support.  To carry out these duties, the Institute has concentrated its efforts on projects that could bring about significant improvement across the adult education system and enhance the use of findings from scientific research in reading instruction for all ages.  Together, the Institute’s authorizing laws reinforce a focus on disseminating critical information on reading across the lifespan while allowing the Institute to address broader challenges associated with improving the effectiveness of the adult literacy service delivery system.  

Personnel
The Institute is a Federal agency, and its employees are Federal government employees who receive the same benefits, such as health care, retirement, sick and annual leave, that civil service employees do.  However, the Institute is authorized by WIA to hire the Director and staff without regard to the provisions of Title V, U.S Code.  In addition, the Director and staff may be paid without regard to the provisions of chapter 51 and subchapter III of chapter 53 of that title relating to classification and General Schedule (GS) pay rates.  

The Institute’s Human Capital Resources Plan, completed in 2005 and presented to the Advisory Board, identified 22 positions required to carry out the Institute’s mission and objectives.  The Board subsequently concurred with the Institute Director’s recommendation of a 22-person staffing level. Currently, the Institute has 14 direct hire staff, including 4 supervisors.  An active recruiting campaign is underway to fill the three highest-priority vacancies.  Four current staff members are career employees paid according to the GS salary scale, and the remainder have administratively determined (AD) appointments for varying lengths of time. 

As applicable, the Institute has chosen to adopt Department of Education policies on personnel matters.   However, since many of the Department’s personnel policies are based on the GS system, there are policies that are not appropriate for the Institute to adopt or even adapt for its own use.

II.
PURPOSE OF ACQUISITION

The Institute is seeking technical assistance to establish a coherent set of policies, determined at the Institute’s discretion, on compensation and benefits.  The Institute’s exemption from the GS system gives it flexibility concerning the hiring and compensation of employees, but it also leaves it without an established framework for making determinations concerning compensation, benefits, performance management, training, and adverse actions.  The purpose of this acquisition is to enable the Institute to develop a set of compensation and benefits policies that balance the Institute’s flexibility with the need for a fair, reasonable personnel system.

III.
TASKS
Task 1.
Attend a Kick-Off Meeting at the Institute’s Offices

1.1 The contractor shall attend a meeting at the Institute’s Offices in Washington, DC within three weeks of the contract award to discuss the tasks outlined in the Statement of Work and the deliverables.

1.2 The contractor shall submit a summary of the meeting in writing via email to Institute staff.

Task 2.
Review Existing Documents Concerning Personnel Policies and Procedures

2.1 The contractor shall review copies of relevant personnel documents provided by the Institute at the kick-off meeting, including the Institute’s Human Capital Resources plan; Institute directives on personnel matters; current position descriptions; performance plans; memos on compensation and bonuses; training plans, etc.

2.2 The contractor shall draft a memo for Institute management (a) summarizing the strengths and weaknesses of the Institute’s current personnel policies on position management, performance management, compensation, benefits and adverse actions and (b) recommending priorities and a timeline for addressing those issues.   The memo also shall note any Department of Education personnel policies that could inform or be adapted to address any Institute priority issues.

Task 3.
Conduct a structured discussion on compensation, benefits and adverse action issues with the Institute’s leadership

3.1 The contractor shall develop a list of questions based on the document review and memo developed in Task 2 to discuss with the Institute’s Director and Deputy Director either in person, if the contractor is located in the Washington, DC area, or by conference call.  The questions shall be submitted at least 5 days before the meeting or call takes place.

3.2 The contractor shall conduct the meeting or conference call.

3.3 The contractor shall submit notes summarizing the discussion.

3.4 The contractor shall final revisions to the memo developed in Task 2.2 based on the results of the meeting/conference call.

Task 4

Draft personnel policies 

4.1
Using the memo revised in Task 3.3, the contractor shall draft personnel policies for the Institute on the following topics.  Each draft policy shall be accompanied by a memo that provides a rationale for the policy, including any relevant citations of Federal Government laws or U.S. Department of Education policies.  The memos also shall highlight budgetary implications of the policies, if any exist.

(a) position management

(b) performance management

(c) compensation

(d) benefits

(e) training

(f) adverse actions

4.2
The contractor shall revise the policies in response to questions and comments from Institute management and resubmit for Institute comment.

4.3
The contractor shall revise the policies in response to Institute comments and submit for final approval.

Optional Tasks

Optional Task 1.
Revise Human Capital Resources Plan

1.1 The contractor shall review the Institute’s 15-page Human Capital Resources Plan

1.2 The contractor shall draft a memo that describes how the Plan could be revised and submit it to the Institute for review and comment.

1.3 The contractor shall revise the memo to respond to Institute comments.

1.4 The contractor shall revise the Human Capital Resources Plan in accordance with the decisions reflected in the revised memo and submit it to the Institute for review and comment.

1.5 The contractor shall revise the Human Capital Resources Plan to address Institute comments and submit it for final approval.

IV.  SCHEDULE OF DELIVERABLES – BASE CONTRACT

	TASK
	DELIVERABLE
	DUE DATE

	Task 1.2
	Meeting notes
	10-26-07

	Task 2.2
	Memo 
	11-30-07

	Task 3.1
	Conference call/meeting questions
	12-14-07

	Task 3.3
	Conference call/meeting notes
	1-9-08

	Task 3.4
	Revised memo
	1-9-08

	Task 4.1
	Draft policies and memos
	2-29-08

	Task 4.2
	Revised policies and memos
	3-26-08

	Task 4.3
	Revised policies and memos
	4-18-08


SCHEDULE OF DELIVERABLES – OPTIONAL TASK
	TASK
	DELIVERABLE
	DUE DATE

	Task 1.2
	Memo
	TBD

	Task 1.3
	Revised memo
	

	Task 1.4
	Revised Human Capital Resources Plan
	

	Task 1.5
	Final Human Capital Resources Plan
	


V.  PERFORMANCE PERIOD

The performance period for this contract shall be from date of contract award through  May 15, 2008.  There shall be an optional period of performance from May 16, 2008 through July 15, 2008.

