STATEMENT OF WORK

The Contractor shall provide all services, labor, teaching, consultations and reports, except those identified as Government furnished, required to accomplish the performance of Medical Assistant - Mammography Tracking Clerk services for beneficiaries of the Military Treatment Facility, Installation, State, also referred to as the “medical treatment facility” (MTF). Contractor care shall cover the range of services provided in a civilian medical treatment facility.  Performance shall be as specified, and in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

HOURS, SCHEDULES

	1. Full-Time:  Two weeks (10 work days/80 hours), leave/vacation, up to five workdays/40 hours paid sick leave per contractor’s benefit year, and 10 days of Federal Holiday leave will be granted
	Schedule:  Hours of duty are eight hours per day, five days per week, Mon –Fri, 7:30 a.m. to 4:30 p.m. (except Federal Holidays) with a one-hour lunch break.  All vacation/leave will be coordinated with the Chief of Medical Staff, or his/her designee, and approved by the contractor. 

	2.     Weeks per year
	52

	3.    Hours of Work  
	Not to exceed 40 hours per week (2080 hours per year)

	4.    Anticipated Overtime
	None.

	5.    On-Call Service (Site or Telephonic)
	None.

	6.    Telephonic availability during non-duty hours
	Not required

	7.    Backup personnel required if the Mammography Clerk is unavailable?
	Contractor shall provide backup personnel if there is an UNSCHEDULED absence of the Mammography Tracking Clerk for more than three workdays.


QUALIFICATIONS

Contractor-furnished personnel shall comply with all applicable Managed Care Support Contract (MCSC) requirements.  This includes, but is not limited to: knowledge of professional standards, orientation, continuing education (as necessary), competency based training, evaluation/skill verification, life support, and infection control.

	 8. Required Education/Experience
	The Mammography Tracking Clerk shall:

- Possess a certificate of completion as a MA from accredited school recognized by the state of Specify State. Current Basic Life Support care is also required.

- Read, understand, speak , and write English.  However, Spanish is a plus.

- Knowledge of administrative procedures including formats, grammar, spelling, punctuation, and syntax.

- Skill in operating a numeric keyboard and computer system

- At a minimum, a high school diploma.  Individuals with either an Associate Degree and/or one year of medical clinic administrative experience are desired.


SPECIFIC TASKS/DUTIES

9.  CLINIC SUPPORT.  The MA shall provide physician/practitioner support and technician services for patients as scheduled by the Government.  The main duty of the MA in the Radiology Clinic is to provide medical mammography assistance as a data coordinator.  MA will schedule diagnostic patients appointments, enter Mammography tracking data into computers located in the MTF, prepare reports for the department, do patient follow-up and all other related work.  MA will track all S, M, and A mammograms, pull outpatient records to obtain patient reports for files, obtain pathology reports from pathology, tumor board reports from patients, mail/fax reports to outside providers, mail out certified documents and track breast ultrasounds.  MA will chaperon in needed in the clinic.  Receives and interviews patients from clinical history of previous mammograms and pregnancy potential.  MA will mail films to and from MTF.  MA will, when schedule allows, type and track the Women’s Health Initiative team meetings and assist the chairperson with collecting data for Specify Organization The Officer in Charge (OIC), Non-Commissioned Officer in Charge (NCOIC), and other clinical supervisory medical staff will provide assignments from the Radiology Department.

10.  DOCUMENTATION.  The technicians shall prepare all documentation to meet or exceed established standards of the MTRF to include but not limited to timeliness, legibility, accuracy, content, and signature.  Only MTF and Air Force approved abbreviations can be used in documentation of care in the record.

11.  RECORDS.  The contractor shall be responsible for creating, maintaining, and disposing of all contract and employee Government required records that are specifically cited in this SOW or as may be required by the provisions of a mandatory directive listed below.  If requested by the Government, the contractor shall provide the original record, or a reproducible copy of any such records within five (5) working days of receipt of the request.

12.  PATIENT LISTS.  Patients lists, no matter how developed shall be treated as privileged information.  Lists and/or names of patients shall not be disclosed to or revealed in anyway for any use outside the MTF.

13.  PATIENT SENSITIVITY.  Contract MA shall respect and maintain the basic rights of patients, demonstrating concern for personal dignity and human relationships.  MA receiving complaints validated by the Nurse Manager or NCOIC will be reported to the COR.  The COR will advise the contractor’s POC and depending on the nature severity of the complaint, may request the ACO to direct the contractor to provide another MA for performing services under this contract.  

14.  RELEASE OF MEDICAL INFORMATION.  The MA shall only release medical information obtained during the course of this contract to other MTF staff involved in the care and treatment of that individual patient.

15. COMMUNICATION. The contractor shall ensure contract MA under his/her supervision maintain open and professional communication with members of the MTF.  Complaints validated by the Nurse Manager or NCOIC, shall be reported in writing to the contract administrator and the contractor for action.  Failure of the contractor to correct validated complaints raised by the MTF staff and the CO will be considered a failure to perform.

GENERAL AND HEALTH REQUIREMENTS/INFORMATION

16.  The Mammography Tracking Clerk working within the MTF shall comply with Government/MTF Regulations, MOUs, SOPs, etc. regarding administrative services, record keeping, patient referrals, interactions with government personnel, MTF security, QM/UM participation, government property, employee immunizations, work attire/uniform, etc.  All regulations, policies, Standard Operating Procedures will be made available to all Contractor-furnished personnel for familiarization and to ensure compliance in performance of services.  Additionally, the Mammography Clerk shall attend all government-provided orientation and training necessary to perform daily duties on a government installation.  

Publications and forms applicable to performance under this delivery order are listed below.  The contractor and its personnel are obligated to follow those publications.  These publications are available in the MTF and maintained by the Government.  Supplements or amendments to listed publications from any organizational level may be issued during the life of the delivery order.  The contractor shall immediately implement those changes in publications that result in a decrease or no change in the price and notify the Administrative Contracting Officer (ACO) in writing of such change.  Should a decrease in contract price result, the contractor shall provide a proposal for reduction in the price to the ACO, TRICARE Lead Agency.  Prior to implementing any change that will result in an increase, the contractor shall submit to the ACO a price proposal within 30 days of receipt of the change by the contractor.  The ACO and the contractor will negotiate the change into the delivery order under the provisions of the contract clause entitled “Changes”.  Failure of the contractor to submit a price proposal within 30 days from receipt of the change shall entitle the Government to performance in accordance with such change at no increase in price.

PUBLICATION NO.



MANDATORY

SECTION/PATA/LINE
TITLE
DATE
ADVISORY (M/A)

DEPARTMENT OF DEFENSE (DoD) REGULATIONS/MANUALS INSTRUCTIONS/DIRECTIVES.
DoD Instruction 1402.5
Criminal History Background


Checks on Individual in Child 


Care Services
Jan 93
M

DoD Directive 5500.7
Standards of Conduct
Mar 87
M

AIR FORCE REGULATIONS/MANUALS/INSTRUCTIONS
AFI 44-119
Medical Service Quality Improvement 

                                                   and Risk Management
Oct 95
M
17. Contract personnel shall have a neat and professional appearance and be easily recognized as contract employees.  White nursing uniform or printed uniform top with pants/skirt and white shoes.  No shorts or short skirts.  Identifying nametag from the contractor must be visible at all times.  Employee will report to work with a clean uniform and neat overall appearance.  Single color nail polish may be worn in generally acceptable shades and nail length should not interfere with the wearing of the Personal Protective Equipment. (PPE).  The ear lobes are the only site where body-piercing jewelry may be worn on duty.  Hair will be worn in such a fashion as to not interfere with patient care duties.

18.  CONFLICT ON INTEREST.  The contractor shall not employee any person who is an employee of the United States Government if the employment of the person would create a conflict of interest.  The contractor shall not employ any person who is an employee of the Department of the Air Force, either military or civilian, unless such person seeks and receives approval in accordance with DoD Directive 5500.7 and Air Force Policy.

19.  Contract personnel providing services under this delivery order shall receive a physical examination prior to commencement of work at the MTF.  MA shall report to the contractor’s physician to receive a physical examination and any required immunizations/shots as prescribed herein by the MTF. Copies of current immunization/titer records and results shall be provided to the MTF at the time the contract personnel commence work at the MTF. (Documentation shall include serologic evidence of immunity to measles, mumps and rubella (MMR) or documentation of MMR immunizations since 1980; a completed primary series of immunizations with tetanus and diphtheria toxoids and that a booster dose is current within the past ten years; and tuberculin skin test results.)  All costs associated with the required immunizations shall be borne by the contractor personnel or the contractor at no additional cost to the Government.

20.  Not later than 5 working days prior to commencement of work, certification shall be provided to the COR that the MA has completed medical evaluation required above.  This certification shall state the date on which the examination was completed, the doctor’s name who performed the examination, and a statement concerning the physical health of the individual.  The certification shall also contain the following statement:  “(Name of contract employee) is suffering from no contagious diseases to include but not limited to Tuberculosis, Hepatitis, and Venereal Disease.

21.  Also, as a condition of working within the MTF, OSHA requires that all contract personnel who will have occupational exposure to blood or body fluids, or other potentially infectious materials, shall receive Hepatitis B vaccine, or have documented proof of immunity to Hepatitis B infection.

22.  It is the contractor’s responsibility to report (to the appropriate MTF staff member) all information necessary to assure hospital records can be maintained correctly, and therefore comply with the JCAHO, OSHA, and CDC health records requirements.

23.  EMERGENCY HEALTH CARE.  The MTF will provide emergency care for contract personnel for injuries occurring while on duty in the MTF.  These services will be billed to the contractor at the current full reimbursement rate.

24.  CONTINUING MEDICAL EDUCATION (CME) REQUIREMENTS.  Healthcare providers registered or certified by national/medical associations shall continue to meet the minimum standards for CME to remain current as prescribed in AFI 41-117.  CME shall be obtained at no additional cost to the Government and shall be report to the COR annually on the first normal duty day in January for the previous calendar year.  Periodic CME may be conducted at the MTF and will be available at no cost, to the medical assistant, if space is available.

LOGISTICS

	Government will provide all Facilities, Equipment, PPE (except for uniforms or lab coat) and Services (Administrative) and Supplies (medical and nonmedical)for the Contractor-provided Personnel to enable them to perform the above services at the MTF, except for the following:
	The contractor shall provide the Mammography Tracking Clerk with a nametag, as required by the MCSC, to wear when providing services at the MTF under this delivery order.

The contractor shall provide a point of contact (POC) that shall be responsible for the performance of the work.  The POC shall have full authority to act for the contractor on all matters relating to the daily operation of this delivery order.  The contractor shall designate this individual, in writing, to the COR before start of contract performance on site.  An alternate may be designated, but the contractor shall identify that time when the alternate shall be the primary POC.  The contractor’s POC shall be available via telephone, Monday through Friday, 0730 to 1630, except Federal holidays.

Except for those items or services specifically stated as being Government furnished, the contractor shall furnish everything required to perform this delivery in accordance with all of its terms.

	Government POCs for Administrative Issues
	The MCSC COR at the MTF or the Chief of Medical Staff (or authorized designee)


LEGAL ISSUES

1.  Contractor is liable for loss, theft, or misuse by Contractor-provided Personnel of Provider/Government Property.

2.  Standards of Conduct: If the medical assistant has been cited in a validated patient/hospital staff complaint, through the Patient Representative, because of the contract medical assistant’s behavior, demeanor, or physical appearance, which is not in keeping with the standards of their profession, then the contract medical assistant shall be subject to possible removal from working in this facility.

3. Contractor supplied personnel are prohibited from self referral of patients seen under this agreement.

4.  The contract medical assistant provided by this agreement shall not be permitted on the installation when his/her presence is considered detrimental to the security of this installation.  The Government reserves the right to require removal from the job site any personnel who endangers persons or property, whose continued presence is inconsistent with the interest of military security or who is found to be under the influence of alcohol, drugs, or other substances.  
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