STATEMENT OF WORK

SURGERY/FAMILY PRACTICE CLINIC MEDICAL TECHNICIAN

The contractor shall provide all services and labor required to accomplish the performance of Medical Technician  (one full-time equivalent (FTE) position) duties as specified for the Surgery/Family Practice Clinic at the 49th Medical Group, Holloman AFB, in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

1.0 FTEs, HOURS, SCHEDULES

	1.    Full Time

Three weeks (15 work days) paid time off and 10 Days off for Federal Holidays will be granted to each General Surgery/Family Practice Medical Technician under this agreement
	Schedule:  Eight hours per day during normal business hours.  Exact schedule shall be mutually agreed between MTF and Contractor.  All work hours, schedule changes, and vacation/leave shall be coordinated with the MTF.



	2.    Weeks Per Year per employee
	52

	3.    Hours of Work Per Year per employee
	2,080

 per FTE  (1 Mar 04 – 28 Feb 05)

	4.    Anticipated Overtime
	None

	5.    Extended Hours
	None

	6.    Telephonic On Call Service 


	Not Required

	7.   Backup Personnel if Resource Support personnel               

       unavailable
	Not Required


2.0 QUALIFICATIONS

2.1 Applicant shall be able to speak, read and write English sufficiently well to communicate clearly verbally and in writing with customers, Pharmacy staff and Government staff.  The employee must have business-professional level oral and written communication skills
2.2 Contractor-furnished personnel shall comply with all applicable MTF and TriCare requirements including, but not limited to: utilization review/management criteria and procedures; quality assessment procedures and criteria; and quality of care reviews in accordance with the policy, procedures and regulatory provisions established for Government practitioners (32 CFR 199.6; TRICARE Policy Manual, Chapter 10; Section J-2, Addendum C, Section J-4 Documents 1, 6, 7, and 8; and Section J-3, Attachment 14), as well as any military treatment facility (MTF) policy requirements.

	2.3 Required Education/Experience
	Required Education/Experience/Certifications for each Medical Technician:

· Minimum of High School completion or GED equivalent.

· Have and maintain current certification in basic cardiac life support (BCLS).

· Have a minimum of one-year experience as a medical technician working in a hospital/clinical setting.

· Have completed and passed a required medication test, which is administered by the MTF’s Education and Professional Development unit.  The test is to determine ability to calculate medication dosage, and to verify familiarization with medications common to the MTF.  

· Medical Technicians shall be required to learn the Composite Healthcare System (CHCS) and Provider Graphic User Interface (P-GUI) in order to schedule patients for appointments as requested by provider.  




3.0 SPECIFIC TASKS/DUTIES

	3.1 Under the clinical oversight of the Physician in charge of the clinic in the full spectrum of services of a person trained as:  A Medical Technician
	· Assist with application of dressing.

· Prepare specimens for laboratory; properly label specimens, record information in specimen book and take specimens to the laboratory.

· Record designated data on AF Form 600, Chronological Record of Medical Care and P-GUI

· Set up and perform safety checks to ensure all equipment is properly functioning before the start of scheduled patient care.

· Set up instruments, supplies, and equipment for minor surgical procedures. Create and maintain a sterile field during minor surgical procedures.  Assist provider during minor surgical and diagnostic procedures. Assemble, operate, and maintain diagnostic and therapeutic equipment.  Order diagnostic, laboratory and radiographic procedures as directed. Accomplish cleaning and decontamination procedures (patient/exam rooms and instruments/equipment).

· Check patients in for appointments, obtain vitals signs, review medical records, and order radiological and laboratory tests as requested by physician.

· Apply casts and splints and remove sutures and/or staples per provider’s orders.

· Instruct patients/guardian on appropriate cast/splint/wound care.

· Schedule patients for initial; follow up, preoperative, post-operative, or other appointments as requested by provider.  

· Answer and screen telephone calls using proper etiquette and ensure confidentiality and privacy as established within 49th Medical Group. 

· Check restock/order supplies and linens (maintain adequate levels), as needed in the exam rooms. Accomplish housekeeping duties, as required.

· Provide chaperone service, patient and chart screening (checking patient vital signs – blood pressure, pulse, and temperatures), ensure appropriate forms are filled out, signed and completed, escort patients to appropriate clinical/testing areas within the hospital.

· Annually accomplish medication test, Medical Group annual training, annual flu shot, HIV test, and TB test

· Perform emergency actions (BCLS, fire notification, bomb threat notification, etc…) as needed

· Miscellaneous additional duties as assigned.



	Workload
	· 


3.2 Contractor personnel performing services at 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, etc.  All regulations, policies, and standard operating procedures will be made available to all contractor-furnished personnel for familiarization and to ensure compliance in performance of services.  Additionally, the contractor-furnished personnel shall attend all Government provided orientation and training necessary to perform daily duties (e.g. CHCS Training) on a Government installation.

4.0 HEALTH REQUIREMENTS
4.1 The Contractor shall not employ anyone at the MTF for work on this contract if such employee is a potential threat to the health, safety, security, general well being, or operational mission of the installation and its population.

4.2 Contract personnel providing services under this contract shall receive a pre-employment physical examination prior to commencement of work and annually thereafter, at Contractor’s expense.  Not later than five (5) working days prior to commencement of work, certification shall be provided to the Government proving health care providers have completed the medical evaluation required above.  This certification shall state the date on which the examination was completed, the doctor’s name that performed the examination and the statement concerning the physical health of the individual.  The certification examination shall also contain the following statement:  “(name of contract employee) is suffering from no contagious diseases to include but not limited to Tuberculosis and Hepatitis.”

4.3 Contract employee must meet MTF Employee Health Program requirements.  This includes initial requirements for vaccinations against Rubella/Rubella/Mumps, Hepatitis B, Chickenpox, and will include a TB skin test.  Annual requirements include TB skin test and Influenza Vaccination. HIV testing is optional and if needed will be at the expense of the Contractor.  The Government reserves the right to request medical examination or reexamination, at Contractor expense, on any employee during the contract period.

4.4 The Contractor shall report all information necessary to assure contract employee records are up to date and comply with the Joint Commission on Accreditation of Health Organizations health records requirements to the appropriate MTF staff members.

5.0 SAFETY And Fire Regulations
Contract employee shall be required to complete an AF Form 55 and receive MTF orientation before starting work under this contract.  Contract employee shall comply with all Occupational Safety and Health Administration standards and fire regulations and shall participate in all fire drills and practices within the MTF.

6.0 SECURITY Requirements
Contract employee must complete all requirements for installation, state and national criminal history investigations before starting work under this contract.

7.0 QUALITY Assurance
The Government will observe and evaluate the Contractor's performance under this contract.  The Contracting Officer's Representative (COR) will record and investigate all complaints and observations identified.  Complaints validated by the COR shall be reported to the Administrative Contracting Officer (ACO) for review and possible action and will follow the requirements of FAR clause 52.246-4 "Inspection of Services".   

8.0 HOURS of Operation
8.1 Government-Observed Holidays.  The Contractor is/is not required to perform services on any Government-observed holidays.  The following Government holidays are observed:

8.2
HOLIDAY


            DATE OBSERVED
New Year's Day


1 January (see exceptions)

Martin Luther King's Birthday
3rd Monday in January

President's Day


3rd Monday in February

Memorial Day


            Last Monday in May

Independence Day


4 July (see exceptions)

Labor Day



1st Monday in September

Columbus Day


2nd Monday in October

Veterans Day



11 November (see exceptions)

Thanksgiving Day 


4th Thursday in November

Christmas Day



25 December (see exceptions)

Exceptions:  If any of the holidays noted above fall on a Saturday, they will be observed on Friday.  If any of the holidays noted above fall on a Sunday, they will be observed on the following Monday.  Contractor is allowed to continue working on these holidays if the MTF is open and accessible to staff and if they desire to do so.

9.0 IDENTIFICATION/Personal Appearance
Contract employee shall display a MTF identification badge identifying the employee by name.  While at the MTF on a scheduled workday, Contract employee shall be neat and clean, well groomed, and in appropriate clothing.  Contract employee shall not wear clothing made of "see-through" material, "cutoffs", "tank tops", or clothing that displays offensive slogans or pictures.  Clothing shall fit correctly to provide a professional, modest appearance in keeping with normally accepted community standards of dress for the work being performed.  Neat also refers to the orderly arrangement of things (equipment, supplies, immediate working area, etc.).

10.0 PHYSICAL Security
The Contractor shall make best efforts to safeguard all Government-furnished property provided for Contractor use as well as the Contractor's own property.  At the close of each working day, Government facilities, equipment and materials shall be secured.

11.0 HIPAA Requirement
The Contractor shall provide each Commander with written documentation that HIPAA training has been conducted for each of their employees working in the MTF.

12.0  BACKGROUND CHECKS

All personnel working in the MTF who have access to CHCS or other government computer systems as well as those personnel involved on a frequent and regular basis in the provision of care and services to children under the age of 18 must undergo a Personnel Security Investigation.  Personnel working under this agreement will be considered to hold an IT–III classified position as defined by the TRICARE Management Activity (TMA).  The contractor is responsible for collecting completed SF85Ps and fingerprint cards of their personnel performing under this delivery order and for submitting these items in accordance with the proper procedures.

13.0 LOGISTICS

	GFP Government Furnished Equipment

The Government will provide all equipment, supplies, facilities, utilities, and services required to perform the Utilization Nurse Management function except as stated under Contractor Furnished Equipment.  The MTF will provide Government furnished equipment.

a.  Equipment.  All computer equipment, printers, facsimile machines, copiers and network connectivity required to extract, analyze and manipulate Government-provided data necessary to perform the work required under this agreement.  This includes all software needed to perform the required service, e.g. Microsoft Word and Excel.

b.  Supplies.  Envelopes, paper, paper clips, staples, and printer toner, etc.  The Government will provide all supplies any prudent person would consider necessary to perform the required services.

c.  Facilities.  Shared, furnished and upgraded as needed, office space sufficient in size to provide a working environment conducive to perform the services required, for the number of individuals the contractor deems necessary to perform the functions of the project.

d.  Utilities.  Use of electricity, water, and sewage.  Government phones may be utilized; 800 numbers and Defense Switched Network (DSN) must be used for long distance when possible.

e.  Services.

(1) Administrative Support.  Mail and correspondence distribution (including postage).  Access to printers and electronic instructions, regulations, manuals, and documents needed to perform services.  Monthly MTF schedule of events via e-mail.

(2) Systems Support.  Computer hardware and software implementation and configuration.  Access to the LAN and appropriate administrative and medical systems.  Computer help desk support.  Consultation, as needed, to maintain effective operations and enhance productivity.  Required downloads from systems not accessible to the Contractor.  Implementation of new standards systems.  Coordination with managers of standard medical systems.
	CFP Contractor Furnished Equipment

Except for those items or services specifically stated to be Government furnished, the Contractor shall furnish and maintain everything required to perform this contract in accordance with all of its terms.  Contractor-furnished items and services shall meet the following minimum standards and comply with Air Force Occupational Safety & Heath Standards and fire regulations.

a.  Equipment shall be compatible with existing sources of Government-furnished equipment and electrical power.  All equipment shall comply with all safety standards.  The Biomedical Equipment Repair department of the MTF on an annual basis will inspect all Contractor furnished electrically powered equipment.  Equipment may be rejected for use in the facility if unacceptable or considered unsafe by the Biomedical Equipment Repair department.

b.  All electrically operated equipment shall be equipped with a third-wire ground and an appropriate length of UL approved three-conductor cord.  Extension cords are prohibited.

c.  The Contractor may supplement any Government hardware or software that is compatible with Government-furnished property and/or services at the contractor's expense.  Any supplemental equipment or services must be approved by the MTF’s information systems department prior to using such equipment or services.  In addition, the Contractor shall repair/maintain any such equipment.


14.0 LEGAL

14.1 Contractor is liable for loss, theft, or misuse by contractor-provided personnel of provider/Government property.
14.2 Contractor-supplied personnel are prohibited from self-referral of patients seen under this Agreement.

14.3 The Contractor shall not employ any person who is an employee of the United States Government if the employment of that 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.
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