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Mission Support Alliance




Statement of Work

Title:  Student Intern Services

Revision Number:  0
Date:  May 2016


1.0 INTRODUCTION / BACKGROUND

MSA provides internships to enable students to pursue programs of independent study and training, focusing on the experience to be gained by the student.

High School graduating seniors enrolled to attend college and college students, who are enrolled in disciplines supported by MSA, are given assignments that help advance the students’ awareness of their intended professions.

2.0 Objective

This Statement of Work (SOW) is for a subcontractor to provide student interns, student interface, and payroll processing services for Mission Support Alliance, LLC, (MSA) for student internships.

The delivery/performance of work under the Master Subcontract will be authorized only by a fully executed Task Order/Release.  Funding commitments under the Master Subcontract are created solely through issuance and release of Task/Release Orders for the services specified herein.

3.0 DESCRIPTION OF WORK – SPECIFIC  
3.1
Task Description

Services will be delineated under this Subcontract only by a fully executed Task Order Release, on an as needed basis, issued under the Master Subcontract.

3.2
Acceptance Criteria
Acceptance Criteria for the Master Subcontract will be determined based on the subcontractor’s technical qualifications and price.  Subcontractor must show proof of a current intern program that has been operational for at least 12 months. 

Acceptance Criteria of Intern Candidate will be determined for each individual task order release issued against the Master Subcontract.

3.3
Special Requirements
MSA currently has several long-term interns that are utilized year-round.  Subcontractor must ‘grand-father’ the long-term interns to the new contract at their current labor category and rate.

Subcontractor must maintain an applicant database of student resumes, preferably via a web site accessible by MSA, of potential intern candidates.  Subcontractor will provide applicant resumes from diversity-rich educational institutions for selection by MSA.  Subcontractor will provide proper review and matching curriculum field and academic abilities of the awardees with the project and mentor needs.

Subcontractor shall perform initial student screening to ensure candidates meet the Intern qualifications stated in this Statement of Work (SOW). 

Subcontractor shall respond to MSA’s request for designated interns following the Task Ordering Procedure for Interns as delineated in the Master Subcontract and this Statement of Work.

Subcontractor shall track participant information for payroll disbursements and award authorizations as approved by the MSA Contract Specialist.

Subcontractor shall provide a single point of contact to interface with interns and with MSA Contract Specialist.

Subcontractor shall provide payment to student interns on a bi-weekly basis, utilizing hourly rates of pay meeting the Service Contract Act Requirements.

Subcontractor shall provide local office service for proper administration and care of the needs of the parties involved including assistance with new intern orientation, and participatory involvement regarding any intern-related issues.

The following procedures apply to Task Orders (Releases) issued by MSA under the Master Subcontract.  Performance of work/internships will be authorized by written direction issued in accordance with the process described herein.

1. Releases against the Master Subcontract will, from time to time, be issued by MSA to the Subcontractor designating a student request for internship, the job duties, and a schedule of performance.  Each Release and Modification/Amendment shall be numbered and tracked.  

2. MSA will issue a Request for Proposal (using Intern Request Form) for a Task Order/Release Internship from the Subcontractor, who shall provide a proposal of qualified intern candidates from their applicant pool that meet the required qualifications within five (5) working days, unless MSA grants a longer time period.  

3. The Subcontractor’s Proposal response to each release shall include the following:
a. A copy of the student’s resume and/or application.
b. A breakdown of the costs associated with the Subcontractor’s processing of the students’ payments for the period of performance specified.   The cost plan shall include:  the period of performance and the fully burdened hourly rates as applicable under the Service Contract Act.

4. MSA will select and notify the Subcontractor of the qualified candidate for the specific Task Order/Release Internship.

5. Upon selection notification, the Subcontractor shall provide MSA with a Student Award Authorization that lists

a. Applicant name, class standing, major, and citizenship

b. Internship period of performance (start and end date)

c. MSA manager information 

d. Service Contract Act labor classification

e. Breakdown of fully burdened costs.

6. The Award Authorization will be submitted electronically by the Subcontractor to the MSA Contract Specialist.

7. MSA will issue a numbered Task Order/Release for the Internship. The Subcontractor shall complete, at least part 1 of the Badge Request form for each intern and shall submit it electronically to the Contract Specialist. 

8. The Intern shall not begin work or take HGET on any Task Order/Release or Modification/Amendment prior to the Subcontractor receiving written authorization to proceed from the Contract Specialist.

3.4
Organizational Interfaces 

The Subcontractor shall interface with various MSA organizations through the MSA Contract Specialist (or designee), as required.
4.0 REQUIREMENTS

All interns assigned to Mission Support Alliance shall meet the following qualifications:

1. Be at least 18 years of age.

2. Be a U.S. citizen.

3. Must maintain an overall GPA of 2.5 (on a 4.0 scale) during their college experience and maintain uninterrupted college enrollment in a degree program  attending at least three of four quarters or two of three semesters.

4. Provide formal college transcript of enrollment, GPA, etc., to the Subcontractor for verification on a quarterly basis.
5. Attend Subcontractor’s intern orientation training.

6. Have business attire appropriate for the work experience/environment.
7. Adhere to the Mission Support Alliance Standards of Conduct for the duration of the internship

8. Subcontractor’s intern shall operate to MSA policies, procedures, and processes.  MSA will supervise and direct the day to day work activities of the subcontractor’s personnel.

For any work performed on the Hanford Site or any MSA controlled facility, the Special Provisions On Site Services, attached to the Master Subcontract, will apply to Subcontractor personnel.

9. Students may continue their internship after graduation upon MSA’s request for up to six months.
4.1      Environmental Safety, &Health Requirements

The Subcontractor shall perform work safely, in a manner that ensures adequate protection for employees, the public, and the environment, and shall be accountable for the safe performance of work.  The Subcontractor shall comply with, and assist the Buyer in complying with Environmental, Safety, Health, and Quality (ESH&Q) requirements of all applicable laws, regulations and directives.

The Subcontractor shall exercise a degree of care commensurate with the work and the associated hazards.  The Subcontractor shall ensure that management of ES&H functions and activities is an integral and visible part of the Subcontractor’s work planning and execution processes.  As a minimum, the Subcontractor shall:
· Thoroughly review the defined scope of work;

· Identify hazards and ES&H requirements;

· Analyze hazards and implement controls;

· Perform work within controls; and

· Provide feedback on adequacy of controls and continue to improve safety management.

The Subcontractor shall flow down ESH&Q requirements to the lowest tier Subcontractor performing work on the Hanford site commensurate with the risk and complexity of the work.

4.2      Quality Assurance Requirements


N/A

4.3       Government Property


N/A

5.0 PERSONNEL REQUIREMENTS

5.1
Training

A. Hanford site-specific general training requirements to safely perform this work will be designated by the Buyer’s Technical Representative (BTR).

B. The following types of training qualifications are required:

· Hanford General Education Training (HGET)/MSA General Education Training (MGET) is required.

· Other site specific training may be required as determined during performance of this scope of work.

5.2
Security and Badging Requirements

A. For any on site work, see Special Provisions – On-Site Services for details.

B. The Subcontractor shall wear a Buyer-issued security badge identifying themselves.  A minimum of two working days advance notice is needed for site badging.

C. Subcontractor employees will be required to submit to vehicle searches and not personally carry or transport certain prohibited articles.

5.1
Site Access

Hanford personnel at the Hanford Site work a standard 4/10 schedule.  The standard work week consist of ten (10) hours of work between 6:00 am and 4:30 pm, with one-half hour designated as an unpaid period for lunch, Monday through Thursday.

Work performed outside normal operating hours shall be coordinated and/or approved through the BTR and/or the Contract Specialist prior to performing the work.

Interns shall work in accordance with the Buyer work schedules, including facility closure days (holidays or emergency closures) and early releases or late starts, unless directed otherwise by their individual manager.

5.2 
Work Hours

Interns are not allowed to work on Hanford Site designated holidays or emergency facility closure days (due to inclement weather, etc.)

Students from the academic year may continue as a Summer Intern, working full-time, no more than 80 hours in a two week time period,  as long as the following criteria has been met:  Acceptable performance on the part of the student; availability of funds; and Mission Support Alliance work scope approval.

In the event that a student is un-enrolled in school or does not attend classes for more than one quarter/semester during the academic year, the Subcontractor must notify the Contract Specialist prior to the next quarter/semester.   MSA will determine the continued need for the resource and provide Subcontractor approval on a quarter/semester basis

5.3  
Time Recording

Subcontractor interns who have an internship with Mission Support Alliance will be required to utilize Mission Support Alliance’s approved Contractor Labor Time Recording (CLTR) system.  Interns shall record actual hours worked in the CLTR system on a daily basis.

Subcontractor is paid for actual hours worked by the Intern.

5.4  
Training

All interns shall complete Hanford General Employee Training (HGET), provided by MSA, prior to obtaining access to the Hanford site.

7.0
MEETINGS, SUBMITTALS

Subcontractor shall participate in all meetings as required by the Buyer’s Technical Representative (BTR).

8.0
SCHEDULE REQUIREMENTS

8.2
Schedule


Start date:  
October 1, 2016, through September 30, 2017


Options:
October 1, 2017, through September 30, 2018



October 1, 2018, through September 30, 2019
