STATEMENT OF WORK
CATHOLIC CHILDREN’S FAITH FORMATION COORDINATOR

1 October 2010 to 30 September 2011
1. Contract Position Title. Catholic Children’s Faith Formation Coordinator.

2. Scope of Responsibilities. Plan, coordinate and support the Catholic Children’s Faith
Formation Program. This will encompass, but is not limited to: Toddler Formation and
Children’s Liturgy during at least one mass per week for the months of September through May,
Kindergarten through 7" Grade; Confirmation preparation for Youth; Sacramental Preparation
for Reconciliation and First Communion; Rite of Christian Initiation for Children (RCIC); and
work with Protestant Religious Education Coordinator for Vacation Bible School in August. The
children’s Faith Formation coordinator is responsible for a minimum of 15 hours per week in the
office with a maximum of 20 hours as agreed upon by the Catholic Chaplain. The Children’s
Faith Formation Coordinator position is paid for the months of August through May; i.e. the
months of June and July require no services and there for no payment.

3. Education and Experience Requirement. The Catholic Children’s Faith Formation
Coordinator must:

A. Have previous experience in a Catholic Faith Formation program as a catechist or
program volunteer, Faith Formation Coordinator or Pastoral Assistant. Teaching
background preferred.

B. Have a minimum of a high school diploma and ability to obtain Archdiocese of the
Military Service (AMS) certification within 90 days of employment.

C. Must work well with others and respect individual growth, differences, and cultures —
regardless of race, creed, education, age, religious beliefs, or color. Further be able to
openly communicate with others — even when conflicts arise.

4. Specific Responsibilities:
A. Goal Setting and Planning:

1. Meet regularly with the Catholic Chaplain and/or Catholic Pastoral Coordinator to
review overall formation goals for programs listed above.

2. Meet as needed with the Catholic Chaplain and/or Catholic Pastoral Coordinator to
plan specific goals for special activities, liturgies and celebrations.

3. Participate with the AMS in on-going formation as coordinator, as well as staying
informed of changes, programs and policies regarding faith formation in general.

4. Participation with the Diocese of Sacramento is encouraged.



B. Organization:

1.

2,

9.

Implement the policies set by the Catholic Chaplain and Pastoral Advisory Council.

Conduct timely registration of all program participants.

. Schedule classes, meetings, special events, liturgies, etc. according to available

facilities.

Organize and plan special liturgies, and/or prayer services together with the Catholic
Pastoral Coordinator as needed.

Meet with the Catholic Pastoral Coordinator in the month of May to coordinate
calendar activities with the St. Michael master calendar.

Coordinate program events with chapel staff by completing and submitting facility
request forms to Catholic Chaplain, or his designee, for signature.

Coordinate with the Social Committee for receptions following Sacrament of
Reconciliation, First Communion, and Confirmation Celebrations.

Prepare appropriate training for catechists and aides within the Children’s Faith
Formation Program throughout the year, on and off-site.

Coordinate with the Protestant Religious Education Coordinator for preparatlon and

implementation of a Vacation Bible School (as applicable).

C. Budgeting, Ordering:

1.

Work within the Faith Formation budget to order necessary books and supplies for
catechists and program participants in a timely manner to include ordering curriculum
for the upcoming year’s programs in the month of May.

Complete and submit Funds Request forms to the Catholic Chaplain, or his designee,
for approval before submitting to the Account Manager.

Prepare budget for up-coming year to present to the budget committee as budget is
prepared for a new fiscal year in the month of May.

Maintain inventory of materials on-hand to make accurate requests for additional
materials each year.

Secure facilities and leaders for off-site retreats and outings/events using budget line
items and fund requests in a timely manner.



D. Care of Volunteer Catechists:

1

Recruit volunteer catechists, facilitators, and aides as needed for implementation of
overall Children’s Faith Formation program.

Conduct orientation and training workshops for all volunteers and program
participants and families at the beginning of each new catechetical year.

Make available to catechists and all volunteers training for certification as catechists
through AMS.

Encourage advanced catechetical development for catechists, volunteers, and
interested participants to continue to develop their personal faith and abilities to
facilitate, guide and lead others on their faith journeys by attending workshops and
adult formation opportunities here at St. Michael and within the Diocese of
Sacramento.

E. Program Operation:

1.

Implement program for Toddler Formation, Children’s Liturgy, kindergarten through
7" grade, Confirmation Preparation for Youth; Youth Group Program; Sacramental
Preparation for Reconciliation and First Communion, Rite of Christian Initiation of
Children and Confirmation to include a Confirmation Retreat.

Prepare publicity needed for the program including, but not limited to: bulletin/pulpit
announcements, worship aids, program calendars, flyers, permission slips, etc.

3. Maintain accurate records of registration and attendance of all children’s faith
formation programs and submit numbers to a designated staff member on a monthly
basis.

4. Provide First Communion, Confirmation and RCIC sacramental record information to
Catholic Pastoral Coordinator for submittal to AMS as necessary.

5. Ensure updated registration information is available to the Chapel staff on the shared
drive.

F. Meetings:
1. Attend Chapel staff meetings, Senior Faith meetings, and off-sites.

2. Attend Parish Advisory Council meetings.

3. Attendance of quarterly Diocese of Sacramento cluster meetings is encouraged.



G. Other Responsibilities:

1. Must be certified by the AMS within 90 days of beginning duties as the Catholic
Children’s Faith Formation Coordinator. Failure to do so will render this contract null
and void.

2. Must attend on-going catechetical workshops and training to support and encourage
the ability to remain current in the field of faith formation.

3. Must provide qualified substitute to fulfill all responsibilities in contractor’s absence.

4. Must follow all DoD, USAF, and local regulations and policy, to include compliance
with facility and information security requirements.

5. The contractor must submit and favorably pass the background check application
according to Department of Defense Instruction (DoDI 1402.5), Criminal History
Background Checks. Give this form to the Background Checks Security Manager for
submittal.

5. Working Hours and Extended Period of Absence: The Children’s Faith Formation
Coordinator is responsible for a minimum of 15 hours per week in the office with a maximum of
20 hours as agreed upon by Catholic Chaplain. Pre-determined and publicized office hours must
be maintained on a weekly basis; changes to office hours must be approved by the Catholic
Chaplain. The Children’s Faith Formation Coordinator position is paid for the months of
October through May, August through September; i.e. the months of June and July require no
services nor are paid. The contractor is required to give the Appropriated Fund Approving
Official a two-week notice of any extended period of absence. Extended period of absence is
defined as an absence for more than three days. The contractor will provide a substitute to
perform services in their absence. This substitute must be of equal or greater capability than
contractor and approved by the approving official. Substitute must also have a previously
completed background check. Contractor will develop a documented method of reimbursement
for any substitutes.

6. The Appropriated Fund Approving Official. The Approving Official will monitor and
inspect the contractor's performance. The contractor will be notified in writing of all
noncompliance work, and given an opportunity to correct nonconforming work. The contractor
will be given an opportunity to respond in writing to any notice of noncompliance.

7. The Wing Chaplain.
A. Reviews the contract annually to consider exercise of option.

B. Provides CTOF for at least one training event that relates specifically to RE, when
funding is available and cannot be provided by appropriated funds.



C. Ensures that the unit rate of payment for the services described in this SOW is in 12
monthly installments

D. Provides office space with desk, chair, computer, printer, phone, expendable office
supplies and other items deemed necessary to perform services described in this SOW.

8. Exercise of Option. The Fund may extend this contract for an additional 12 months by issuing
written notice to the contractor within 30 days of contract expiration. The preliminary notice
does not commit the Fund to an extension. If the Fund exercises the option, the extended contract
is considered to include this option provision and at the applicable prices set forth in the bid
schedule. The base legal office must review option exercises prior to award.

9. Contract Termination. This Contract may be terminated by the Contractor or Fund upon 30
calendar days notice in writing, or either party at any time for default of the other party in any of
the conditions or provisions herein contained. Any notice required to be given by either party
under any provisions of this Contract is sufficient for all purposes when sent in writing by the
United States Postal Service registered mail, postage thereon prepaid, addressed to the other
party at the place of business designated herein. Upon notice given, a detailed report of all
current projects and their status will be given to the Catholic Chaplain along with any
suggestions or information necessary for the next coordinator.

10. Dispute Clause. Any grievance by the Contractor should be resolved at the lowest level. The
chain of command is as follows: Appropriated Fund Approving Official then the Wing Chaplain.
If this does not resolve the conflict, the contractor will follow guidance in Paragraph 2, General
Provisions Memorandum.



