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4960TH MULTI-FUNCTIONAL TRAINING BRIGADE

This guide contains the established policies, procedures, and responsibilities  

for administering and conducting courses.

While primary audience for this document is the course instructor, all unit members must be familiar with

the information in this guide.

Revised 10 March 2010
4960th MFTB

To the Soldiers of this Brigade
“TRAIN TO LEAD”

Soldiers First

10 March 2010
1.   The purpose of this Standing Operating Procedures (SOP) is to provide information,

guidance, policies, and to further outline the standards expected to staff, instructors, and students of all courses conducted by this Brigade. 
2.   This SOP applies to this Brigade’s staff, instructors, and students involved in all courses. This SOP establishes the minimum requirements for the implementation of administrative actions, the responsibilities/conduct of staff, instructors, and students.

Furthermore, this SOP is established to reinforce how this Brigade expects its’ training to be conducted in order to successfully train quality Soldiers and NCOs.

3.   The Brigade will provide quality instruction, by certified instructors, with the available materials, equipment, and facilities. All training will be conducive to learning and support the highest standards of military life.

4.   The Brigade, will develop Soldiers by accomplishing Brigade standards.

5.   Our role cannot be overstated. I expect each of you to embrace this challenge, as we continue to train. Train to Lead!








COLBERT K. H. LOW

COL, IN, USAR

Commanding

TABLE OF CONTENTS

[image: image1]
SECTION:  

ITEM: 






         TAB:

 
A 
Administration ......................................................................................
1
 
B 
Physical Fitness and Weight Control.................................................
2
 
C 
Student “in” and “out” Processing..................................................... 
3
 
D 
No Shows, Denied Enrollment/Disenrollment & Appeals ...........
4
 
E 
Physical Training ..................................................................................
5
 
F 
NCO Role Modeling..............................................................................
6
 
G 
Training Schedules and Risk Assessments........................................
7
 
H 
Student and Instructor Records.............................................................. 8
 
I 
Visitors Folder .......................................................................................
9
 
J 
Instructor Certification...........................................................................
10
 
K 
Instructor Evaluation Program............................................................... 
11
 
L 
Counseling .............................................................................................
12
 
M 
Test Control and Records Policy ........................................................... 13
 
N 
Remedial Training .................................................................................
14
 
O 
Resourcing Training...............................................................................
15
 
P 
Logistics.................................................................................................
16
 
Q 
EO/Sexual Harassment/Affirmative Action ......................................
17
 
R 
Safety .....................................................................................................
18
 
S 
Student Feedback...................................................................................
19
 
T 
End of Course Requirements ..............................................................
20
 
U 
APPENDICIES......................................................................................
21

SECTION A: ADMINISTRATION

1.  Purpose. To establish policies to ensure administrative procedures are accomplished IAW TRADOC Regulation 350-18 and other applicable regulations.

2.  Responsibilities. The Operations Section is responsible for support of the Brigade.

3.  Orders.


a.  Student:



(1)  Brigade is not responsible for student orders or pay. Students’ orders are requested from and controlled by their unit of assignment. Students are required to report for institutional training with proper orders or command letter directing student to attend course. A copy of pay status form (i.e. RST or DA Form 1380) will show student authorized to attend course.



(2)  One (1) copy of the student's orders/or ATRRS copy will be placed in the student records.



(3)  Certification and verification of performance of duty for students is the responsibility of this unit.


b. Staff and additional support:



(1) Unit Commander will ensure Soldiers receive their orders a minimum of 30 days prior to course start date.



(2) Personnel will report with the appropriate pay status document(s) at the stated report time.

4.  Student Guides. The course manager and instructors will make any necessary changes to the student guides as erratas are received. Every student will be issued a student guide upon completion of inprocessing.

5.  Student Orientation. IAW TR 350-18 para 3-23, students may obtain their welcome/acceptance packet by downloading it from the following ATRRS homepage: https://www.atrrs.army.mil/atrrscc/ through their Training NCO.  The relevant student information will be mailed to the student’s unit with copy furnished to the student no later than (NLT) 45 days prior to course start date. Additional copies will be available for students who did not receive their orientation information. See Section U for Sample Welcome Letter. Orientation information will include:


a. Course scope and prerequisites.


b. Reporting date/time/place/uniform.


c. Billeting, mess, financial and support information.


d. Clothing, equipment, documents, other items required for course attendance and a listing of prohibited items.


e. Student’s personal computers will be prohibited in classrooms.

6.  ATRRS Class Rosters.

a. ATRRS class rosters with less than the minimum required number of students may be cancelled by 104th DIV(IT) DCSOPS 30 days prior to start date.


b.  ATRRS R1 screen will be requested 90 days prior to course.


c.  ATRRS R1 screen will be requested by 60 days prior to the course.


d.  ATRRS R2 screen of student addresses will be requested by 45 days prior to course.


e.  ATRRS R2 screen dated 29 days prior to the course will be requested.


f.  Each course should in-process with a current (within 3 days of in-processing) ATRRS roster.


g.  Each course in session will maintain a current class roster at all times. Within 24 hours of in processing students, the course manager will submit their sign-in list to the Brigade S-3 representative, and request an updated roster showing “I” code for each student in-processed. Within 24 hours of course graduation, the course manager will submit a list of graduates to the Brigade S-3 representative, and request a roster showing “G” code for each student who completes the course. If a student is dropped from the course for any reason, the course manager must notify the Brigade S-3 representative within 24 hours, and request an updated ATRRS roster.


h. ATRRS class rosters are protected IAW the Privacy Act requirements, therefore they should not be emailed.

7.  Institutional Attendance Register.


a. The Institutional Attendance Register is TRADOC Form 270-R. See Section U.


b. ADT Courses: The ATRRS roster will be used in lieu of TRADOC Form 270-R. Instructors must ensure that every student is accounted for at all times. Students will sign in at the beginning of training and sign out at graduation or dismissal on TRADOC Form 270-R.


c.  IDT Courses: Students that are present for class will sign in and out on TRADOC Form 270-R.


(1) At the end of each IDT duty day, the Senior Instructor of each course will sign the register, certifying that the information is correct.


(2) Instructors will remove the register from its sign-in location at the start of class and secure it. The register will not be placed in the sign-out location until the last 15 minutes of the class. Instructors will verify that students sign-in and sign-out.


(3) TRADOC Form 270-R will be reproduced to be distributed as follows:


(a) Original in Visitors Book during course.


(b) Original is moved to Class Packet upon course completion.


(c) Copy to be sent to individual’s unit of assignment.

8.  Line of Duty Investigations (LOD)


a. The Brigade S-1 Section will conduct all LOD investigations.



(1) A DA Form 2173, Statement of Medical Exam and Duty Status, must be initiated by each instructor immediately after any Soldier is injured during duty which requires medical care, civilian medical facility use, and/or civilian ambulance use.



(2) Instructors are required to complete blocks 1 through 5 of DA Form 2173 and ensure Section 1, blocks 6 - 18, are completed by the attending physician or hospital patient administrator.


b. The Brigade S-1 Section will administer LOD incurred by students and staff. For students in a TDY and Return status, Brigade S-1 will submit the original copy of the LOD to DCSPER. Copies with a cover letter will be sent through channels to the Soldier’s unit for continued administration of incapacitation pay, if applicable.


c. Injuries or illnesses will be brought to the attention of the Brigade S-1.

9.  Certificates/Diplomas: Certificates/Diplomas will be presented IAW the course POI to the students who have successfully fulfilled the requirements of the course at the time of graduation. Certificates / diplomas will include the student's full name, rank, complete course title/course identification number, course or phase, and beginning/completion dates of the course. Certificate will be signed by the Brigade Commander.

10.  DA Form 1059, Service School Academic Evaluation Report:

a. DA Form 1059 will be prepared for students who sign-in at the start of the course. This includes students who drop or are removed from the course. The S-1 will draft the DA Form 1059 shell and submit it to the Course Manager for student review. Instructors will submit bullets to Course Manager NLT 3 days prior to end of course. Final bullets may be submitted until the day before graduation. Brigade S-1 will prepare final DA Form 1059 for instructor signature as ‘preparing officer’ and commander’s signature.


b. Senior Course Manager may sign for commander if the commander is unavailable.


c. Course Manager is responsible for distribution of DA Forms 1059 as follows:
1-Original to AHRC or NGB, as appropriate

1-Soldier’s Unit

1-Student File

1-Soldier

d. The original DA Form 5286-R will be signed by instructor and attached to Original DA Form 1059 before distribution. A copy will be provided to student and a copy retained in student file at the Brigade.

11. Course Administrative Records. The Course Leader will ensure that the following

information is part of the Course Administrative Records [Class Packet] for the course and will be maintained as required by the proponent school:

(1) All applicable ATRRS Rosters (i.e. “I” and “G” codes)
(2) Institutional Attendance Register (TRADOC Form 270-R)

(3) Copy of After Action Reviews (AAR)

(4) Course Requirements Roster (i.e.; height/weight/body fat/APFT)

(5) Referred DA Form 1059 documentation

(6) Training Schedule with changes and Basic Risk Assessment Worksheets

(7) Waivers

(8) FORSCOM Form 156-R or applicable memorandum

(9) Copy of all course related correspondence to and from proponent school

(10) Weigh-in rosters and, if applicable, DA Forms 5500R/5501R.

(11) Receipt for borrowed materials.

(12) Student progress worksheet, with test scores.

12. Student Mail. Personal mail will be handled IAW standards set in Welcome Letter.

13. Emergency Contact. Staff Duty Officer will receive any emergency calls. SDO telephone

number will be provided to students in the Welcome Letter and during initial counseling.

14. Sick Call.

a. Soldier must obtain an SF Form 600 (Sick Slip) from the senior instructor and report to

the nearest Army medical facility that accepts sick call during designated hours.


b. The uniform for sick call will be the duty uniform.


c. Students receiving quarters status, due to illness, will remain in their assigned billeting

area. The period of quarters status and the amount of training missed will determine if the

student will be released administratively. Every student file will have the student’s contact

number, next of kin, and unit information.


d. Emergencies will be handled promptly. The Brigade Staff representative will be

notified immediately of the emergency.


e. Once the student returns from sick call, the Sick Call Slip will be added to the student

file.

15. Instructor Welcome Packets. A letter and instruction sheet will be forwarded to guest instructors NLT 120 days prior to course date or immediately upon being named, if less than 120 days. Sample of Instructor Welcome Letter is located in Section U.
SECTION B: PHYSICAL FITNESS AND WEIGHT CONTROL

1.  Student’s Physical Fitness and Weight Control: Soldiers attending professional development courses (ALC, SLC) must meet body composition standards and physical fitness standards IAW TRADOC 351-10.

2.  Soldiers attending MOS reclassification courses must meet the body composition standards of AR 600-9. The APFT is not a requirement to attend or graduate from MOS reclassification courses. DA Form 705 is not required. The Brigade will verify the student’s height and weight upon arrival to insure compliance with AR 600-9. As of TY 2007, if students are not in compliance with AR 600-9, the students will be retained in the MOSQ Courses, but receive a “Marginal Achieving Course Standards” on the DA Form 1059.

3. Staff and faculty will be in compliance with AR 600-9 at all times. If a faculty/staff member appears to be overweight, he or she will be weighed at the commander’s discretion. Any Soldier not in compliance with AR 600-9 will be removed from instructor duties and appropriate actions will be taken.

4. Physical Training will be conducted, both during IDT and ADT, to assist students and staff in maintaining physical conditioning required of all Soldiers.
5.  Soldiers over 40, attending NCOES courses must bring in in-processing the over 40 Physical with a cardiovascular evaluation.  These documents must be presented within 2 hours on in-processing.
SECTION C: STUDENT IN AND OUT PROCESSING
1.  Purpose. To provide direction and guidance for student in- and out-processing.

2.  Responsibilities. The Training Brigade, and the Operations Section, will be responsible for proper student in and out processing procedures.

3.  In-Processing Procedures.


a.  Students will report to the Brigade IAW the instructions listed on the course website and/or the welcome letter sent to each student.


b.  The Course Leader will assign an NCOIC to hold a student accountability formation. The NCOIC of the formation will march the students to the in-processing stations.


c.  The in-processing stations will be set-up as follows:
Station #1 – Student folders

Station #2 – Sign-In/Weigh-In/ID Card & Tags

Station #2a – Tape

Station #3 – Pre-Execution Checklist/Verify orders/miscellaneous paperwork


(1) Station #1: Student folders will be handed out and essential information completed. The following forms will be filled out and completed prior to moving to Station #2:



(a) In-processing sheet.



(b) Emergency Contact sheet.



(c) Counseling forms (Initial/Mid Course/End of Course).



(d) Miscellaneous documents pertaining to the conduct of the course.


(2) Station #2: Students will present their ID card/tags.


(a) Personnel will verify the date of birth of the student for the weigh-in. The student’s ETS will be verified to ensure that at least one year of enlistment is remaining from the graduation date.


(b) Students will be weighed and measured for their height IAW AR 600-9. Personnel will verify that the Soldier is in compliance with AR 600-9. If the Soldier fails to meet the height/weight standard, the student will be sent to Station #2a for taping. A Master Fitness Trainer (MFT) will complete body fat computation, if possible. Otherwise, Battalion S-1 will provide personnel to complete the calculations. If a Soldier fails to meet the tape, the Soldier will report to the Course Leader for formal counseling.  Students who are attending Reclassification course have until the last day of class to meet the standards of AR 600-9.  Students who fail to meet standards of AR 600-9 can receive the highest rating of “MARGINALLY ACHIEVED STANDARDS” on the DA Form 1059. Student will not be returned to their home station because they exceed Body Fat Standards.

(3) Station #3: Students will present the following items: Appendix H (TRADOC Reg 350-18, Pre-Execution Checklist); permanent profile documentation (DA Form 3349), if applicable; Copy of prepared orders, if applicable; DA Form 1059 from previous phases, if applicable.

4. Out-Processing Procedures.


a. Students will return all sensitive items signed for IAW AR 710-2.


b. Students housed in billeting or commercial hotels will provide documentation showing they have paid their room charges. Students who fail to provide a paid receipt will not be out-processed. Upon verification, students will be given a signed copy of their DA Form 1059 and DA Form 5286-R.


c. Students who depart prior to the last day of class will receive their DA Form 1059 and DA Form 5286-R by mail, sent to their unit address.


d. All issued items must be returned (i.e. reflective belts).


e. At the completion of ADT classes, students will sign-out on TRADOC Form 270-R and prepare for graduation.

SECTION D: DENIED ENROLLMENT/DISMISSAL PROCEDURES
1.  Purpose. To define procedures for denied enrollment and dismissal of Soldiers.

2.  Denied Enrollment (No AER - DA Form 1059) is generated:


a. Soldiers may be denied enrollment for the following reasons (No appeals are authorized for

students denied enrollment):



(1) Failing to meet height and weight standards (IAW AR 600-9 Section III, page 20, TR

350-18, paragraph 3-24 and AR 350-1, paragraph 3-9 through 3-10). (Suspended until further notice)


(2) Failing to meet course prerequisites (IAW TRADOC Reg 350-10, paragraph 2-3 
and 2-7a).



(3) Failing to provide a completed Pre-Execution Checklist and other non-routine

documents (IAW TRADOC Reg 350-18, paragraph 3-25) within 72 hours of arrival. (ADT = 3 days/ IDT = 3rd Drill Day). 


(4) Permanent/temporary profile that prevents full participation in the course (IAW TRADOC Reg 350-10, paragraph 2-6d).


b. School commander will provide written notice (memorandum) to the first general officer in the Soldier’s chain of command, company commander and to the order issuing authority (if applicable) for Soldiers who are denied enrollment. All memorandums for denied students are maintained at the school (ATRRS code) location for a period of 24 months.


c. School commander will report all Active Army, except JAGC and AMEDD, enrollment denials and removal actions electronically to Commander, PERSCOM, ATTN: TAPC-(appropriate career branch). Enrollment denials for JAGC and AMEDD courses will be reported to TJAG and TSG, respectively. Provide the following information for all denials: name, grade, social security number, date of denial or removal and a brief synopsis of the reason for denial or removal.


d. The school will make an appropriate ATRRS entry for all students denied enrollment

from courses within three duty days of the date the denial is approved.

3. Student Dismissal/Withdrawal (Student Chooses NOT to Appeal)

a. Soldiers may be removed or released from a course by the Commander before course

completion for the following reasons (IAW AR 350-1, para 3-18):



(1) Disciplinary reasons (3-18b(1)).



(2) Lack of motivation (3-18b(2)).


(3) Academic deficiency (3-18b(3)).


(4) APFT failure (3-18b(4)).



(a) Soldiers disenrolled from WLC for failure to meet APFT standards may not reenter the course for a period of six months from the date of the dismissal (3-18f(3)).




(b) Soldiers disenrolled from ALC for other than compassionate or medical reasons may be reconsidered for course attendance once they reappear before the local promotion board (3-18f(4)).




(c) Soldiers disenrolled from SLC for other than compassionate or medical reasons may be reconsidered for attendance by the HQDA selection board (3-18f(4)) or subsequent promotion selection board (3-18f(7)).



(5) Illness or injury (3-18b(6) and 3-18f(2)).


(6) Compassionate reasons (3-18b(6) and 3-18f(2)).


b. Process for dismissal, due to lack of motivation, disciplinary, or academic reason

 (AR 350-1, para 3-18d):



(1) Students being considered for dismissal must be counseled by the chain of command (usually the assigned trainer or small group leader, the course manager, and the Brigade Commander) prior to dismissal. Counseling sessions will be documented and signed by all counselors and acknowledged by the student.  All counseling forms will be maintained with the student’s records.  Additionally, the school Commander will notify the commander of the student’s parent unit, when possible.


(2) The training supervisor (i.e. SGL/SSGL) will (AR 350-1, para 3-18e(1)):



(a) Notify the Soldier in writing of the proposed action, the basis for the action, the consequences of disenrollment, and the right to appeal.




(b) Advise the student that any appeal must be submitted within 7 duty days after the receipt of the written notification.



(3) The student will (AR 350-1, para 3-18e(2)):



(a) Acknowledge by endorsement within 2 duty days of receipt of written notification of dismissal action.



(b) Endorsement must indicate the intent with regard to an appeal.


c. School commander will provide written notice to the first general officer in the Soldier’s chain of command, company commander and to the order issuing authority (if applicable) for Soldiers who are released from the course for any reason (compassionate, illness/injury, unit recall) or failure to meet course standards academically, physically or misconduct.


d. The school will make an appropriate ATRRS entry on all students dismissed from

courses within three duty days of the day the dismissal is approved. Item 13, DA Form 1059 will

be left blank for medical, compassionate, retirement or resignation from service. (AR 623-1, para

1-13b)

4.  Student Dismissals (With Appeal)

a. If a student is considered for disenrollment for motivational, disciplinary or academic

reasons, and the reasons are adequately documented to sustain elimination actions, the following

procedures apply. Soldiers who have elected to appeal will remain actively involved in the

course pending disposition of their appeals (AR 350-1, para 3-18e(2)(b)). However, as an

exception to this policy, commanders may release any disruptive Soldier affecting normal day-to-day operations of the course. Individuals eliminated for disciplinary reasons, lack of motivation, or failure to master tasks at sufficient speed to meet course training objectives will have the issue recorded on their DA Form 1059.



(1) The chain of command (commander and SGL) will counsel the student prior to

dismissal. Counseling sessions will be documented and signed by all counselors and

acknowledged by the student. All counseling forms will be maintained in the student’s record

and the parent organization will be notified (AR 350-1, para 3-18(d)).



(2) The training supervisor will (AR 350-1, para 3-18e(1)):

(a) Notify the Soldier in writing of the proposed action, the basis for the action,

the consequences of disenrollment, and the right to appeal.


(b) Advise the student that any appeal must be submitted within 7 duty days

after the receipt of the written notification.



(3) The student will (AR 350-1, para 3-18e(2)):


(a) Acknowledge by endorsement within 2 duty days of receipt of written

notification of dismissal action.


(b) Endorsement must indicate the intent with regard to an appeal.



(4) The commander will (AR 350-1, para 3-18e(2)(a)):



(a) Refer the proposed action and the appeal to SJA to determine legal sufficiency. In cases where a JA is not available, the commander will forward appeals to the commander who has General Court Martial Convening Authority for review and final decision.


(b) Commander will make the final decision on dismissals after considering the

supporting SJA recommendation.

5. Disposition of DA Form 1059.  See (AR 623-1, para 2-2 thru 2-7) and http://www.hrc.army.mil 
6. Records

a. Commander will maintain student academic records per AR 25-400 2 (File Number: 350-1s, leaders’ course evaluations).


b. All non graduated student records are maintained at the school code location for a period of 24 months after course/phase completion. See USASMA Job Aid-008 for student record required documentation.


c. Test answer sheet of non-graduates and early releases will be retained, secured and kept on inventory separately from the graduate student attendance records at the school code locations Test Control Room for 24 months before destruction.


d. All memorandums of denied students are maintained at the school code location for a

period of 24 months.

7. Preparation of DA Form 1059

a. Academic Evaluation Report DA 1059:



(1) Students completing leader training, education, and development courses will be

evaluated in accordance with AR 623-1 and AR 350-1, para 3-17(1)(2), using the appropriate

AER form for service school, (DA Form 1059 (Service School Academic Evaluation Report)).



(2) Comments on DA Form 1059s will match those found on the Soldier’s developmental

counseling form.



(3) Item 13, DA Form 1059 will not be left blank for medical, compassionate, retirement

or resignation from service. (AR 623-1, para 1-13(b))



(4) In block 16 for Reserve Component students:




(a) For Army National Guard student type the mailing address for the State

Adjunct General.




(b) For USAR students type the Evaluations Branch address: Cdr, HRC-STL,

ATTN: AHRC-PAV-EE, 1 Reserve Way, St. Louis, MO 63132-5200.




(c) The student’s ARNG or USAR unit or USAR control group of assignment

orders as shown on the attachment orders or enrollment application.


b. Referred reports (AR 623-1, para 1-13):


(1) The reviewing official must refer reports to the student for acknowledgement and

comment which contain marginally or failed to achieve course standards in block 13, any

unsatisfactory ratings in block 14, a “NO” response in block 15, or any report with the entry of

“FAIL” for the APFT. Comments regarding these ratings must be addressed in block 16, whether

the deficiency reflects on character, behavior or lack of aptitude in certain areas.



(2) The reviewing official may also refer a report containing comments that are so

derogatory that the report may have an adverse impact on the student’s career.



(3) Memorandum for acknowledgement and comment. The student will acknowledge

receipt of the referred report and may enclose a comment or statement. The student’s statement

must be factual. Comments or statements by the student do not constitute an appeal.



(4) The referral memorandum and acknowledgement are forwarded with the report.



(5) If the student has departed, forward a copy by certified return mail directly to the

student marked “Personal in Nature” or send a copy to the student’s commander for

acknowledgement and comment. If the student fails to acknowledge receipt in the time period

specified (reasonable and posted in school SOP), the return receipt will constitute

acknowledgement.

8. References

a. AR 40-501, Standards of Medical Fitness, 19 February 2004.

b. AR 350-1, Army Training and Education, 3 August 2007.


c. AR 600-9, The Army Weight Control Program, 10 June 1987.


d. AR 623-1, Academic Evaluation Reporting System, 31 March 1992.

e. TRADOC Reg 350-10, Institutional Leader Training and Education, 12 August 2002.


f. TRADOC Reg 350-18, Total Army Schools System (TASS), 26 March 2000.

STUDENT DISMISSAL QUICK REFERENCE
	Student Dismissal (No Appeal)
	Student Dismissal (with Appeal)

	1. Determine reason for release. (para 3a)

2. Student Counseled by chain of command

    on DA Form 4856. (STL-CMDT) (para 3b(1))

3. Required Memorandums: (para 3b)

   a. Initial Notification to Student with right to appeal

   b. Student has to decide within 2 days if they will appeal.

   c. Student acknowledges elimination notification and

right to appeal.


4. Student does not appeal


5. Prepare memorandum to 1st General Officer in the


student's Chain of Command, Commander, and Order

Issuing Authority (if applicable). (para 3c).  

6. Prepare DA Form 1059 and referred AER

memorandum. (para 7)

7. Have student acknowledge receipt of referred AER

memorandum (para 7b(3))

8. Properly code ATRRS. (para 3d)

9. Maintain student record for 24 months (see JOB AID-

008). (para 6b)

10. Maintain failed test answer sheets in testing facility for 24 months. Ensure the packets are properly marked

and logged on the inventory control sheet. (para 6c)

11. Referred Reports (DA 1059) not required for medical,

compassionate, retirement or resignation from service.

(para 3d)


	1. Determine reason for release. (para 3a)

2. Student counseled by chain of command on DA Form 4856. (SGL-CMDT) (para 3b(1))

3. Required Memorandums: (para 4a)
   a. Initial Notification to Student with right to appeal

   b. Student has to decide within 2 days if they will appeal.

   c. Student acknowledges elimination notification and

right to appeal.






4. If student elects to appeal, forward the appeal to the Commander.

5. CDR will forward appeal to JAG for  review and legal sufficiency. (para 4a(4)(a))

6.  CDR makes final decision (para 4a(4)(b))

7.  Student remains in course until decision is made (unless disruptive). (para 4a)
8. If appeal is granted:

    a. Student remains in course and continues training.

    b. Counsel Student (para 3b(1))

9. If Student's appeal is denied:

    a. Prepare memorandum to 1st General Officer in the

student Chain of Command, Commander, and Order of

Issuing Authority (if applicable. (para 3c)

    b. Prepare DA Form 1059 and referred AER memorandum. (para7)

c. Have student acknowledge receipt of referred AER memorandum. (para 7b(3))

10. Properly code in ATRRS. (para 3d)

11. Maintain student record for 24 months (see JOB AID-

008). (para 6b)

12. Maintain failed test answer sheets in test control

facility for 24 months. Ensure the packets are properly
marked and logged on the inventory control sheets.

(para 6c)

13. Referred Reports (DA1059) not required for medical,

compassionate, retirement or resignation from service.

(para 3d)




(See Student Denied/Dismissal Procedures for paragraph references)
SECTION E: PHYSICAL TRAINING

1. Purpose. To establish policies and criteria, assign responsibilities, and prescribe procedures for conducting physical training during courses.

2. Responsibilities.


a. Senior Course Manager will be responsible for:



(1) Ensuring that instructor/staff conduct physical training (PT) during non-POI time for courses as required/advised by the proponent schools. Ensure that NCOIC for PT is in the same uniform as students.



(2) Ensuring that reflective belts are worn during PT sessions. That students in need of a

reflective belt are issued one upon their arrival. (Turn in is require for out-processing.)



(3) Ensuring that medical support procedures are available in the event of an injury during PT sessions.


b. For NCOES courses, instructors will appoint a student to conduct PT. The instructor will evaluate the student and enter appropriate comments on the student’s DA Form 1059.

SECTION F: TASS TRAINING BRIGADE PERSONNEL AS EFFECTIVE ROLE MODELS
1.  Purpose. To ensure Training Brigade personnel conduct themselves in a professional military manner and serve as role models for students attending the courses at the TASS Training Battalion.

2.  Responsibilities.


a. Brigade personnel are mentors and counselors. They guide the students in the correct behavior and attitude for a professional Soldier. In addition, special attention is given to the student’s academic progress and the assistance from the instructional staff to the student.


b. Brigade personnel will use positive approaches for student learning, character building, and professionalism.

3.  Safety Considerations. Brigade personnel are required at all times to be knowledgeable of safety standards and adhere to these standards.

4.  Special Consideration. Brigade personnel set the standards for military professionalism. As role models for students, Brigade personnel should be above reproach in military bearing, courtesy, and commitment. Guidelines are listed below:


a. Strict adherence to and exceeding the standards of AR 670-1.


b. Behavior must be above reproach.



(1) No offensive language.



(2) No insults.



(3) No touching.



(4) Nothing that would remotely suggest sexual harassment.



(5) No fraternizing with students under any circumstances.



(6) No drinking with students after duty hours.



(7) No drinking during duty hours.



(8) No monetary transaction with students or any other type of transaction of a compromising nature.



(9) No staff member should be alone with a student of the opposite gender.


c. Maintain standards using appropriate on-the-spot corrections.


d. Military courtesies.


e. Notify supervisor immediately if absence from duty is inevitable.


f. If you don’t know something - ASK!


g. Instructors’ uniform must look professional.


h. Personal electronic equipment (i.e. cellular phones, pagers) should be turned off or on silent mode while in uniform. No class should be interrupted for personal reasons.

SECTION G: PREPARATION OF TRAINING SCHEDULES/RISK ASSESSMENTS
1.  Purpose. To establish the procedures and responsibilities for the preparation of the Brigade training schedules. Training schedules will provide students with accurate and timely information and AR 25-40-

2.  Responsibilities.


a. The Course Manager will publish the training schedule NLT 120 days prior to the activity with copies furnished to the battalion S-3 and Title XI.


b. Training schedules will be forwarded to the 9th RSC G-3, 4960th MFTB S-3 and remote teaching locations NLT 90 days prior to course start date.


c. The course schedule will be prepared IAW the sequence as outlined in the POI. The cover page will have the signature of the Brigade Commander, S-3 and the Course Manager.

3. Situations/circumstances may require changes to the training schedule. Changes require approval from the Brigade Commander.


a. If immediate changes are required, course manager should take necessary action and notify senior Brigade staff member on duty for further notification to HQ.


b. Changes that can be foreseen should be addressed by the course manager to the senior battalion staff member on duty for approval.


c. Approved changes will be reflected, in writing on the training schedule, to the Brigade
Operations Section, in amendment format.

4. Risk Assessment manages risk in the planning stage.


a. Assess risks and determine risk implications using the Basic Risk Assessment Worksheets from 9th RSC Regulation 350-4.


b. Instructors are generally required, by the proponent school, to conduct a risk hazard analysis for each course they instruct. Instructors must review daily Risk Management Worksheet at the beginning of each duty day and evaluate any necessary changes.


c. Course Manager/Instructors are responsible for risk assessment worksheets. The risk assessment should take into account, as a minimum, the factors listed below:



(1) Soldiers' endurance; i.e., length/quality of rest, length of mission.



(2) Complexity of mission; i.e., night service vs. training mission, admin, VIP or tactical.



(3) Weather, i.e., visibility, illumination and road conditions.


d. The following are sample hazards and control measures:

Hazards

Inherent dangers of equipment 


Availability of protective equipment

Operational conditions 



Terrain assessment

Personnel/organization proficiency 


Complexity of mission

Weather 





Hazardous materials

Condition of personnel 



Food and water source

Adequacy of site 




Level of planning

Soldier experience 




Non-standard weapons

Traffic density 




Language barriers

Weapons/munitions 




Operational hazards

Ammunition handling/accountability 

Sanitation

Movement techniques 



Medical services

Environmental concerns 



Complexity of movement

Disease 





Soldier condition

Supervision 





Accident frequency

Leadership experience 



Food and water source

Control Measures

MOS Training 




Use protective equipment

Rehearsals 





Use rest plans

Safety briefing 




Increase preparation time

Incorporate safety in METL standards 

Simple plan

Where to load weapons 



Use observer/controllers

Review training principles 



Driver training briefings

Set speed limits 




Address seasonal hazards

Consider vehicle hazards 



Train to standards

Disseminate known hazards 



Access risk when planning

Commo checks 




Use buddy system

Complete and concise order 



Situational awareness

Use validated SOPs 




Recognize training stress

Consider limited visibility 



Know your location

Know weapon and vehicle orientation

SECTION H: STUDENT AND INSTRUCTOR RECORDS

1.  Purpose. To establish student and instructor files IAW TRADOC Regulation 350-18 and

AR 25-400-2.

2.  Student Records.


a. Instructors will maintain a folder for each student enrolled in their course under ARIMS file letter “K”.


b. The Course Leaders will review/inspect the completed student records to ensure they contain the following minimum required documents:



(1) Enrollment application (AATAS or DA Form 4187 for IDT).



(2) The attachment orders, if prepared.



(3) A copy of the Pre-execution checklist with appropriate signatures.



(4) All student leadership evaluations, if applicable.



(5) All test scores.



(6) All counseling, to include initial, performance, leadership, end of course evaluations, and individual developmental action plans.



(7) Copy of course completion, DA Form 1059.



(8) Any other correspondence referencing the Soldier; i.e., drop packet.



(9) DA Form 705 (maintained for professional development courses and selected functional

courses).


(10) DA Form 3349 with MMRB results (if applicable).



(11) Other documentation as required by POI.


c. Completed student records will be submitted by Senior Course Manager to Brigade S-1 for

review and storage upon completion of course.


d. After the 12 months record retention period the DA Form 1059 will be removed from the student records and kept in a holding file for an additional 9 years. Supporting documentation is destroyed.


e. Disenrolled student records must be maintained for two years IAW AR 25-400-2 and TRADOC Regulation 350-10.
3. Instructor Records.


a. The S-3 (Training Section) will maintain instructor records on all assigned and guest instructors. Instructor records will be filed in MARKS file 351d and maintained IAW AR 25-400-
2. Each instructor folder will contain the following documents:



(1) Copy of instructor’s proponent certification.



(2) Instructor training certificate(s) (or DA Form(s) 1059) for ITC, SGI, VTTITC, as appropriate.



(3) Copy of certificates of any civilian training related to the course being taught.



(4) Documentary evidence of graduation from the course being taught.



(5) Documentary evidence of appropriate training/experience for the level of the course being taught.



(6) Valid DA Form 705.


(7) Documentary evidence of meeting the same MOS as the students in the course (as required).


(8) Copies of instructor internal evaluations from the previous 12 months.


(9) Appropriate operators permit.


(10) Other items as required by POI.


b. Each course manager working with the Title XI is responsible for ensuring that his/her instructors’ are certified.


c. The Brigade S-3 will maintain the master instructor qualification files.



(1) Instructors from other Brigade that are in support of the Brigade will report with a copy of their instructor folder.



(2) Each individual instructor will maintain a copy of their own instructor qualifications and keep the master file updated.


d. Instructors failing to provide the required documentation will not be permitted to instruct.


e. Instructors from other units must submit their certification packets 90 days prior to course start date. Borrowed instructors will be evaluated on a 50-minute block of instruction by the course manager and present current evaluations from their home unit. A copy of the evaluation report will be forwarded to Brigade S-3.

SECTION I: VISITOR’S FOLDER

1. The Course Manager will ensure visitor folders are available and maintained at each training site.

2. Classrooms will have a visitor folder on a table or desk at the rear of the classroom or field training area. This folder will include, as a minimum:


a. Visitor’s sign-in log.


b. Current class roster.


c. Brigade training attendance register (TRADOC Form 270-R).


d. The current training schedule with changes.


e. The course POI/CMP and current lesson plan.


f.  Instructor credentials, to include:



(1) Copy of the instructor’s proponent certification, or a copy of the memorandum to the

proponent requesting certification.



(2) Appropriate operator’s permit.


g. Critique sheets for class visitors.


h. Daily risk assessment worksheet.

SECTION J: INSTRUCTOR CERTIFICATION
1. Purpose. This SOP is created to comply with the requirements of the proponent school’s that have delegated their certification authority to the Brigade Commander. TRADOC Reg 350-18 and other applicable regulations mandate the instructor certification program.

2. Responsibilities.


a. Brigade Commander or SGM (or his designee) will notify all personnel of the date, time, and place in which the board will convene.


b. The Brigade SGM is the chair of the ICB and provides completed documentation to the

Brigade S-3 to be included in the instructor packets.


c. Senior Course Managers.


(1) ensure newly certified instructors are given an opportunity to shadow an experienced

instructor;



(2) Provide and ensure that the Subject Matter Expert (SME) holds required MOS;



(3) ensure each newly certified instructor has a mentor;



(4) ensure quality training and POI requirements are met.


d. The instructor to be certified is responsible for ensuring that the Visitor’s Table is

complete with references pertaining to the module; instructor credential book; bulletin board

with Brigade policies; training aids and training areas are coordinated with the Senior Course

Manager and meets all applicable instructor prerequisites (see Section Q for policy letters).

3. Board Members.


a. As a minimum will consist of a Sergeant Major, course manager, and a subject matter

expert (SME) for the course in which the instructor is being certified.


b. Each board member must be a graduate of ITC and SGI (If applicable to the course).

4. Instructors will receive quarterly evaluations by their rater, senior rater or a member of the Internal Self Evaluation (ISE) team. Instructors in a non-instructional quarter will present a 50-minute block of instruction to his/her rater or a member of the ISE team to remain proficient on instructing.
5. If an instructor incurs a negative evaluation, a chain of command conference will be held on the same day as the evaluation. The conference will include the instructor, and the Chief Instructor/Course Manager. The conference will include:


a. Positive aspects of evaluation.


b. Negative aspects of evaluation.


c. Actions, in writing, to correct negative aspects.


d. Date/time of follow-up evaluation.

6. The Brigade Commander will be notified of all adverse evaluation results. A follow-up evaluation conference will also be scheduled, and the following points will be covered:


a. Positive aspects of follow-up evaluation.


b. Document where corrections were made since the first conference.


c. Newly certified instructor will receive a GO/NO GO from evaluator on second follow-up

evaluation.

7. Certification of Attached Instructors. The Brigade Commmander may certify instructors who are attached to the 4960th Brigade for the purpose of conducting instruction in order to increase the number of available certified instructors.


a. This authorization applies only to attached Soldiers who possess all the required

qualifications and do not require a waiver.


b. Attached instructors will be expected to meet and abide by all requirements contained in

this policy, to include being approved by the ICB. Attached instructors will be evaluated IAW

the above standards and TRADOC 350-18 and 350-70, with exception of the quarterly

evaluation. Commanders will ensure that they are evaluated at least once during each training

period the instructor is attached to the battalion.


c. An instructor folder will be prepared for each attached instructor IAW TRADOC Reg

350-18, paragraph 4-6. Additional, commanders will send a separate memorandum identifying

all attached instructors to Commandant, USAMPS, ATTN: Brigade Division (ATSJ-MP-DACRC), Bldg. 312, 203 Illinois Avenue, Fort Leonard Wood, MO 65473-8936.

8. Instructors who have not taught a particular lesson in the past three (3) years must be recertified to teach that course by the ICB. The purpose of re-certification is to ensure that the

instructor still meets qualification standards, and can still teach IAW current POI.

9. Safety.


a. The board members will address all safety issues as per the certification checklist.


b. All board members will check the instructor’s risk management checklist.

10. Withdrawal of Instructor Certification. Instructor certifications are valid until the

Commander withdraws it. The following are cases or situations that could lead to the removal of

instructor certification. This list is not all-inclusive.


a. Instructor pending or convicted under UCMJ for



(1) Drugs or alcohol;



(2) Sexual misconduct/harassment; and



(3) Inappropriate conduct that causes embarrassment to the school and/or unit.


b. Instructor not having taught the course in three years.


c. Recommendation by course manager or SGM for the following reasons:



(1) Lack of preparation;



(2) Adverse attitude towards the students or fellow instructors/staff;



(3) Not being able to overcome adverse training observation results;



(4) Refusing to teach the course according to the POI;



(5) Not complying with the school’s SOP and applicable regulations.

12. Per the United States Army Engineer School (USAES), Fort Leonard Wood, Missouri’s

Instructor Certification Policy for TASS Engineer Brigades, potential instructors must adhere to

their policies of certification:

SECTION K: INTERNAL SELF-EVALUATION PROGRAM

1. Purpose. To establish policies and criteria, assign responsibilities, and prescribe procedures for conducting and processing classroom evaluations.

2. Composition. The Internal Self-Evaluation Team (ISE) consists of a Subject Matter Expert (SME) for each course, Senior Instructors, Training Administrators, Course Managers, and Staff Personnel. The team will meet at the beginning of each training year; at that time, the BDE CDR will ensure that a team member is identified to conduct classroom evaluations on every instructor.

3. Responsibilities.


a. The Brigade Headquarters element is responsible for:



(1) Developing and implementing a quality assurance program for the classroom

instruction/facilitation.



(2) Performing selective classroom evaluations.



(3) Advising the Brigade Commander on the effectiveness of classroom training.



(4) Maintaining records of instructor evaluations for a minimum of two years to include:



(a) Training Observation forms.



(b) Copies of Follow-up Evaluations, with applicable counselings that list corrective actions.



(c) A Record of the number of evaluations and counseling sessions done on each instructor.


b. Designated Evaluators will:



(1) Conduct site/training observation and instructor evaluations.



(2) Perform classroom evaluations.



(3) Advise Brigade Commanders on the effectiveness of classroom training.



(4) Ensure evaluation records are placed in proper files.

4.  Procedures.


a. Classroom instruction evaluation will be announced and/or unannounced.


b. Persons conducting instructor evaluations will arrive before class begins and will evaluate not less than a 50-minute block of instruction.


c. Drop-in evaluations during a block of instruction will be conducted on instructors during each course. Instructors who receive a negative comment on a drop-in evaluation will be reevaluated.

d. Formal evaluations will be conducted on 100% of the instructors present during the course.


e. Evaluators will not interrupt the class instruction for any reason. Exceptions will be made for unsafe conditions of equipment and/or classroom.


f. Instructor evaluations forms will be used to evaluate a 50-minute block of instruction.

5. Distribution of Evaluation Forms:


a. At the completion of a drop-in evaluation, the evaluator will sign the form and return a copy to the instructor. Counseling and re-scheduling of an instructor evaluation, (if negative comments on a drop-in evaluation), will be required. A positive drop-in evaluation will require a signed copy to be returned to the instructor.


b. Evaluators will sign the instruction evaluation forms with a copy provided to the instructor and one copy placed in the instructor master certification folder which is maintained by the Brigade S-3, Training.


c. Instructors receiving negative evaluations have 24 hours to respond in writing. The Brigade S-3 Sergeants Major will review the evaluator and instructor comments to determine the final action. Actions will be forwarded to the Brigade Commander.

d. Evaluations will be placed in the individual instructor file IAW paragraph 4-6(i) TRADOC

Regulation 350-18.

SECTION L: COUNSELING

1. Purpose. To ensure students are counseled to improve their academic/developmental action plan IAW TRADOC Regulation 350-18, paragraph 3-28(b)6.

2. Responsibilities. Brigade personnel are responsible for promoting the Commander’s Open Door Policy. Course Managers/Senior Instructors, or other school personal, knowledgeable of course requirements will counsel students.


a. The Course Manager and the cadre's chain of command are available for guidance at all times. Students requiring outside guidance need to inform their instructors so that appointments may be made.


b. Students with recurring academic problems or deficiencies will be automatically counseled.



(1) Students are counseled on their performance or academic progress throughout the course.



(2) For NCOES courses leadership counseling will also be conducted.


 

(3) End of course evaluations and an individual developmental action plan will be a part of the student’s counseling records.



(4) Counseling is handled by the chain of command. Students who do not respond to counseling in a positive manner may be considered for disenrollment.



(5) A copy of the counseling statement is placed in the student’s record and a copy is given to the Soldier.



(6) An initial counseling is conducted on the first day of the course. Counseling will cover

orientation topics and course standards.

SECTION M: TEST CONTROL AND RECORDS SOP

1. Purpose. To provide guidance and assign responsibilities for the 4960th Multi-Functional Training Brigade (MFTB) examination procedures.

2.  Scope. This SOP is applicable to all personnel assigned to controlling and administering Army Tests. The Army tests include the following:


a. Test booklets and instructor sets containing test questions.


b. All ancillary materials (answer sheets, scoring keys, conversion tables, and recordings of results).

3.  Objective. To standardize written and practical examination procedures, safe guarding, and

accountability of Army Tests set out by AR 611-5 and proponent schools.

4. Concept. This SOP describes the duties and responsibilities of personnel assigned to the control and administration of Army Tests.


a. Procedures for requesting, receipt, and transmittal of examination material to and from the

proponent school.


b. Accountability, storage, reproduction, scoring, and destruction of testing material.


c. Procedures for testing.

5. Duties, description, appointment and responsibilities of the CDR, TCO/ATCO, and Test

Examiner/Proctor.


a. CDR



(1) Test security is a command responsibility.



(2) Will appoint the TCO/ATCO in writing.



(3) Delegate authority to the TCO/ATCO for approving those personnel who will have access to test material.


b. TCO / ATCO Test Control Officers TCOs or ATCOs will be appointed for each organization where Army tests are requisitioned, handled, stored, administered, scored and destroyed. Grade equirements to perform the duties of TCO / ACO are covered in AR 611-5 para 2-1.d. Relief of the TCO will be in writing using appropriate regulations. The appointment will be in writing using appropriate regulations. One copy of the appointment/relief memorandum is forwarded to the test proponent and USASMA (DOES); a copy will be forwarded to USASSC-NCR (ATZI-NCR-MS-D) Alexandria, VA 22332; a copy is also sent to the Commander, US Army AG Publications Center, 1665 Woodson Road, St. Louis, MO 63114. The original is maintained by the TCO.



(1) The TCO will be responsible for the following:




(a) Advise the CDR on the administration of testing requirements and programs under the jurisdiction of the MFTB.


(b) Maintain a standard test operating procedure (SOP) IAW AR 611-5 para 2-1e. This SOP will be reviewed and updated as necessary.


(c) Establish and maintain procedures for requisitioning, receiving, reproducing, storing, handling, administering, and destruction of tests. This will be done IAW AR 611-5, USASMA, and applicable proponents.


(d) Monitor all procedures prescribed in the SOP.


(e) Maintain testing facilities IAW standards established by AR 611-5.


(f) Ensure that all test materials are properly secured IAW standards established by AR 611-5 and this SOP.




(g) Ensure that personnel administering, scoring, and inventorying test materials are fully qualified to perform these duties, can properly interpret test materials and references, have demonstrated that they understand the procedures for each applicable test




(h) Ensure that all personnel involved with testing are thoroughly trained regarding test security.




(i) Maintain a quarterly inventory of all test materials using DA Form 5159-R IAW AR 611-5. More frequent inventories may be conducted at the discretion of the TCO.




(j) Designate in writing the personnel who are authorized to access and handle test materials. The test control access roster will be posted in close proximity to the test material and in plain view.




(k) Conduct unannounced inspections of testing sessions to determine that testing is being conducted IAW with AR 611-5.




(l) Inventory all newly received test material and mail completed DA FORM 200 to sender with a copy maintained on file by the TCO.




(m) Insure that all test results are reported as soon as possible to examinees.


c. Test Examiner and Proctor. Grade requirements to perform the duties of Test Examiner and

Proctor are covered in AR 611-5 para 3-2. These persons must be physically present during all phases of testing.



(1) Training and preparation for the Test Examiners and Proctors will be done IAW AR 611-5 para 3-4.



(2) The inventory and security of test material assigned to his/her control. Following all test

instructions administered by the TCO/ATCO, or authorized representative.



(3) Ensure that each examinee has the necessary materials for taking the examination. Ensure that the students are fully briefed on procedures prior to the examination and that all of those instructions are adhered to.



(4) Students will complete and sign the DA FORM 5160-R before being tested. If an examinee shows on the statement that he or she is not physically or mentally able to be tested, the student will be immediately referred to the TCO and Brigade CDR for final decision/rescheduling.


(5) When giving tests to fewer than 25 students, the test examiner may serve as the proctor. All personnel assigned as Test Examiner/Proctor will be designated in writing by the TCO.



(6) All personnel assigned as Test Examiner/Proctor will be designated in writing by the TCO.



(7) Verify that sufficient copies of the examination and answer sheets are on hand to administer the examination to all personnel being tested.



(8) Review and become familiar with examination procedures to include:




(a) Give directions for filling out examination answer sheets.




(b) Clarify and explain procedures for requested help by the students.




(c) Advise students of the time allotted for the examination.




(d) Gather test materials after the examination and instruct the students on the procedure for examination turn in.




(e) Report any problems with the test, testing procedure, test compromise or possible test compromise immediately to the TCO or ATCO.




(f) Insure that all proctors assigned for the examination are fully trained regarding test

procedures, security, monitoring test sessions, and handling of testing materials as per the SOP.

6. Procedures for:


a. Requisitioning and Receiving test material



(1) The MFTB will provide test proponent with documentation appointing the TCO.



(2) Test materials will be requisitioned through the proponent school by the TCO. The

TCO/ATCO are the only personnel authorized to sign for test material.



(3) When examination material is received from ATSC, the proponent school or from

reproduction, a 100 % inventory will be conducted by the TCO and will include:




(a) Completeness of tests.




(b) Accuracy and neatness of tests.




(c) Serial stamping and documentation on DA Form 5159-R. “Initial Inventory” will be written in the notes column on the DA Form 5159-R. NOTE: Obsolete test material will be destroyed IAW para 10a of this SOP and AR 611-5 para 2-5.


b. Reproduction and Filing/Storage Procedures MFTB Test Control Officer is responsible to:



(1) Reproduce tests in sufficient quantities to meet the testing needs of the MFTB. Once

reproduced each item is given a serial number beginning with APIX-Q and a unique alphanumeric serial number. The format for alphanumeric serial number exams, answer/ solution keys, floppy disks, CD-ROMs, completed answer sheets and envelopes with completed answer sheets.



(2) Once test material is reproduced it will be stored separate from the distribution media and stored by MOS.


c. Handling:



(1) After testing has stopped, all materials will be collected as quickly as possible. All test

forms, test booklets, scratch paper, and additional materials will be strictly accounted for. They must be inspected for marks, missing pages, and other forms of possible compromise.



(2) At no time will an examinee have access to their answer sheets once they have been turned in. Nor will they be allowed to be around the test collection point for any time longer than what is needed to turn in their materials.



(3) After each testing session, all answers or stray marks of any kind will be erased from test materials that are to be reused. If marks cannot be erased or the test booklet is worn or torn and cannot be repaired, it will be destroyed in accordance with the test material destruction section of this SOP.



(4) Once all materials are collected, inventoried and secured, the test team may then leave the testing facility to conduct scoring or other testing requirements.


d. Storing and Inventorying



(1) Test material will be inventoried each quarter to include all Hardcopies, Diskettes, Solutions Sheets, Answer Keys and all graded answer sheets.



(2) All answer keys and solution sheets will be stored by MOS in file cabinet “A”.



(3) All exams will be stored by MOS in file cabinets “B & C”.



(4) File cabinets “A, B, & C” will be locked in the test control room.



(5) Successfully passed test answer sheets will be serially numbered, stamped FOUO, sealed in an envelope and inventoried quarterly. After 12 months they will be destroyed as prescribed in para 11 of this SOP.



(6) Failed test answer sheets will be serially numbered, stamped FOUO, sealed in an envelope and inventoried quarterly. After 24 months they will be destroyed as prescribed in para 11 of this SOP.



(7) DA FORM 5160 of students failing examinations will be stapled to the students answer sheet.



(8) The following will be written on each of the two envelopes:




(a) Name of class.


(b) Date test administered .


(c) Serial numbers.


(d) Instructor’s Name.


(e) FOUO.



(f.) Date of Scheduled Destruction.




(g.) All serial numbers of the answer sheets inside the envelope.




(h.) A new serial number identifying the envelope.

NOTE: This single serial number will be used to inventory all the contents of the envelope. This means for the quarterly inventory only one serial number is written down on the DA 5159 rather than all the serial numbers in the envelope.



(9) The envelopes containing the answer sheets will be secured in the file cabinet labeled “D”. They will be organized by MOS and then by date of testing. Each drawer of file cabinet D is secured by it’s own padlock. Keys to these locks are stored in the key box in the TCO’s office. The key to the key box is maintained by the TCO and ATCO.


e.  Scheduling. Instructors will provide the TCO with a minimum of 30 days notice to an upcoming test. This will ensure the TCO/ATCO will be available to issue test material when needed.


f.  Records Management. The TCO will keep the following documents:



(1) Temporary Test Control Sign-out Sheets.



(2) Quarterly Inventory for exams, solutions sheets, and answer keys.



(3) Quarterly Inventory Graded Academic “Passed” Score sheets, 1 year.



(4) Quarterly Inventory Graded Academic “Failed” Score sheets, 2 years.



(5) Test Destruction certificates.



(6) Transfer documents, DA Form 200, 1 year.


g. Administration.



(1) The Test Examiner will conduct a student brief concerning the examination. The briefing in the test booklet will be read verbatim and will not be paraphrased or given from notes or memory. Nor will the briefing be adapted to the examiner’s idea of what is more appropriate for local conditions.



(2) The following conditions will be met:




(a) The students will only be allowed to ask questions concerning the test administration after the briefing.




(b) Time limits that are stated in the testing manual will be strictly adhered to. Start and stop times will be conspicuously posted or orally announced in appropriate time increments so as to allow the examinee to pace his or her self to complete the examination.



(c) Students will use only authorized test aids or material.




(d) The answer sheet will be used instead of marking on the test booklet, whenever applicable.




(e) The Test Examiner will answer routine questions. Such questions will concern testing procedures, time limits, purpose, and use of tests only.


h. Issuing Test Material.



(1) Test materials are issued for local use no more than 24 hours prior to scheduled testing

period. Test materials are issued along with a locking briefcase for security.



(2) Test material must be returned to test control immediately upon completion of the testing session. The time required for the testing session is prescribed in the courses CMP/POI.



(3) Answer keys will only be issued to instructors when testing is complete and students are

prepared to conduct the AAR.



(4) Completed answer sheets will not be returned to students at any time for any reason.

7. Testing Procedures for initial test and retest.


a. All written examination requirements and control will be IAW applicable POI/CMP, AR 611-5, AR 351-1, TR 351-10, TR 350-18 and this SOP.


b. In most cases Test Examiners will report to the TCO/ATCO or authorized representative 30

minutes prior to the start of the test. Exams may be issued no more than 24 hours prior to the start of a testing session, see para 6.h. of the SOP.


c. Instructors will accomplish the following when reporting to the TCO to sign for test material:



(1) Receive instructions on testing procedures, test material collection and turn in.



(2) Inventory and sign for all required test material.


d. Test conditions will be IAW AR 611-5 para 3-3.


e. Test examiners will maintain visual and auditory contact with ALL students at all times.


f. Prior to and during the examination test examiner will comply with the following procedures.



(1) Ensure that all desks are free of materials other than those required for the taking of the

examination.



(2) Read the examination instruction briefing (provided in the Test Proctor Box) to the students.



(3) Ensure all students fill out, sign and turn in the DA 5160 prior to the test starting.



(4) Conduct the examination and After Action Review IAW applicable references and the

TCO/ATCO instructions.


g. The assigned test examiner will administer re-tests no earlier than 24 hours after the issuing of the primary examination, unless otherwise directed by the course CMP/POI.


h. All students that require a re-test will be counseled in writing and will be required to report to the designated testing facility at the designated time with all materials required by the examination advance sheet. Instructors will comply with the following:



(1) Retests will not be given on the same day as the initial test unless required by the CMP of that course.



(2) Retests will not be given until students receive remedial training.



(3) If available, retests will utilize a different version of the original test.



(4) Re-testing will be done as authorized by TR 350-18 or the CMP that applies to that specific test.


i. On completion of the re-test the test examiner will bring the exams to the TCO/ATCO for grading and will inform the student of the results. The standards for the retest are the same as for the primary examination. The instructor of those students failing the retest will notify the BDE CDR for consideration of dismissal from the course.

8. Scoring.


a. Answer sheets are scored using a locally reproduced key.


b. The key, once reproduced, becomes a controlled item and is subject to inventory requirements outlined in this SOP.


c. At no time will examinations be scored with students present.


d. All failures will be double checked to insure accuracy and confirmation prior to posting.


e. The standards for the retest are the same as for the primary examination.


f. The instructor will create a score roster identifying students by the last four numbers in their SSN.  This roster will be posted immediately.

9. Loss, compromise or possible compromise of test materials.


a. Notify the commander immediately.


b. Refer to AR 611-5 para 2-3 for further instruction.

10. Disposition of test materials.


a. Disposition of test material is discussed in AR 611-5 para 2-5. This portion of the SOP uses that reference as a basis for the development of the following procedures.


b. Destruction of test material will be conducted only after a final inventory is done on the quarterly inventory sheet to confirm exactly what is being destroyed.



(1) TCOs will destroy or monitor the destruction of Army test materials that are withdrawn from operational use upon direction of the proponent school. Test materials that have been mutilated or marked through and cannot be made usable by erasing, transparent tape, or stapling will also be destroyed. This does include answer sheets that are graded and marked with correct answers, making them an answer key.



(2) Test destruction will be accomplished by burning, melting, chemical decomposition, pulping, mulching, or shredding.



(3) A destruction certificate is required and will contain:




(a) Item name of the material.




(b) Reason for destruction.




(c) Date of destruction.




(d) Serial number(s) of material.




(e) Method of destruction.




(f) Printed name and signature of TCO.

11. Loan and Transfer.


a. Loan and transfer of test material will not take place until the following conditions are met:



(1) Test proponent agrees to the transfer of materials.



(2) Commander must approve.



(3) Both TCOs/ATCOs must update their inventories.



(4) Both TCOs/ATCOs must keep transfer documents for one year.


b. Whenever tests are loaned or transferred a DA FORM 200 will be used as a tracking document.  This document will be maintained by the TCO for 1 year.


c. The following procedures will be used when the loan or transfer of test materials has been

authorized.



(1) Tests and answer sheets will not be shipped or mailed in the same package.



(2) Controlled test material will be double wrapped when shipped or mailed.



(3) Such material will be mailed by registered mail as shown below.



(4) The inner envelope or package (also addressed) will be stamped with the following notation:




FOR OFFICIAL USE ONLY




TEST MATERIAL




TO BE OPENED BY TEST CONTROL OFFICER ONLY
12. Procedures for transmitting results. Instructors are responsible to ensure test scores are relayed to students and the proper offices.

SECTION N: REFRESHER AND REMEDIAL TRAINING

1. Refresher and remedial training will be annotated on the training schedule and made available to students on a daily basis.

2. The course managers/instructors are responsible for:


a. Coordinating for classroom keys.


b. Ensuring a knowledgeable instructor is available.


c. Ensuring that all applicable reference materials/publications are available.


d. Ensuring that students are afforded an opportunity to eat.


e. Ensuring that any student who fails an exam is properly counseled and required to attend

retraining.


f. Ensuring that re-training is done to standard, not to time.

3. Students are responsible for:


a. Attending re-training if they fail an exam.


b. Being on time for re-training.


c. Attending re-training if they need additional training or assistance.


d. Asking questions, and letting instructors know what they need additional help with.

SECTION O: RESOURCING TRAINING

1. Purpose. To establish guidelines for requesting and receiving course materials, reference regulations, ammunition, training aids, and other resources necessary for each course.

2. Responsibilities.


a. The Librarian is responsible for ordering course materials, reference materials, and publications for instructors and students. The Librarian obtains information to order course materials, courseware, forms, and reference materials from the training schedule and from the Course Managers IAW TRADOC 350-18, para 3-9(g) and Form 350-18-R-E through ATSC. Course materials are ordered separately for the IDT and ADT phases.


b. Requests for reference materials will be made to the Librarian as soon as possible.


c. The Course Manager is responsible for confirming the order of course materials, signing hand receipts for items, and returning/retaining recoverable materials (Instructor Packets).

3. Procedures.


a. Storage. Publications are stored in the Training Brigade’s secured storage area.


b. Issue Procedures.



(1) Materials issued are signed for on a hand receipt. Persons receiving the material will be

informed of recoverable publications. Students will draw publications and student guides as part of inprocessing. Recoverable items will be turned in at the end of the course.



(2) Course Managers requiring publications will submit a written request NLT 120 days prior to execution of course.



(3) A list of all required reference materials for each course will be submitted to the Librarian along with each courseware request.

c. Accountability.



(1) The Librarian maintains an inventory of publications on hand. A complete inventory is

conducted semi-annually.



(2) Students will turn in all assigned publications as part of their out-processing.



(3) Instructors will account for recoverable materials.

4. The Brigade Commander will ensure that every course is resourced IAW applicable POI.

SECTION P: LOGISTICS

1. Purpose. To establish procedures for the proper control and accountability of organizational and installation property. To ensure personnel responsible for the care, safeguarding, and use of equipment are familiar with the procedures established for the smooth functioning of the supply operations within the Brigade.

2. Responsibilities.


a. Brigade S-4.



(1) Is the responsible/accountable officer for all property assigned to the Brigade.



(2) Appoints or acts as the Accountable Officer.



(3) Oversees the functions of the Supply Section.



(4) Ensures required equipment is available for each course, upon request.



(5) Ensures unit personnel are issued authorized clothing and equipment.



(6) Monitors the preparation of required reports to account for lost, damaged, or destroyed

property.



(7) Establishes and maintains operational policies for receipt, storage, maintenance, issues, turn-ins, inventory, and accountability of items under the control of the Supply Section.



(8) Coordinates with 9th MSC to obtain transportation needs for the conduct of the course and to meet student needs.


b. Supply Sergeants.



(1) Coordinates receipt and turn-in of supplies and equipment.



(2) Maintains complete and accurate records of supply transactions.



(3) Develops unit supply procedures.



(4) Directs the day-to-day operations of the supply room.


c. Hand-Receipt Holders.



(1) Ensures the accountability of material issued.



(2) Ensures that issued property is maintained and ready for use.



(3) Performs necessary periodic inventories of property to ensure that property is accounted.



(4) Issue, by means of a sub-hand receipt, equipment that is to be used on a day-to-day basis.


d. Primary User(s) of Property. Ensures that material and unit property entrusted in their care is accounted for, maintained, and ready for use.


e. Course Managers are responsible for planning, coordinating, and requesting equipment and/or supplies needed for their respective courses. Coordination and requests will start 12 months from the start of the course.

3. Battalion Procedures for Requesting Items.


a. Requests training areas, equipment, training aids, supplies, ammunition, support personnel and whatever as needed per course POI. Requests will be made in memorandum format on BDE letterhead in the BDE CDR’s name, and addressed to the BDE S3. The BDE S3 will forward requests for inorganic material, if necessary. Point of Contact line will indicate Course Manager or Senior Instructor. Prepare duplicate document on email to expedite request through S3; transmit email document to S3 when BDE CDR approves/signs request.


b. Prepares FORSCOM Form 156-R to request major pieces of equipment (vehicles,weapons,

communications, “anything painted green”, etc) Follow guidelines printed on form. A memo format request (as #1 above) will be attached as a cover sheet to the completed FORSCOM Form 156-R. 156-R requests must be submitted NLT six months prior to course start date.


c. Coordinates with course instructors to ensure all required items are requested.


d. Tracks status of unfulfilled requests monthly with S3, bi-weekly within three months, and weekly within one month of course start. Camps on his desk within one week of course start.


e. Follows up with tasked units’ POC to ensure requested items are available, serviceable and

appropriate for the course. Coordinates dates/times/location and POX for pick-up/sign out, and prompt return of items or training area. Coordinates mode of transport to move personnel, equipment and supplies.
SECTION Q: EQUAL OPPORTUNITY/SEXUAL HARASSMENT/AFFIRMATIVE ACTION PLAN

1. Equal Opportunity.


a. Purpose. Brigade will provide equal opportunity and treatment of Soldiers without regard to race, color, religion, gender, or national origin. This unit is totally committed to the policy that each student should enjoy equal opportunity and treatment while attending courses at the Brigade.

b. It is the responsibility of the Brigade Commander to stress this policy and be assured that

students are treated equally.


c. Commander and supervisors at all levels will not discriminate nor will they tolerate

discrimination.

2. Sexual Harassment. The Brigade Commander is responsible for ensuring both preventive and

appropriate corrective actions to combat unacceptable form of behavior.


a. Any Soldier who engages in sexual harassment of the following nature will be severely dealt with:



(1) Through behavior of a sexual nature, attempts to control, influence, or affect the career of a Soldier.



(2) Makes deliberate or repeated verbal comments or gestures of a sexual nature that are

offensive to the person to whom addressed.



(3) Makes abusive physical contact of a sexual nature.



(4) Participates in any behavior of a sexual nature, either verbal, physical, or by gestures, in the presence of another person who finds it offensive.


b. Brigade personnel and students must be aware of the channels available to report perceived or actual instances of sexual harassment. These channels include, but are not limited to the student, staff, instructors, course managers, class leaders, section NCOIC's, section chiefs to brigade advisor, or the Inspector General.


c. Any form of sexual harassment will not be tolerated at the Brigade.


d. The Equal Opportunity Advisors/Equal Opportunity Representatives will be appointed, in writing, per 4960th MFTB SOP 600-20.


e. Equal Opportunity Grievance Procedures, Policy on Sexual Harassment, and the Commander’s Open Door Policy will be read and made readily available for personnel in instructional settings.


f. The Equal Opportunity and Prevention of Sexual Harassment policy letters will be displayed in every classroom. The names and phone numbers of each point of contact will also be posted in the classroom.

3. Affirmative Action Plan.


a. Affirmative Action Plan consists of planned, achievable steps to eliminate practices that deny

Soldiers, and their families, equal opportunity.


b. HQ, 9th MSC has published an Affirmative Action Plan that prescribes policies and procedures for Army Reserve Soldiers.



(1) The Affirmative Action Plan is applicable to officers, Soldiers and Department of the Army civilians of this command.



(2) The purpose of the Affirmative Action Plan is to create a positive atmosphere of racial/sexual harmony and is not intended to avoid problems of this nature.

SECTION R: SAFETY

1. Purpose. To establish the importance of safety in Brigade activities.

2. Responsibilities. Safety is everyone’s responsibility. The Brigade Chain of Command will support any Soldier attempting to correct a safety violation. Soldiers observing safety violations should make an on-the-spot correction.

3. Safety Guidelines.


a. The speed limit on post and in maneuver areas is posted. The speed limit is 10 MPH when troops are marching in the area.


b. The use of seat belts is mandatory when traveling in a vehicle either civilian or military.


c. Soldiers will not mount or dismount from a truck prior to the assistant driver dropping the tailgate. Soldiers will not jump from the truck when dismounting.


d. Tactical/combat vehicles will not be operated unless safety straps are properly installed and in use. All Soldiers, drivers and passengers, must wear Kevlar helmets in vehicle.


e. Students will not be allowed to employ pyrotechnics unless directly supervised by a staff

member/instructor, or other qualified personnel.


f. Personal weapons, ammunition, pyrotechnics, or blank ammunition are not allowed on post.

Soldiers possessing these items should turn them in to the Provost Marshal immediately. Failure to do so could result in immediate dismissal from the course with possible criminal prosecution.


g. Fire is always a danger. Be familiar with the Fire Evacuation Plans posted in all buildings. There is absolutely no smoking except in designated smoking areas.


h. Training areas used by the Brigade have an abundance of wildlife. Do not disturb it. There will be a complete safety briefing conducted by the staff prior to field training exercises (FTXs). The briefing will include symptoms and prevention of heat injuries. The current fire danger in the area of operations and rally points will be explained should a fire evacuation become necessary.


i. Course Managers will complete a “Risk Management Worksheet” for scheduled training events, both in the field and garrison. Based upon this assessment, the Brigade Commander, with input from the S-3, will decide to accept the risk or conclude that the risk factor exceeds the training benefits. The S-3 will either increase the control measures or modify the event to create a satisfactory risk versus benefit environment.


j. Risk management worksheets will be submitted through the chain of command to the S-3 for disposition, 120 days prior to the course start date.


k. Each training site publishes safety and environmental directives, SOPs and regulations.

Instructors need to comply with these publications.


l. Requests for specific safety, environmental equipment, and support must be submitted by the course manager not later than 90 days prior to the course start date.

4. Safety lectures, accident reports and line of duty investigations. Reference 4960th MFTB SOP 385-2.

SECTION S: STUDENT FEEDBACK

1. Purpose.


a. To provide an opportunity for students to evaluate the course at the Brigade,

4960th Multi-Functional Training Brigade (MFTB).


b. To develop a plan to conduct student feedback, review feedback, and maintain feedback files.

2. Responsibilities.


a. End-of-Course Student Questionnaire.



(1) The class leader will administer the end-of-course student questionnaire. The Brigade
Commander will review and discuss the questionnaires with the Senior Course Manager, Course

Manager, and instructors.



(2) Deputy Commander will review the end-of-course student questionnaires.



(3) The questionnaires will be kept on file for reference for a minimum of 12 months.



(4) If the Student Handout provides a student feedback form, the Course Manager should use those forms instead of the form provided in this guide.



(5) Student questionnaires must be submitted to the brigade headquarters NLT 10 days after course end date.

COURSE AFTER ACTION REVIEW

Brigade – 4960TH MFTB
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SECTION T: END OF COURSE REQUIREMENTS

1. Purpose. The purpose is to develop a systematic plan to:

a.  conduct, review and maintain after-action reports (AARs).


b.  conduct, review, and maintain course managers' checklist.


c.  analyze cost effectiveness and reconcile fund site.
2. Responsibilities.


a. Instructors are responsible to turn in an AAR to the Course Manager.


b. Course Manager is responsible for the AAR and the course managers’ checklist.

3. Procedures.


a.  Course manager will complete AAR and course manager’s checklist with course cadre, and

forward to Company Commander NLT five days after course end date. AARs should be listed on the class training schedule. The AAR should include answers to the following questions:



(1) What happened?



(2) What went right?



(3) What went wrong?



(4) How should things be performed in a different manner?


b. The instructor must utilize the AAR format provided in the course POI, if available, when

conducting the AAR.


c. Liaison will review the AAR, provide necessary feed back, and forward it to the Brigade
Commander NLT ten days after course end date.


d. Brigade Commander will review the AAR, file a copy, and forward it to the Brigade Training Officer, CSM and Brigade Commander NLT 15 days after course end date.


e. Brigade S-3 Operation section will file and maintain records for one year from course end date.

SECTION U: APPENDICIES

1. Purpose. To provide sample forms and memorandums to assist the course managers and instructors, in the successful conduct of their respective courses.

TRADOC Form 270-R-E
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Welcome Letter for Guest Instructors
DEPARTMENT OF THE ARMY
4960th Multi-Functional Training Brigade             

1557 Pass Street, Fort Shafter

HONOLULU, HAWAII  96819-2135
APIX-Q
10 March 2010
MEMORANDUM FOR (Guest Instructor’s Name, Unit)
SUBJECT: 
Welcome Letter

1.  The Brigade, 4960th Multi Functional Training Brigade (MFTB) wants to welcome you as a guest instructor for (Class Name).

2.  You will report to Fort Shafter Flats, Building 1554 (Bongo Hall), Room B113 at (Time and Date) for an in briefing with the commander and/or his representative in ACU/BDUs.  Enclosed is a map to Bongo Hall, Building 1554.  Brigade policies and SOP will be discussed at that time.

3.  As a guest instructor for the Brigade, you will adhere to the standards set by this command.  You will need to bring the following items prior to the start of instruction:


a.  Set of orders.



b.  Instructor packet and credentials.


c.  Instructor teaching materials.


d.  (OTHER MATERIALS FOR SPECIFIC CLASS)

4.  The S-1 staff will provide administrative support for you through the first and last few days of the course.  Coordination of the course will be done through the Course Leader.

5.  Mess, billeting and transportation are not provided by the 4960th MFTB. Your orders must state that “Government Mess/Billeting/Transportation are not available.”

6.  A graduation ceremony will be held in Bongo Hall, Building 1554, Fort Shafter Flats on (DATE and TIME).  The uniform will be ACU/BDUs.  As a guest instructor for the 4960th, your attendance is mandatory. 
Welcome Letter for Guest Instructors (continued)
APIX-QE 

SUBJECT:  Welcome Letter
7.  POC for this action is  (NAME and CONTACT PHONE). 







COLBERT K. H. LOW

COL, IN, USAR

Commanding

Encl.

1.  Map

EMERGENCY INFORMATION

Name: ________________________________     SSN: ____________________

DOB:  ____________ Rank/Grade: _________   Home Phone: ____________________

Home
     ___________________________        Bus.  Phone: ____________________

Address: 


     _____________________________     Cell Phone: ____________________

E-Mail Address: _______________________________________________________

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

UNIT OF ASSIGNMENT:

Unit: ___________________________

Unit Phone: ______________________

Address: ________________________

Fax Number: _____________________


    ____________________________
Position/MOS: ___________________

CDR: __________________  1SG: _______________  Trng NCO: ________________

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

EMERGENCY CONTACT:

Name:   _______________________

Relationship ____________________

Address: ______________________

Phone #’s ______________________


     ______________________                                 ______________________

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

MEDICAL HISTORY:

Do you have a profile?:    Yes   No
Any allergies?    Yes     No    If yes, identify   _______



List all current medications:
______________________________________________

*** HAVE YOU EVER BEEN CONSIDERED A HEAT CASUALTY?  YES     NO

       If  “YES”, describe situation, symptoms, and medical evaluation on back of sheet.

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

HAWAII ACCOMODATIONS: (If applicable)

Hotel Name: ___________________________  
Phone: _____________   Room #: ________

Do you have a rental car?  Yes  No



Make:  ____________    Model:   _________

Attach a copy of your itinerary to the form

Color:  ____________    License #: _______ 

TASS BN Emer. Contact  dtd 3/26/07
	BRIGADE UNIT PRE-EXECUTION CHECKLIST

(FOR USE OF THIS FORM SEE TRADOC REG 350-18; PROPONENT IS DCSOPS&T, RCTID)

	Please print or type.

	1.  NAME:  


	2.  LAST FOUR: 

	3.  UNIT:  


	4.  DOR :

	5.  COURSE TITLE:  

21W1O Carpentry/Masonry Specialist Course
	6.  REPORT DATE:

	1st line leader

initials
	Soldier's

initials
	PART-I  Unit Pre-execution (D-90 to D-1)

	
	
	Coordination between customer unit and Brigade unit to identify the Soldier by name?

	
	
	Soldier in receipt of school/course information?

	
	
	Read ahead packets/prerequisite testing complete? (if needed)

	
	
	All required clothing/equipment IAW school/course info packet?

	
	
	Soldier demonstrated physical fitness requirement on diagnostic test administered within 30 days of scheduled departure for school (as required)?

	
	
	Soldier meets standards of AR 600-9?

	
	
	Transportation requirements completed?

	
	
	Adequate cash/traveler checks/Government Credit Card?

	
	
	Individual orders received?

	
	
	Individual has current periodic physical (within 5 years)?

	
	
	Individual meets remaining TIS requirements?

	
	
	School Mailing address/Telephone numbers received? (for family)?

	
	
	10 copies of orders?

	
	
	Transportation verified/approved (ticket picked up)?

	
	
	Current/valid identification card?

	
	
	ID tags (1 pair)?

	
	
	If applicable:  Soldier requiring corrective lenses has a set of military prescription eyeglasses and protective mask inserts?

	
	
	Notify Soldier of requirements to take an APFT and weigh-in, as required?

	Unit POC List:

  CDR               B: (           )   H: (        )____________

  1SG:             _ B: (           )   H: (        )____________

  FTM:              B: (           )   H: (        )____________

  Unit POC FAX: (        )___________________________ 

  Unit POC Email_________________________________


	PART II - ROUTINE PREREQUISITES

	TASK
	REGULATION DATA
	SOLDIER DATA

	Minimum Aptitude Score (ASVAB) 

(if applicable)
	CO


	CL

	FA
	GM
90
	MM
	CO
	CL

	FA
	GM
	MM

	
	OF


	EL
	SC
	ST
	GT
	OF
	EL
	SC
	ST
	GT

	Color vision requirements

(if applicable)
	
	

	Physical demand rating/profile

( PULHES)
	P
1
	U
1
	L
1
	H
2
	E
1
	S
2
	P
	U
	L
	H
	E
	S

	Prerequisite phase/course attendance (if applicable)
	_________ School code
_________ Date of completion

_________ Course completed

_________ Phase completed

	Military and civilian vehicle operator license(s) (if applicable) 
	

	PART III     REQUIRED DOCUMENTS

	Security clearance (if applicable, attach as required)

	Permanent profile attendees (if applicable): AA & AGR must have copy of MRB (P3, P4) results with completed DA Form 3349 (must include Army doctor-approved alternate aerobic event for APFT).  TPU/Traditional Guardsman must have copy of completed DA Form 3349 (must include Army doctor-approved alternate aerobic event for APFT)

	All required waivers (if applicable)
	

	Other requirements (if applicable)
	

	OTHER REQUIREMENTS OF DA PAM 611-21 NOT PREVIOUSLY LISTED

	Other requirements (if applicable)            

                                                             Freedom from Vertigo
	

	Other requirements (if applicable)   

                                           Physical Demands –  Very Heavy
	

	Other requirements (if applicable)   

                                                              Normal Color Vision
	

	Other requirements (if applicable)
	

	I have been counseled and read all requirements applicable to the course I am attending.  Attendance at this course and class will not pose any known hardship on me and/or my family that would detract from or prevent me from successfully completing course requirements.

	Student’s Signature
	Date

	I have reviewed the above Soldier’s qualifications and potential to successfully complete this course; have counseled him/her on these requirements and hereby verify his/her readiness to attend same.

	Commanding Officer  (typed name)
	Date

	Signature


[image: image3.emf]
INITIAL COUNSELING

· Chain of Command

· Instructor, Course Manager, Senior Course Manager, 1SG, Brigade Commander

· Open Door Policy

· Equal Opportunity Program (AR 600-20)

· Equal Opportunity Grievance Procedures (AR 600-20)

· Policy on Sexual Harassment (AR 600-20)

· Don’t Ask Don’t Tell Policy  (AR 600-20)  IAW DA policy, we are not interested in your sexual orientation and will not ask questions about it.  Do not tell us about your sexual orientation.

· Fraternization Policy (AR 600-20)

· Related to Cadre-to-Students, Student-to-Student

· Duty Uniform: (AR 670-1)  A soldierly appearance will be maintained at all times.  Uniform will be worn IAW AR 670-1.  Clothing will be neat, clean, and serviceable.  Haircut will be IAW AR 670-1

· Absenteeism:  Students will be on time to class and will not miss any module of instructions.  Should you be absent from class you are required to make up the time on your own time.  Should you miss more than four (4) hours of academic hours, you will be disenrolled.  Under no circumstances will a student leave the training area without permission of their cadre through to the Brigade Commander.  All students will attend Graduation on the last day of the course.

· Alcohol Consumption / Drug Use: Alcohol is prohibited in all training areas, including all parking lots, classrooms, buildings and training sites.  Possession of drugs other than prescription drugs ordered by a doctor for the individual’s personal use is prohibited.  A student reporting to class suspected of being under the influence of alcohol or drugs will be transported to TAMC for testing.  Positive test will result in disenrollment and other required actions.

· Honor Code Violations:  Cheating will be brought to the Brigade Commander’s attention with the recommendation for immediate dismissal.

· Personal Weapons:  Weapons of any sort are not allowed in the training area.  This includes firearms, pocket knives over 3” in length, sheath knives, and knives with a lock blade.

· POV’s :   Students are prohibited from parking in reserve stalls.  Student parking will be in the back of Building 1554.

· Visitors:    Discuss visitors to the classroom and invitations to graduation.

· Emergency Procedures

· Location of Fire Extinguishers

· Fire Evacuation routes and rally points

· Testing Procedures and Remedial Training  (CMP/POI, BN SOP, TRADOC 350-18)  IAW AR 600-5, hands on test are scored as a GO or NO GO.   Written test require a score of _______% to pass.  First time failures will receive remedial training and given the opportunity to retest the next day.  Retest scores will be marked as a GO or NO GO for hands on test.  Written retest will be given a maximum score of ______% for averaging purposes.  Second time failures will be disenrolled.

· Don’t Ask, Don’t Tell Policy

· Sick Call:  Do not stay home if you are sick!!!  Report to your instructor first, you will be sent to the medic to be triaged.  If necessary, you will be sent to TAMC.
· Military Conduct:  Professionalism is expected here at the 4960th.  You will act like a soldier, or NCO.
· Off Limits Establishments:   Hawaii’s Natural High, The Dungeon, 

· Off Duty Travel Restrictions:  No traveling to any of the Outer Islands during the conduct of the course.  If  time permits, and you are able to sight see, always take a buddy or go in a group.  Going to the beach is permitted if a lifeguard is on sight, and do not go alone.
· Administrative Matters

· Identify location of restrooms

· Telephones – all cell phones will be turned off in class

· Smoking Area – parking lot between 411th  and the gym

· Break Area

· Vending Machine

· 4960th MFTB phone/fax number   438-5253

All students will follow instructions of the cadre and course managers assigned or attached to the Brigade, 4960th Multi-Functional Training Brigade.

Failure to meet or adhere to Course Requirements will be grounds for immediate dismissal from the course.

APIX-Q








           10 March 2010
MEMORANDUM FOR S-3 (Mr. Suzukawa) 

SUBJECT:  42A1O Personnel Services Specialist Course, Phase II, No Show

1.  The following soldier listed below was scheduled to attend the 42A1O Human Resources Specialist Course, Phase II, Class 2-2002.  The class start date was 21 July 2002.

SPC Olivas, Rachel Garcia


xxx-xx-8700

2.  Request that ATRRS be updated as listed on the attached R1 printout.

3.  Point of contact for this action is MSG Yap, at 438-1600 ext 3294.

Encl





COLBERT K. H. LOW

CF: 





COL, IN, USAR

MSG Ichiyama 



Commanding

File

   42A1O Human Resources 

MOSQ Specialist Course, Phase I
(Class 1-2008)

1.  WELCOME:  Congratulations on your enrollment in the 42A1O Human Resources MOSQ Specialist, Phase I with the Brigade, 4960th Multi-Functional Training Brigade.
2.  REPORT INFORMATION:  You will report to Building 1554, Fort Shafter Flats (see strip map enclosed) on 25 March 2008, at 0700.  Report in your Physical Fitness Uniform (PFU) for weigh-in and in-processing.  After in-processing, you will change into your Army Combat Uniform (ACU) or  Battle Dress Uniform (BDU), which will be the uniform throughout the course and graduation.  The course runs from 25 March through 8 April 2007.  Carefully read and comply with this letter.  

    a.  Orders.  If you have not received your orders for 42A1O course, call your unit administrative personnel to ensure you receive orders on time.  DO NOT report to the Brigade without orders!

    b.  Pre-Execution Checklist (TRADOC FORM 350-18-2-R-E (dated APR 2007).  You will need to bring the required Pre-Execution Checklist (signed by your unit commander) and all verification documents for each of the prerequisites in order to attend the course (see enclosure).  If you do not meet the prerequisites of the course, you will be counseled by the staff as to the consequences you may experience.

3.  TRANSPORTATION:  Airline and car reservations will be done by your unit.  


a.  Air and Car Reservations.  If you are traveling from off Island, rental cars will 
not be provided by the 4960th MFTB/ Brigade, and must be requested through your unit.  Off Island students must have a return airline reservation before reporting.  For planning purposes, anticipate that you will be released no earlier than 1600 hours on the final day of training.  

     b.  Off Island Students.  Two weeks prior to start of course, students will e-mail SFC 

Mike Hirakawa at sfchirakawa@yahoo.com with the following information:

(1) student name and unit

(2) name of airline

(3) date and time arriving into Honolulu International airport

(4) unit’s phone number with area code and point of contact

b. Privately owned vehicle (POV).  The use of a POV by students attending the school is 

encouraged, but not subject to government reimbursement for mileage and other POV related expenses.  If you bring your POV, you must have your proof of current insurance with you.

c. Motorcycles.  DoD and Army Regulations require that all on-post motorcycle 

operators must be a graduate of the Motorcycle Safety Foundation Experienced Rider’s course.  Full safety equipment is also required.    

4.  BILLETING:  All students residing on the Island of Oahu will billet in their respective homes.  For off Island students,  Call Tripler Lodging Office prior to arriving to confirm your reservation, at Commercial (808) 839-2336, a 24-hour operational telephone line.  Inform the Tripler Lodging Office that you will be attending the 42A1O Human Resources MOSQ Course, held at the 4960th MFTB / TASS Training Battalion at Fort Shafter Flats.

5.  REPORT TO IN-PROCESSING:  Report to Building 1554 (Bongo Hall) on 25 March 2008, NLT 0700 for in processing.  You will be required to weigh in and be taped (if necessary).  You must meet the Army Weight standards in accordance with AR 600-9.  Students not meeting standards will have until the end of the course to meet standards.  Students who do not meet the standards will receive a rating no higher than “Marginally Achieved Course Requirements” from the course.  The following items are mandatory for in processing:  

a.  Orders (5 copies)

b.  Current CAC/ID Tags.  Student must fulfill a 6-month remaining service obligation upon 

completion of the course.

c.  Unit Pre-Execution Checklist (enclosed) from TRADOC 350-18, Appendix H, 

signed by your commander.

d.  Sufficient funds to defray cost of billeting/meals during your stay.  All students 

will be placed on separate rations by their unit.  Note:  Brigade will not provide meals or lodging for the students.

e.  Copy of DA Form 2-1 and 2A

f.  ATRRS course application or DA Form 4187.

6.  MAILING ADDRESS:  To receive mail while attending this course, address it as follows:  Your Rank, First Name, MI, Last Name, 4960th MFTB / Brigade (42A1O Course, Phase I), 1554 Pass Street, Fort Shafter Flats, Honolulu, Hawaii  96819-2135.  

7.  EMERGENCIES:  9TH RSC/SDO at (808) 372-8772.

8.  DUTY HOURS:  The training schedule will dictate your duty hours while at the Brigade.  Reporting times can start as early as 0600, and ending times will vary depending upon the class schedule.  

9.  UNIFORM, APPEARANCE, AND PHYSICAL TRAINING:  Proper military appearance, conduct, bearing, and courtesy are enforced at all times. 

    a.  Proper military haircut standards will be enforced IAW AR 670-1.  If you need a haircut, get one BEFORE reporting for in processing.

    b.  Physical training will be conducted IAW FM 21-20 and students are required to bring proper attire for PT, including reflective belts.  If you are over 40 years old, bring your Over 40 screening and/or if you have a military profile, bring a copy.  

    c.  Students are subject to the Uniform Code of Military Justice (UCMJ) while attending this course.  Misconduct will be referred to the 4960th MFTB / Brigade Commander for appropriate disciplinary action, to include reports to your Commander.

10.  FINANCE:  All finance questions will be answered by your unit administrative personnel.

11.  We look forward to your attendance.  Your training will be interesting, challenging, and professionally rewarding.  If you have any questions, please e-mail SFC Mike Hirakawa, 42L3O Course Manager at sfchirakawa@yahoo.com  or call (808) 438-1600 ext 3136.          


MICHAEL K. HIRAKAWA


SFC, USAR



Course Leader



4960th Multi-Functional Training Brigade

Fort Shafter Flats, Honolulu, Hawaii
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INTRODUCTION

The purpose of this booklet is to give you some information about some areas of interest around Fort Shafter.  Although this booklet is just a preview of what is available, we encourage you to ask any questions of the cadre of the Brigade about places to go or things that you could do.

As a guest instructor with the Brigade, your primary mission is to provide quality instruction for your students.  If you are a student attending classes, your focus is to successfully complete your lessons and graduate with a new MOS. With time permitting, we hope that you are able to get out and about at the end of the day and experience the island of Oahu. 

When you have a chance to “play tourist”, it is suggested to pick up some brochures and magazines that are available in newsstands, at your hotel, or at the Information, Ticket & Registration (ITR) desk at the MWR booth on Fort Shafter.  “This Week – Oahu” and other magazines give you ideas on places to go, things to do, with coupons inside to help you find bargains on food and activities around the island.

If you find any discrepancies with this pamphlet, please let us know, so that corrections can be made for the next edition.

For more information concerning places and events around the Army community in Hawaii, go online to the following websites:

 www.mwrarmyhawaii.com                                                
www.hawaiiweb.com  

www.yourmilitaryinhawaii.com/army/index.html 

www.thisweek.com/oahu
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DINING FACILITIES – ARMY 

Fort Shafter – Main Post:

Building 503B, (808) 438-7600

	
	Breakfast
	Lunch
	Dinner

	Monday-Wednesday, Friday
	0730 – 0900
	1130 – 1300
	Closed

	Thursday
	0600 – 0800
	1130 – 1300
	Closed

	Weekends/Holidays
	Closed
	Closed
	Closed


Fort Shafter Flats:

Currently, 9th Regional Support Command does not have a full time Dining Facility on post.  During drill, each subordinate unit provides food service for their soldiers only.  The Brigade does not have soldiers providing food service for the unit. 

Tripler Army Medical Center:
1st Floor, (808) 433-6067

Tripler Army Medical Center (TAMC) provides meals for their patients, soldiers and civilian workers on a daily basis.  Due to the high volume that TAMC Dining Facility serves (close to 2,000 people daily), it is NOT recommended to eat lunch at the facility.  If you are staying at Tripler Lodging, breakfast and dinner are available, time permitting.  

	
	Breakfast
	Lunch
	Dinner

	Monday – Friday 
	0545 – 0930
	1230 – 1400
	1600 – 1830

	Weekends
	0630 – 0830
	1100 – 1330
	1600 – 1730 


*** NOTE:  Prices at Tripler are a la carte for most items.

Schofield Barracks:

Schofield Barracks is located approximately 20 miles from Fort Shafter.  Unless your class is conducting training in the area, you will probably not use their facilities.  Generally, there are up to ten (10) dining facilities running at one time in Schofield Barracks, so you would need to check for hours of operations.  The table below shows the average hours of operation for the dining facilities in Schofield.

	
	Breakfast
	Lunch
	Dinner

	Mon – Weds, Friday
	0730 – 0900
	1130 - 1300
	1630 - 1800

	Thursday
	0600 – 0800
	1130 - 1300
	1630 - 1800

	Weekends
	TBD
	TBD
	TBD


RESTAURANTS / FAST FOOD ESTABLISHMENTS

The following list provides places for you to eat outside of the dining facilities.  These places are within a 5 – 10 minute drive from the post.  With the diverse ethnic and cultural community that lives in Hawaii, there are many different types of food around the area.  You will also find the standard “fast food” establishments if you want a taste of home.

Airport:

	Fast Food/Specialty
	Comments

	Byron’s Drive In
	 “plate lunches”, burgers & fries

	L & L Drive In
	 “plate lunches”, burgers & fries

	Plaza Hotel
	 Restaurants within the hotel

	Holiday Inn
	 Restaurants within the hotel

	Starbucks
	 Coffee

	Jamba Juice
	 Fruit drinks

	Chan’s Gourmet Buffet
	“Chinese” style buffet on Nimitz Highway, open for lunch/dinner


Aliamanu Military Reservation

	Fast Food
	Comments

	Burger King
	 Located behind shoppette


Mapunapuna (located below Tripler AMC and outside Fort Shafter)

	Fast Food
	Comments

	L & L Drive In
	 “plate lunches”, burgers & fries

	Ranch 99
	 Variety of food establishments, 

 including Filipino, Korean, Japanese,  

 Vietnamese

	Ilima’s
	 “Hole in the wall” local foods

	Masa’s Cafeteria
	 M-F only, breakfast and lunch only,  

 good old fashioned school cafeteria food

	Big Kahuna’s
	 Specializing in pizzas and sandwiches

	Wendy’s
	“Old Fashioned Hamburgers, near the corner of Nimitz Highway and Puuloa.


	Restaurants
	Comments

	Henry Loui’s
	 “Bar and grill” restaurant

	Bob’s Big Boy
	 “Home of the one-pound hamburger”,  

 open ‘til midnight


RESTAURANTS / FAST FOOD ESTABLISHMENTS  

  (continued)

Red Hill (Coast Guard Housing)

	Fast Food
	Comments

	Subway
	Located in the “Country Store” shoppette


Tripler AMC

	Fast Food
	Comments

	Robin Hood
	 Sandwiches located near the Tripler 

 shoppette

	American Eatery
	 Breakfast/Deli/Burger & fries


Fort Shafter 

	Restaurant
	Comments

	Hale Ikena
	 Located by the Nagorski Golf Course, provides 

 daily lunch buffets for less than $10.00


	Fast Food
	Comments

	Subway
	 Located in the Fort Shafter PX/Market


Kalihi

	Fast Food
	Comments

	Cybee’s
	 Chinese “plate lunch”, delivery only

	KFC
	

	Popeye’s
	 Cajun style chicken

	Sugoi’s
	 Japanese “bento” and local food, specializing in

 Garlic Chicken

	Zippy’s 
	 Plate lunches since 1966, many locations 

 throughout the island, famous for their chili


RESTAURANTS / FAST FOOD ESTABLISHMENTS  

  (continued)

Moanalua Shopping Center:

	Fast Food
	Comments

	McDonalds
	

	A & W
	 Old fashioned burgers & root beer

	Long John Silvers
	 Fast food - seafood

	Jack In The Box
	

	Pizza Hut
	

	Taco Bell
	

	Sam Snead’s
	 Restaurant located on the Navy/Marine Golf 

 Course

	Cheerleader’s
	 After hours food and drink


Pearl Harbor Mall

	Fast Food
	Comments

	McDonalds
	

	Popeye’s
	 Cajun style chicken

	Yummy’s Korean BBQ
	

	I Love Country Café
	 Healthy Home Style food

	The Pretzelmaker
	

	Mr. Gyros
	 Greek sandwiches

	Seattle’s Best
	 Coffee

	Taco Bell
	 

	Woody’s Hot Dogs
	

	Panda’s Express
	 Chinese take-out


RESTAURANTS / FAST FOOD ESTABLISHMENTS  

  (continued)

Pearlridge Center:

	Restaurants
	Comments

	Anna Miller’s
	 Open 24 hrs

	Bandito’s Cantina
	 Mexican

	Bravo
	 Italian, just below Anna Miller’s

	California Pizza Kitchen
	 California cuisine

	Chili’s
	

	Denny’s
	

	Monterey Bay Canners
	 Seafood

	Sizzler
	

	Verbano Pastaria
	 Italian

	Zippy’s 
	 “famous for their chili”


	Fast Food
	Comments

	Arby’s Roast Beef
	

	Bautista’s Filipino Kitchen
	 Food of the Philippines

	Carl’s Jr.
	

	Charley’s Steakery
	

	Kozo Sushi
	 Japanese take out

	Kyoto
	

	McDonalds
	

	Orange Julius
	 

	Panda Express
	 Chinese fast food

	Patti’s Chinese Kitchen
	 Chinese fast food

	Pearl’s Korean BBQ
	

	Pizza Hut
	

	Sbarro
	 Italian

	Subway
	 

	Sunrise Drive
	

	Taco Bell
	 

	Tsuruya
	 Japanese style noodles/entrees

	Yummy Korean BBQ
	


	Specialty Food/Drinks
	

	Bubble.drink.com
	
	Pretzelmaker

	Cinnabon
	
	Seattle's Best Coffee

	Cookie Corner
	
	See's Candies

	Dippin’ Dots Ice Cream
	
	Seed City

	Down to Earth Natural Foods
	
	Starbucks Coffee

	Holotta Ice Cream
	
	Tropi-Cool Treats

	Jamba Juice
	
	


OFF DUTY EVENTS & ACTIVITIES

Ala Moana Center:

1450 Ala Moana Boulevard, Honolulu 96814

Ala Moana is a premier international and local shopping destination with over 240 shops and restaurants.  For more information, go online at:  http://www.alamoana.com
Aloha Flea Market:

[image: image6.jpg]



Located in the parking lot of Aloha Stadium, the Aloha Flea Market has a lot of stuff for you to look at or buy. Many manufacturers and vendors who cannot afford to rent space in Waikiki sell their goods at the Aloha Flea Market. More importantly, they pass their savings on to you. The merchants set up tents in the parking stalls surrounding the Aloha Stadium. This is the place that grandma buys those funny t-shirts for the grand kids back home (One of those “My Grandma Went to Hawaii, and All I Got Was This Crummy Shirt” deals.)

The Aloha Flea Market is open on Wednesdays, Saturdays, and Sundays from 7:30 am to 3:00 pm. On Saturdays during the college football season, if the University of Hawaii has a home game, the “Swap Meet” will close earlier. 

You should have good walking shoes, sunscreen, a big hat and TIME, so don’t wear your BDU’s on this outing.  The flea market covers the majority of the stadium's parking lot; most people can't go around the stadium more than once. . . and there are four or five circles of shops. Go early before it gets hot. 

Aloha Tower Marketplace:

101 Ala Moana Blvd, at Piers 8, 9, and 10

Aloha Tower was once the tallest structure in Hawaii, situated near Honolulu Harbor. The Marketplace offers shops, indoor and outdoor restaurants and live entertainment from many local artists.

[image: image7.jpg]


             [image: image8.png]ALOHA TOWER
i L gy




           

For more information, go to the website at www.alohatower.com 

US Army Museum of Hawaii:

Saratoga and Kalia Road, Waikiki (808) 955-9552

[image: image9]                [image: image10]
This museum has exhibits and educational programs emphasizing the roll Hawaii played in military actions from World War I through the Vietnam Conflict.  Located in Randolph Battery at Fort DeRussy, the museum is open daily from 1000 – 1600 except Mondays.  Admission is free, but donations are welcome.

U.S.S. Arizona Memorial:

[image: image11.jpg]


  

The U.S.S. Arizona Memorial is located about two miles west of the Honolulu International Airport in Pearl Harbor.  Managed by the National Park Service, the tour of the memorial consists of a shore side visitor center and the Memorial.  The visitor center is open from 0730 – 1700, seven days a week except for New Year’s Day, Thanksgiving, and Christmas.  Tours of the memorial begin about every 15 minutes from 0800 – 1500. The tour programs are free and tickets are available on a first come, first served basis.  It is recommended that you arrive at the visitor center before 1300 to ensure getting a tour program ticket.

For more information, go online at www.arizonamemorial.org/memorial.html 

Battleship U.S.S. Missouri:

[image: image12]
One of the last battleships from the World War II era, the U.S.S. Missouri is located in Pearl Harbor, docked near the Arizona Memorial.  The Missouri Memorial Association, a non-profit organization not affiliated with the National Park Service or the Arizona Memorial, runs the U.S.S. Missouri tours.

Tickets for the tour can be purchased at the Bowfin Submarine Museum (adjacent to the Arizona Memorial parking lot).  You park your car at the parking lot behind the Bowfin building, and board the trolley to go over the bridge to Ford Island, to the USS Missouri.  Open daily from 0900 – 1700 (last ticket sold at 1600), except for New Year’s Day, Thanksgiving, and Christmas. Admission prices range from $16.00 to $35.00, with discounts for military personnel available.

For more information, go to the website at:  www.pearl-harbor.com/missouri/missouri.html
Diamond Head Hiking Trail:
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If time permits in your busy schedule, this is a great place to do some Physical Training!

When you think of Hawaii, you think of Diamond Head, the most famous volcanic crater in the world.  Located on the South-east Coast of O'ahu at the end of Waikiki overlooking the Pacific Ocean, it was originally named Le’ahi by the ancient Hawaiians. The name meant "brow of the tuna" and looking at the silhouette of the crater from Waikiki, you can see the resemblance. British sailors gave the current name to the crater in the 1800's.  When they first saw the crater at a great distance, the calcite crystals in the lava rock appeared to glimmer in the sunlight. The sailors mistakenly thought there must be diamonds in the soil. Diamond Head is a volcano that has been extinct for 150,000 years. The crater is 3,520 feet in diameter with a 760-foot summit. When the United States annexed Hawaii in 1898, harbor defense became a main responsibility. One of the major defense forts, Fort Ruger, occupied the Diamond Head Crater (Fort Ruger is now an Army National Guard post). 

The observation deck and underground complex is now abandoned with the advent of radar but evidence of the command post is still present along Diamond Head Trail. The trail is paved most of the way but can be steep in spots. There are two sets of stairs, one with 99 steps and the other with 76 steps. There is also a 225-foot unlit tunnel. The hike is classified as easy to moderate in exertion but is certainly worth the breathtaking, unparalleled view of the entire west side of the island, from Pearl Harbor to Waikiki.

Useful Information:
· Start of the trail is inside the crater, best to carpool for parking ($5.00 charge)

· Diamond Head Trail is 1 ¾ miles to the rim and takes about 1 ½ hours

· Go early in the day to avoid the heat - there is NO shade!

· Bring water and a flashlight (for the tunnel). Restrooms available at the trailhead.

Hale Koa Luau:  

Located in the Hale Koa Hotel, Oahu’s military resort, here’s your chance to experience the splendor and spectacle of an ancient Hawaiian tradition.  Experience a Hawaiian luau in a garden oasis by the sea.  All the ingredients are here for spectacular island event.   

The tradition begins with an aloha lei welcome, cocktail hour, lei making, coconut frond weaving, introduction of the royal court, and an authentic imu ceremony.
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You'll eat like a king as well. The menu includes native delicacies such as lomi lomi salmon, kalua pig, teriyaki beef, shoyu chicken, mahi mahi, fresh fruit, pineapple and poi.
There is also a hula show on the oceanfront stage, with graceful hulas and a live fire knife dance! Hawaii's own Danny Couch hosts and performs his award-winning song "These Islands," featured in Hawaii's TV ads worldwide.
The Hale Koa Luau  
Every Monday and Thursday at 5:00 p.m.   
(During June - August, the luau begins at 5:30 p.m.). 
Adults $30.45 (plus 10% gratuity). Adult admission includes two complimentary cocktails or one exotic drink and gratuity.  Children Under 12 $19.05 (plus 10% gratuity) 
Purchase tickets at the Hale Koa Activities Desk, by phone (808-955-0555) with a major credit card, or at Military Ticket outlets.

Paradise Cove Luau:
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Serving Hawaii's malihini (guests) and kama'aina (locals) for more than 20 years, Paradise Cove is one of the largest and most respected luau shows in Hawai'i. Located at the beautiful Ko Olina Resort on the leeward coast of O'ahu, Paradise Cove features brilliant sunset views from our 12-oceanfront acres.
Celebrating the culture and history of our island home, Paradise Cove has always taken great care to preserve the special qualities that make Hawaii so unique. Each of our luau packages is designed to give our guests an authentic Hawaiian experience from the exciting daytime activities, to the delicious food and our spectacular Hawaiian Revue.
With our lush lawns and coconut palms overlooking a secluded beach, Paradise Cove is also the ideal location for any event. Our magnificent grounds have been host to some of the most prestigious events in Hawaii with companies such as Sony and the National Football League. Let us help you plan a memorable company party or the perfect wedding.
So whatever you're looking for, the Hawaiian experience you always dreamed of still exists at Paradise Cove.
For more information, go to the web address listed below

http://www.paradisecovehawaii.com 

Pearlridge Center:

Recently renovated, Pearlridge Center is a series of malls with shops, restaurants, theaters, and specialty shops.  For more information, go to the web address listed below:

http://www.pearlridgeonline.com/index.htm
If you are going to Pearlridge from Fort Shafter
Take the Moanalua Freeway (Route 78), heading west.  Stay in your furthest left-hand lane and take the Pearlridge/Pearl City exit. You will merge onto Kamehameha Highway. If you would like to visit Downtown Pearlridge, turn right on Pali Momi Street, then your first left at light and you're at Pearlridge Center Downtown. If you would like to visit Uptown Pearlridge, proceed on Kamehameha Highway and turn right on Kaonohi Street, where you'll find Pearlridge Center on your right.
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Victoria Ward Centers:
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Victoria Ward Centers has a variety of shopping, dining, and entertainment areas to choose from. Some of the main tenants include Dave & Busters Restaurant and Game Room, Compadre’s Mexican restaurant, and Stuart Anderson’s Steak House. Less than half a mile west of Ala Moana Center, the Ward Center Complex is situated on four city blocks with 120 one-of-a-kind shops and big-value retailers, 23 restaurants, and even a Farmers Market. You'll find an entertainment center featuring a 16-screen megaplex and a midway of interactive high-tech attractions. 

For more information, go to the website at:  www.wardcentre.com
COMMUNITY CHAPELS
(All directions starting from Fort Shafter Flats)

The 9th Regional Support Command has a chaplain available in Building 1557. The Chaplain’s office holds religious services on some drill dates, when available.   For more information you can call Chaplain (COL) Lynde, 438-1600, extension 3253.

The following are dates and times of other services from outside chapels.

Aliamanu Military Reservation (AMR):

Phone:  836-4599

Take Moanalua Freeway west (Route 78) to the Red Hill exit.  At the 4-way stop, turn left, crossing the overpass to the Front gate.  Follow Aliamanu Drive to the 4-way stop by the AAFES Shopette and Gas Station.  Turn left onto Bougainvillea Loop and follow the signs to the Chapel

	Catholic Services
	Friday – 0900

Sunday – 1030

	Gospel
	Sunday - 1200

	Contemporary Protestant
	Sunday - 0845


Fort DeRussy (Staffed only during services):

Phone:  438-2817

The Chapel is located in front of the Hale Koa Hotel (Waikiki) on the same road as the hotel parking ramp.

	Catholic
	Saturday – 1700 (September – May only)

	Hawaiian Style Catholic Mass on the beach
	Saturday – 1800 (June – August only) Near the Army Museum

	Protestant
	Sunday - 0900


Schofield Barracks (Main Post Chapel):

Phone:  655-9307

Take H-1 west to H-2 North, follow H-2 to its end and at the 2nd stoplight (Kunia Road), turn left.  From Kunia turn right through Foote Gate.  You are now on Foote Avenue.  Proceed to 2nd stoplight, and turn right onto Humphries.  Go to the next stoplight and turn right onto Cadet Sheridan.  The Chapel is located on the corner of Cadet Sheridan and McCormack.

	Catholic
	Sunday – 1030

	Gospel
	Sunday – 1200

	Protestant
	Sunday – 0900


Schofield Barracks (Chapel Annex):

Building 791, above the Child Development Center next door to the Main Post Chapel.

	Jewish
	Friday – 1800 (Sunset)

Saturday – 1000

	Islamic
	Juma’h Friday – 1300

	Pagan (Wicca)
	Wednesday - 1900


Schofield Barracks (Soldiers’ Chapel) (Staffed only during services):

Phone:  655-1277

Through Foote Gate, onto Foote Avenue, proceed thru 1st stoplight, and then turn right at the fire station just past the gym on the right.  The chapel is located down the street from the SGT Smith Theater and across from the Conroy Bowl.

	Catholic
	Monday – Friday – 1145 

Saturday – 1700

	Lutheran/Episcopal
	Sunday – 0900


Tripler Army Medical Center (TAMC):

Phone 433-5727

From the Tripler off-ramp on Moanalua Freeway, proceed up Jarrett White Road to the Medical Center. The Chapel is located on the 3rd floor in “D” Wing, on the ocean side.

	Catholic
	Mon, Tues, Thurs, Friday – 1200 

Saturday – 1700

Sunday - 1100

	Protestant
	Sunday – 0900 


POST EXCHANGES (PX), SHOPPETTES & COMMISSARIES

Aliamanu Military Reservation (AMR):

AMR has a 24-hour shoppette with a gas station, located in the Aliamanu crater, on the corner of Aliamanu Drive and Bougainville Loop.

Fort Shafter:

Building 550, PX/Market

The PX/Market was recently renovated in 2002.  This facility has a combination PX and commissary, so that you can buy some groceries without using your commissary card.  It is a one-stop convenience store, which also has a military clothing sales outlet.  The Fort Shafter PX/Market is open daily from 0700 – 1900, except certain holidays.

Hickam Air Force Base:

Hickam AFB is located between Pearl Harbor and the Airport.  Take Nimitz Highway west to get to the main gate. 

Hours of Operation:

	Base Exchange
	Daily 0900 – 2100 

	Commissary
	Monday – Friday 

0900 – 1930

Saturday  0800 – 1800

Sunday  1000 – 1800


Fort DeRussy/Hale Koa Hotel:

Up to the early 1990’s, Fort DeRussy was the home of the Army Reserves in Hawaii.  Nestled on the beaches fronting Waikiki, the Hale Koa Hotel is a 817 room complex exclusively for the military. The Hale Koa has a small post exchange available if you happen to be in the area.

	Post Exchange
	Daily 0700 - 2200

	
	


Red Hill Coast Guard Housing:

Red Hill has a shoppette / Class Six , called “The Country Store”,  located on the mountain side of Moanalua Freeway (Route 78), as you are heading up toward Aliamanu.  There is also a gas station available in the back of the housing area, approximately ½ mile from the entrance.  The gas station is open daily from 0800-1900, with gas prices that are lower than most of the other facilities.

Hours of Operation:

	The Country Store
	Daily 1100-1900

	
	


Pearl Harbor Mall:

Building 631, 4725 Bouganville Drive, Honolulu, 96818

The Mall at Pearl Harbor is the world’s largest Navy Exchange (256,037 sq ft.) and Hawaii’s largest commissary (92,165 sq. ft.).  Totaling over 348,000 square feet, the Mall at Pearl Harbor was opened in October 2002.  Besides an exchange and commissary, the Mall at Pearl Harbor provides a food court, several service shops and other concessions that make it the perfect one-stop shopping experience.  For more information, you can go online at:

https://www.nexnet.navy.mil/pls/nexstore/nx_display_facility?p_facility_no=419 

Hours of Operation

	NEX Navy Exchange
	Daily 0900 – 2100 

	Commissary
	Daily 0900 – 1900 


PERSONAL PHYSICAL TRAINING ACTIVITIES

Listed below are some areas that may be available to you for your physical training program:

Fort Shafter Flats Physical Fitness Center

Bldg 1558

(For access to room, check with cadre)

Fort Shafter Gym/Fitness Center

Bldg 665

Hours of operation may vary due to use by active duty personnel

(808) 438-1152

Fort Shafter Flats PT Field

- a paved track, the two mile route consists of 3 ¾ laps around.  Markers are visible for start and finish lines.

Tripler PT Field

Located below the hospital

The track surrounds a softball field, one lap equal approximately ¼ mile.

MISCELLANEOUS PERSONAL SERVICES

Here’s a list of places to go for haircuts, laundry, and other amenities you may need for your stay.

Fort Shafter:

	Barber Shop
	Monday – Saturday

Sunday
	0800 – 1800

CLOSED

	Quartermaster Laundry Service
	Monday – Friday

Saturday

Sunday
	0700 – 1800

0800 – 1400

CLOSED

	Launderette
	Daily
	0800 – 2200

	Alterations / Dry Cleaning
	Monday – Saturday

Sunday
	0900 – 1800

CLOSED

	Gas Station
	Daily
	0700 - 1900


Tripler AMC:

	Barber Shop
	Monday – Friday

Sunday
	0900 – 1700

CLOSED

	Post Office
	Monday – Friday
	0800-1200

1300-1515

	Shoppette
	Monday – Friday

Saturday

Sunday
	0800 – 1630 

0900 – 1530

CLOSED


Bank Machines:

A bank machine is available in the lobby of Building 1554, which is affiliated with the Star or Cirrus Financial Networks.  There may be a charge/fee to use the machine, if your bank is not affiliated with that vendor.

Also, most of the Army bases here in Hawaii are affiliated with First Hawaiian Bank (Star/Cirrus/Plus Financial Networks); Navy bases are affiliated with Bank of Hawaii (Plus Financial Networks).

OFF LIMITS ESTABLISHMENTS

The following is a list of establishments declared off-limits to military personnel in Hawaii by the Armed Forces Disciplinary Control Board:
Hawaii Natural High, 343 Saratoga Road, Honolulu, HI 96815;

Nimitz Mart, 3131 N. Nimitz Highway, Honolulu, HI 96819;

Pearl Kai Mini-Mart, 98-199 Kamehameha Highway, Aiea, HI 96701;

The Shelter/Club 1739, 1739 Kalakaua Ave., Honolulu, HI 96826; and 

The Dungeon/Temple/Atomics, 142 Mokauea St., Honolulu, HI 96819.
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Course Title _________________________________________________________   Phase ________  Class # _________





Start Date ________________      Senior Instructor:  ________________________________________________________





End Date  ________________                  Instructor:  ________________________________________________________





Student Name:  (Optional)  ____________________________________________________________________________





Instructor Evaluation





											             E          S         U





1.  How well was the instructor prepared for the classes?					             





2.  How would you rate the instructor’s knowledge of the subject?				             





3.  How well did the instructor state the course objectives?					             





4.  How well was the course organized?							             





5.  How would you rate the instructor’s conduct of the class?					             





6.  How helpful was the instructor with student problems?					             





7.  On the whole, how would you rate this class?						             





Classroom/Training Materials


											             Yes     No      N/A





8.  Were the training aids adequate? (mock-ups, training devices)				             





9.  Did the training equipment operate satisfactorily?						             





10.  Were training materials sufficient? (student guides, etc)			             		             





11.  Was there sufficient equipment available?						             


Overall Evaluation of the Course





12.  Would you recommend this course?							             





13.  Are there parts of this course that should have received more emphasis? 			             


            


14.  Are there parts of this course that should have received less emphasis? 			             		


15.  Was the in-processing timely and efficient?						             





16.  Was the condition of your quarters satisfactory?						             





17.  On the whole, was your experience here the 4960th satisfactory?				             





18.  Did you receive a Welcome Letter/e-mail to your home/computer?				             





19.  Was the school staff helpful?								             





20.  General course comments:   If you wish to make comments about any of the above questions, please key your comments to the appropriate question number.  Use attached sheet for your comments.





You can assist in improving the quality of the courses offered here at the Brigade, 4960th MFTB by completing this questionnaire.  Your comments concerning the training, both positive and negative, are needed to ensure the training here is kept current and realistic.  Feel free to add comments in the spaces provided.





Place a check mark in the appropriate box:  E= Excellent, S= Satisfactory, U= Unsatisfactory





Bridge





Turn right on Loop Road.  





Directions from Moanalua Freeway (78)  heading


 East (towards Honolulu) Use right lane, take 


Fort Shafter Exit, Yield to right at traffic light,


 Turn left at bridge, then follow road to left.  








Directions from Moanalua 


Freeway (78)  heading East


(towards Aiea / Pearl Harbor)


 Use right lane Take Fort Shafter Exit. Turn left at traffic light. Stay in left lane. Cross the overpass. Turn left 


at bridge, then follow road to 


the left. Turn right at Loop Rd








Turn left at Pass St.  





Turn right into the


 parking lot. 





Walk to the front of the 


Two story bldg. 1554
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