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CHAPTER 4

THE ARMY SCHOOL SYSTEM

PROFESSIONAL DEVELOPMENT BRIGADE SCHOOLS

CLASSROOM PLANNING, INSTRUCTIONAL MATERIAL, AND SUPPORT

______________________________________________________________________________

SECTION I.  CLASSROOM PLANNING

1. POLICIES
    a.  AR 351-1  -  Individual Military Education and Training, 15 Oct 87 (To be superceded by the draft AR 350-1 - Army Training and Education)

    b.  AR 135-155  -  Promotion of Commissioned Officers

    c.  AR 350-10  -  Management of Army Individual Training Requirements and Resources

    d.  AR 600-9  -  All Ranks Personnel Handbook (Ht/Wt Standards, Body Fat Standards)

    e.  AR 350-41  -  Training in Units

    f.  FM 21-20  -  Physical Fitness Training (Temporary/Permanent Profiles)

    g.  TR Reg 350-70  -  Training Development Management, Processes and Products

     h. TR Reg 351-10  -  Institutional Leader Education and Training

     i.  TR Reg 350-18  -  Training - The Army School System (TASS)

     j.  Army Distance Learning Plan (ADLP), 3 April 1996

     k.  TRADOC Operational Directive 1-96, 12 August 1996

     l.  TRADOC Policy memorandum (17 Sep 96) for Training Via Video-Teletraining (VTT)

     m.  DA Pamphlet 600-3  -  Commissioned Officer Development and Career Management

 
n.  DA Pamphlet 351-4  -  U.S. Army Formal Schools Catalog

     o.  DA Pamphlet 351-20  -  Army Correspondence Course Program Catalog

     p.  CGSC Circular 350-3  -  CGSC’s NonResident Catalog

     q.  Course proponents’ Program of Instruction (POI)

      r.  Course proponents’ Accreditation Plan for NonResident Instruction

2. CGSC’S ACCREDITATION PLAN FOR NONRESIDENT INSTRUCTION

    a. TRADOC TASS Mission Statement: Establish a cohesive and efficient Army School System of fully accredited and integrated AC/ARNG/USAR schools that provides standard individual training for soldiers of the total Army.

    b. TRADOC TASS Goal: A future Army school system which leverages AC/RC infrastructure for efficient institutional training that promotes institutional accreditation, instructor certification, standards, regional efficiencies, and sustains relevance and excellence in training and leader development.

    c. TASS Organization: TASS is organized under the Regional Schools Concept.  The Continental United States has been divided into seven geographic regions.  These regions are based on factors that include geographic and demographic data and the force structure of all three components.  Each region is organized around a Division of Institutional Training DIV (IT).  Each division has four or more brigades who oversee instruction in Professional Development, Health Services, Combat Support, and Combat Service Support.  Subordinates to the brigades are battalions aligned with specific proponent schools.  Battalions manage instructors who provide instruction at multiple “Teaching Sites” that ensure decentralized instruction is available to all soldiers.

         (1)  There are eight CONUS Professional Development (PD) Brigades organized under seven Divisions of Institutional Training.

         (2)  There are three overseas USAR Multi-Functional (MF) Brigades located overseas (Germany, Puerto Rico and Hawaii (Pacific Region).

     d. Functional Alignment is accomplished by aligning TRADOC proponent service school with TASS Training Battalions.  Functional Alignment is intended to develop shared responsibility for the quality of TASS Training Battalion instructors and graduates.

     e. The Command and General Staff College is tasked, through TRADOC REG  (TR) 350-70 and by TR 350-18 to schedule and conduct assistance and accreditation visits with aligned TASS CGSOC and CAS3 School Training Battalions.

         (1) The Commandant, Command and General Staff College is the accrediting authority responsible for the accreditation of all CGSOC and CAS3 teaching organizations worldwide.

              (a) Authority to conduct accreditation of organizations teaching CGSOC is delegated to the Director, DAO who will provide a recommendation to the Commandant concerning granting accreditation at the end of the accreditation period.

               (b) Authority to conduct accreditation of organizations teaching CAS3 is delegated to Director, CAS3, who will provide a recommendation to the Commandant concerning granting accreditation at the end of the accreditation period.

               (c) NRS – TASS is responsible for consolidating the accreditation results and recommendations from CAS3 and CGSOC and provide them to the Commandant NLT 30 days following the end of an accreditation period.

          (2) The purpose of accreditation is a process that measures quality, consistency, compliance, standardization, and resourcing of Active and Reserve Component training institutions.  Accreditation ensures that students in Army schools are learning the right tasks, (1) to the appropriate standards; (2) 

from qualified instructors and mentors; (3) with all the necessary equipment, supplies, support personnel and facilities; and (4) in an atmosphere conducive to learning and supportive of an appropriate standard of military life.

         (3) Aligned CGSOC and CAS3 battalions will be accredited every 3 years, in accordance with the below accreditation schedule in a single training year, unless the functional proponent commandant determines a need for more frequent accreditation.  The TRADOC minimum essential requirement for accreditation of each TASS Training Battalion is to evaluate one-third of the training sites; 80% of the class sites evaluated,  must receive a first time “GO” in order to grant accreditation.  The CGSC goal is to evaluate 50% of ATRRS scheduled classes; 80% of the class sites evaluated must receive a first time “GO” in order to grant accreditation.
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  f.  TYPES OF ACCREDITATION:  There are two types of accreditation: institution and course.

         (1) Institution accreditation certifies that an institution's training support and conduct of training are adequate to train to course standards.  Institution accreditation includes evaluation of all training being conducted to ensure training methodology, sequencing, and resources are in accordance with course requirements. 

         (2)  Course accreditation certifies that instruction is conducted in accordance with proponent guidance and that students graduating from the course are trained to the same standard as students graduating from the same course taught at the proponent service school.  Only a subject matter expert (SME) designated by the respective proponent service school is authorized to evaluate and recommend accreditation of a course.  Additionally, a course cannot be accredited unless the institution is accredited. 

   g.  RESPONSIBILITIES

         (1) The Commandant, CGSC is the accrediting authority for the school battalions.  The DNRS is the executive agent for accreditation of the CGSOC Battalions and, the Director, CAS3 is the executive agent for accreditation of the CAS3 Battalions.  The DAO has CGSC coordination proponency for the accreditation plan.

         (2) Site visits will be in accordance with the above TASS TRAINING BATTALION ACCREDITATION SCHEDULE.  Visits will be followed-up by both the individual site visit trip report (within 2 weeks of visit) and the Final Accreditation Report NLT 30 days after the accreditation year is completed.

          (3) The RC CGSOC and CAS3 school battalion commanders are responsible for—

                 (a) Scheduling and entering new instructors in Army training requirements and resources system (ATRRS) slots in Faculty Development Course (FDC) Phase I or the TRADOC Total Army Instructor Training Course (TAITC).

(b) Training instructors and ensuring their certification.

                  (c) Planning, coordinating and execution of classes.

                  (d) Scheduling and coordinating class sites.

                  (e) Maintaining coordination with the proponent headquarters, to include forwarding class training schedules and student rosters to the TASS (CGSOC/CAS3) office NLT 60 days prior to execution; changes made will be forwarded NLT 30 days prior to execution.

                  (f) Insuring all resources are requisitioned in a timely manner.

    h.   CGSOC ACCREDITATION

         (1)  CGSOC requires that the instructors use the current nonresident CGSOC curriculum.  The standard for this element is that the CGSOC instructor uses the current program of instruction (POI) to sequence his classes and current CGSOC provided courseware to present his instruction.  

         (2) Battalion commanders ensure each instructor meets the certification criteria as outlined in chapter 5 of this circular.

   (3) The CGSC evaluates instructional facilities and equipment to ensure that the facilities and equipment are adequate and suitable for small group instruction and the CGSOC curriculum.  Battalion commanders will approve, in writing, the selection of all instructional facilities within their command before the beginning of instruction.  Facilities and equipment will provide an atmosphere conducive to learning and meet the requirements as stated within the POI.


     (4) The CGSC evaluates classes to ensure instructors are meeting the standards and students are achieving the Cognitive Learning Level set by the course/lesson author for the lesson(s) presented. Accreditation will be conducted in accordance with the CGSOC NonResident Course Accreditation Evaluation Guide located at APPENDIX D. 

          (5) Evaluators.  

                 (a) CGSC will use the Title XI officers from NRS, TASS Branch as evaluators in the accreditation process.   


             (b) Evaluators are the eyes and ears of the accrediting authority; they represent the accrediting authority wherever they evaluate training in Army schools worldwide.  
    i.  CAS3 ACCREDITATION:  Accreditation ensures RC units meet the CAS3 goals.  The Director, CAS3 will establish evaluation standards to assess the following areas:

1.  Staff leaders meet qualification and certification requirements.

2. Instruction is conducted in accordance with policies.

3. Staff leaders follow CAS3 POI and curriculum.

4. Instruction is conducted in a manner conducive to learning.

5. Staff leaders provide meaningful feedback to the students.

6. Facilities and equipment provide an atmosphere conducive to learning.

7. CAS3 and PD battalion headquarters are providing adequate support to their staff groups.

   j.  INSTITUTIONAL SELF EVALUATION:  The Institutional Self Evaluation (ISE) is an annual comprehensive self-examination that the school battalion uses to identify its strengths and areas of concerns.  The purpose of the ISE is to focus on self-improvement and to establish the Total Army Quality environment of encouraging everyone to contribute to the organization’s success.  

          (1)  The school battalion commander appoints a team of staff members (including Title XI AC officers) and instructors / staff group leaders to evaluate the institution in comparison to the Mission Essential Task List (METL) and accreditation standards.  The school battalion’s METL and TRADOC REG 350-70-4 will provide a foundation against which the battalion commander evaluates his unit.  A copy of this assessment/evaluation is provided annually to TASS, Ft. Leavenworth for informational purposes only.

          (2)  The ISE will address ( recommend 3-5 pages focusing on items d through f  below) the areas listed below:

                 (a) Discuss school battalion’s accreditation history and any changes that have occurred since last accreditation evaluation, if applicable.

                  (b) State (the unit’s mission (peacetime and wartime).

                  (c) Present how the school is organized.  A review of the Table of Distribution and Allowances (TDA) is conducted for adequacy, i.e., ‘Does it allow you to properly complete your school mission?’

                  (d) Discuss the faculty of the school battalion.  The focus is on quality assurance.  Discussion includes education and experience levels, selection criteria for staff and instructors/staff group leaders, training status, and the number and location of all certified and interning instructors/staff group leaders.

                  (e) Describe the school battalion’s academic program, focusing on quality assurance and instructor abilities to execute the POI/curricula, using all available resources and reference materials.

                  (f) Present the commander’s assessment of each of his training facilities and classrooms.  Focus is on the adequacy of each to conduct small group instruction (CGSOC) or staff group instruction (CAS3).  Identify initiatives to fix shortfalls.

                   (g) Present the commander’s assessment of the School Battalion’s relationship with its proponent school.  Identify challenges where assistance from the proponent is required.

            (3) School battalion commanders will submit a copy of their yearly Institutional Self Evaluation report to the Commandant, CGSC, ATTN:  ATZL-SWO-CA, Fort Leavenworth, KS  66027-1352 NLT 1 SEP, prior to the start of the accreditation year. 

            (4) Upon receipt of the battalion commander’s ISE, the appropriate proponent school director will begin detailed planning and coordination for the accreditation visit.

    k.  FUNDING

            (1) CGSC will provide funding for all accreditation visits.

            (2) TASS school battalions, or higher headquarters, will provide funding for assessments / assistance visits and training visits from resident course instructional departments or CAS3 from Fort Leavenworth.

3. SMALL GROUP INSTRUCTION (SGI).  TRADOC advises that small group instruction will be conducted with a minimum of ten students unless otherwise directed by the POI.

    a.  CGSOC.  Small group instruction is the only approved learning environment for CGSOC since it maximizes the varied backgrounds and experiences of group members to achieve the desired group dynamics and the CGSOC learning methodology.


b.  SPC.  The staff group is the bedrock upon which everything else in the Staff Process Course is built.  This 12-person group develops a dynamic relationship that affects every aspect of the learning process.  The 12-person configuration is the standard for CAS3.

4.  CLASS SIZE

a.  CGSOC, IDT Phase I.

          (1) IAW TRADOC Regulation 350-70 the maximum recommended student-to-instructor ratio is 16:1; and a minimum recommended student-to-instructor ratio of 10:1.

          (2) The minimum class size to start an IDT, Phase I staff group is ten students (or eight students and two intern instructors).

               (a) Intern instructors are considered as students, but no more than two intern instructors will be counted towards the total class size count.  Intern instructors will not be awarded CGSOC academic credit hours for work completed as part of their Faculty Development certification, and all policies and procedures applicable to students will apply for intern instructors (i.e. attendance, testing, etc.)

               (b) Intern instructors are authorized to conduct a minimal amount of instruction for internship certification and Subject Matter Proficiency (SMP) verification, however intern instructors are not authorized to share in primary instructor workloads.  Battalion Commanders are to follow the instructor certification instructions in Chapter 5 as to when an intern can be on the platform.

               (c) Additional instructor sets will be issued to intern instructors when the material is available on CD or the WEB.

          (3) Classes that drop below ten students at any time during the cycle must submit a request for waiver for class size to the approving authority, Director, Academic Operations (DAO) with a copy furnished (CF) to the appropriate RCE by the most expeditious means available.  Staff groups that drop 

below ten students must submit a waiver request with a strong justification to continue the M-series curriculum.  If a waiver request is not received or is disapproved, students will be disenrolled from the M-series curriculum and issued S-series materials for phase completion credit.  When a class has been directed to disband because of the class size standard, the students have the option of waiting another year to join under the auspices of the brigade school or they may enroll in the correspondence option.

The student’s decision making has to take into account their time limit, the course’s different curriculum tracks and the student’s scheduled promotion boards.


b. CGSOC, IDT, Phase III.

         (1) Like Phase I, the ideal staff group size should consist of a minimum of ten students.  Due to normal attrition rates between Phase I and III, the minimum staff group size at the start of a cycle is modified to a minimum of eight eligible students (or six eligible students and two instructor interns). 

         (2) The minimum class size to start an IDT, Phase III staff group is eight (8) students (or six (6) students and two instructor interns).  Classes that drop below eight students (or six students and two instructor interns) at any time during the cycle must submit a request for waiver for class size to the approving authority, Director, NRS with a copy furnished (CF) to the appropriate RCE by the most expeditious means available.  Staff groups that drop below eight (or six) students must submit a waiver request with a strong justification to continue the M-series curriculum.  If a waiver request is not received or is disapproved, students will be disenrolled from the M-series curriculum and issued S-series materials for phase completion credit.  When a class has been directed to disband because of the class size standard, the students have the option of waiting another year to join under the auspices of the brigade school or they may enroll in the correspondence option.  The student’s decision making has to take into account their time limit, the course’s different curriculum tracks and the student’s scheduled promotion boards.

       (3) The maximum class size is 16 per TRADOC Regulation 350-70.


c. CGSOC, ADT, Phase II and IV.

         (1) The minimum class size for an ADT staff group is ten eligible students.  Waiver requests for minimum class size will not be accepted for ADT cycles.  School sites that cannot constitute the minimum class size during the ADT cycle will be directed to disband and no credit will be issued for the M-series.

         (2) Brigades must not exceed the maximum of 16 without approval from the course proponent.

Waiver requests must be sent into the course proponent.

    d.  Staff Process Course (Phase II of the Captains Career Course).

       
(1) The minimum number of students required to start a staff group is ten.  The maximum staff group is 13.  Staff groups larger than 13 or smaller than 10 require a waiver from the Director, CAS3, before conducting the first class.  Staff leaders will not conduct classes with less than ten students without an approved waiver from the Director, CAS3.  Battalion Commanders submit requests for waiver through DNRS to the Director, CAS3.  INTERNING STAFF LEADERS DO NOT COUNT IN THE TOTAL WHEN DETERMINING THE CLASS SIZE.  If the Director, CAS3, disapproves the request, the students may be moved to other staff groups in order to attend CAS3. 

  
  (2) The standard model for presenting SPC is “7 + 2.”  This model uses seven Multiple Unit Training Assemblies (MUTA4) periods and a 15 day annual training (AT) period to conduct the course.    PD Brigade Commanders have approval authority for scheduling “7 + 2” and “2 + 2” configured classes.  The “2 + 2” configured class consists of one 14 day active duty for training (ADT) session, Phase IIA and one 15 day AT period, Phase IIB, with a minimum three week break between phases.  The Director, CAS3, retains approval authority for all unscheduled (pop-up) “2 + 2” or “7 + 2” classes.  The Director, CAS3, is also the approval authority for all other class variations (i.e., more than three active component officers to a staff group or two 7 + 2 classes in one month), which the PD Brigade commanders will submit in writing through the Director, Nonresident Studies at least 30 days prior to class start date.


e.  TNET Classes.  Army VTT is a training resource that permits students and instructors at geographically remote sites to participate in interactive courses.  Installed in either of two configurations, VTT can provide one-way video with two-way audio (1V2A) or two-way video and two-way audio (2V2A).  VTT permits the presentation of motion video, either live or videotaped, and supporting still frame graphics such as viewgraphs or charts.  VTT can transmit information from many media.



(1) TNET may not be used for Staff Process Course Classes.

        
(2) The minimum CGSOC class size for a TNET class is ten eligible students.  Class size is defined as the sum of all the students at each site.  Each site must have at least three students.   Each TNET site must have a certified instructor (“Certified” includes Faculty Development Phase IV (the Continuing Education phase) which includes the Videoteletraining Instructor Training Course (VTT ITC)) with all appropriate instructional materials present for the lesson/course being taught in the event the TNET site goes down.

        
(3) HQ, TRADOC, DCST is responsible for developing VTT policy and guidance, identifying and prioritizing locations of mobile TNET sites, establishing VTT instructor training requirements, approving VTT site coordinator training requirements, and supporting personnel authorizations needed to conduct VTT effectively. 

        
(4) ATSC serves as Executive Agent for implementing VTT to include contracting, scheduling, air time prioritization among sites, maintenance, site coordinator training, managing availability and coordinating strategic locations of mobile TNET units and trains VTT instructors.

           (5) More organization than usual is necessary, if you plan to have two or three sites on TNET.  The coordinating instructors still have to submit CGSC Form 59s and have eligibility determined.  Once the eligible students are established at the different sites, the CGSC 234 (Class Roster) has to indicate that this is a TNET class and who the other classes are.  The students need to be listed on ATRRS, plus 

TNET Coordination must be approved.  Contact the DNRS Chief of Operations for assistance in establishing a TNET class at (913) 758-3341.

     d.  For all Classes (SPC and CGSOC)

          
(1) Attending a brigade class does not constitute automatic enrollment in the course or the phase.  Until the class is considered valid (all standards met) by the course proponent, students are not officially 

enrolled in the course or the phase.  No credit is given for course work attempted while the student is attending in an ineligible status or the class is considered invalid.

          
(2) A reservation on ATRRS is a seat being held for future use.  It does not mean that the course proponent has approved the reservation nor that the student has met the eligibility requirements.  The course proponent urges all parties involved to make sure that all students are eligible and remove all ineligible students from ATRRS and classes.

           (3) ATTENDANCE:
                 (a) IAW CAS3 Policy, students must attend their classes.  Consult CAS3 Bulletin No. 7 for specifics.

                 (b) CGSOC Requirement.  Students cannot be absent more than 16 approved hours per phase (any combination of weekend or weeknight classroom hours totaling 16 hours).  The Brigade Commander, and the Director, Academic Operations, and TASS, FLVN, approves absences as outlined in this policy.  A student with more than 16 hours of unapproved or approved absences is subject to dismissal after review of the individual’s situation by the Chain of Command and TASS, FLVN.

                 (c) CGSOC Responsibilities.  The CGSOC Battalion Commander is responsible for managing the Attendance Policy and maintaining the standards in the Nonresident Course, Classroom Option.  The following steps will be taken to ensure timely processing of appropriate documentation regarding absences:

                       1 The site instructor(s) will notify the Battalion Commander when a student is in danger of being disenrolled due to excessive absences (i.e., the student has missed 8 or more hours of instruction.)

                       2. The Battalion Commander or site instructor will notify DNRS via phone call or E-mail of a pending disenrollment.

                       3. The Battalion Commander will notify DNRS in writing indicating the student has been dropped from the Classroom Option because of a failure to meet minimum attendance requirements.

                       4.  The Chain of Command will review each case separately.  Even a student with authorized absences and approved waivers is subject to dismissal from the course pending review by the Chain of Command and TASS, FLVN.  Battalion Commanders and Senior Instructors are responsible for ensuring ALL students and instructors understand the guidelines of this policy clearly upon enrollment in the classroom option.  Emphasis should be made on the course demands for higher cognitive learning and the necessity of group inter-active work in order to achieve the higher cognitive levels.

                 (d) Authorized Absences.  The following conditions must apply to justify an authorized absence:

                       --Deployments

                       --Family Emergencies

                       --Civilian Employment Requirements

                   (e) Approving Authorities

                         --The on site instructor may approve up to 8 hours authorized absences per phase.

                         --The Battalion Commander may approve up to 8 additional hours absence per phase (aggregate 16).

                         --The Brigade Commander may approve up to 8 additional hours of authorized absence (Aggregate 24), under the same conditions as above, and based upon the students’ previous record of attendance, class contribution, and adherence to a make-up policy and the student’s overall potential for success in the course.  Notification of this additional 8 hours will be made to DNRS and TASS, FLVN NLT one week following the approved absence.

                 (f) Exceptions to Policy.  Exceptional cases, to include absences in excess of the hours approved by the Chain of Command (i.e., more than 24 hours), that warrant continued participation by the student in the classroom option must be approved in writing by the CGSOC TASS office within one week of the absence that exceeds the standard, or the student will not receive credit for that phase.  The student will initiate the Request for Waiver, or Exception to Policy, through the instructor, the Battalion Commander, the Brigade Commander, the Director, Nonresident Studies to the TASS, FLVN office.  Final approval authority is the Director, Academic Operations.

                 (g) Make-up Guidelines.  Battalion Commanders are responsible for developing, managing and enforcing a make-up policy, that ensures the student who has been absent from a class receives a similar educational experience as those who attended, and that he/she can attain the appropriate cognitive level of the lesson(s) missed.  Students who miss the Small Group Instruction (SGI) of the Classroom Option are unlikely to achieve the same standards as their peers if left to learn through independent study.  Battalion Commanders will, in concert with the instructor and the student, make every reasonable effort to ensure that the student has the opportunity to attend a make-up class that incorporates the SGI experience appropriate to the missed block of instruction within a reasonable period of time following the absence.  Some additional guidelines must be considered:

                       --A make-up class/lesson conducted with another staff group may be considered as actual class attendance and thus not counted against the hours of authorized absences.

                       --Knowledge and Comprehension Level Classes:  Classes that have a Cognitive Level of Knowledge and Comprehension may be made-up through one-on-one instructor-student instruction.  A student may also be able to gain the appropriate level of learning through a written requirement covering the subject material/lesson, or through sub-grouping with peers outside of the classroom.

                       --Application through Evaluation Level Classes:  Classes with a Cognitive Level of Application or higher require more intense instructor involvement in the student’s learning.  Allowing the student to learn through self-study and coordination with other students for salient points of a lesson is very unlikely to enable him/her to achieve the learning standards.  Commanders must attempt to get the student into another small group, when feasible, for make-up of the classes missed, or have the students lead group Practical Exercises, during the scheduled classes.  Otherwise, instructors must develop a detailed plan, combining individual written requirements and presentations to the class, or sub-group sessions separate from regularly scheduled classes, to ensure appropriate learning is achieved.

                 (h)  Bottom Line.  The Battalion Commander is ultimately responsible for providing the student every opportunity to learn.  The student is responsible for meeting the standard.  The Site Instructor must assure the Battalion Commander that the student has achieved the respective standards for every class attended and missed.  The Chain of Command must make missing a class less desirable and do everything possible to avail the student with the means for success.

5. ARMY TRAINING REQUIREMENTS AND RESOURCES SYSTEM (ATRRS)
    a.  ATRRS will be used to manage TASS classes IAW AR 350-10.  AR 350-10 explains the development of training requirements, scheduling of classes, solicitation of training requirements, the Training Resource Arbitration Panel (TRAP) and the quota management system.

    b.  Some of the ATRRS screens are as follows:

       
(1)  SL = Course Prerequisite Screen (These screens are not always up to date, therefore Bn Cmdrs should check regulations and/or call DNRS.)  TRADOC’s home page does post requirements from

DA Pamphlet 351-4.



(2)  R5 = Class Stats/Quota Sources



(3)  C3 = Class Schedules

        
(4)  R1 = Class Roster Short

        
(5)  R2 = Class Roster Long

       
(6)  LC = Course Listing Display (ATRRS is not just for CGSC’s nonresident programs.  It is for all the Army courses.)

    c.  ATRRS’ class schedules are available for students to review on 1 July of each fiscal year.

        
(1)  The C3 screen should indicate the fiscal year, school or regional code, course number, phase, and class size (maximum, optimum, and minimum based on guidance provided by the COURSE PROPONENT’S POI).

        
(2)  The C3 screen should also list the classes by number, the location of the class, the instructor of the class, and if the structure of the course varies from the standard eight IDT weekends and one two week ADT.

    d.  CGSC’s ATRRS’course number are listed at the beginning of Chapter Two (CAS3’s SPC), Chapter Three (CGSOC) and Appendix C.

    e.  The regional numbers for CAS3 are as follows: A702, B702, C702, D702, E702, F702, G702.

The letter refers to the region or Division of Institutional Training (DIVIT) and the “702” refers to CAS3.  The location of the DIVIT, brigades and battalions are found in Appendix C.

    f.  The regional numbers for CGSOC are as follows: A701, B701, C701, D701, E701, F701, G701.

The letter refers to the region or Division of Institutional Training (DIVIT) and the “701” refers to CGSOC.  The location of the DIVIT, brigades and battalions are found in Appendix C.

    g.  Overseas school codes are: 265 (Puerto Rico), 3747 (Europe) and 4960 (Alaska, Hawaii, Japan, Korea)

    h.  R5 screens provide the class statistics for all quota sources

        (1)  For each class number listed, the start and end date is listed.

        (2)  The R5 screen provides the quotas and the reservations made.  It also indicates how many seats are still available and how many students are in a “Wait” status.


i.  The R1 screen will indicate the reservation status of the students.  There is a reservation, input, and output status for each student.  Some of the Status Codes have to have Reason Codes.

           (1) Reservation Status (RS) Codes

               (a)  R = Confirmed Reservation (The student who has a confirmed reservation has priority over the student in a “Wait” status.)

               (b)  W = Waiting for Reservation

               (c)  F = Class has been non-conducted.

       
     (d)  C = Cancelled



(2) Input Status (IS) Codes (Not all the codes are listed.  Listed are the most commonly used).

           
     (a)  I = New Input (Reported In)

                 (b)  N = No Show

              
(c)  U = Showed, but not qualified to begin training.

              
(d)  H = Hold, showed - Did not start.

         
(3) Output Status (OS)

                   

G = Graduate, successfully completed class

                       
K = Re-trainee out, to another course of instruction

                     

L = Recycle out, to another class, same course

                     

H = Hold, graduated, did not ship

                     

D = Discharged from the Army



          

Z = Other nonsuccessful completion


      (4) Reason Codes

                 


A = Comprehension/Academic

                     

B = Physical Fitness

                     

C = Motivational

                     

D = Leadership Skills 

  


     
E = English Language Competency

                     

F = Early Discharge Program/Medical Separation (IAW AR 635-220, AR 635-40)

                     

G = Does not meet ht/wt standards

                     

H = Erroneous Enlistment 




        I = Leave, Emergency







J =  Medical (Temporary Medical Hold)

                     

K = Disciplinary

                     

L - Compassionate

                     

N = Unit Recall





   O = Erroneous Enrollment

                     

P = Hospitalization

                     

S = Security

                     

T = Trainee Discharge Program

                     

W = AWOL

                     

X = Desertion

                     

Z = Other, not included in any other reason category above


c.  Loading of Class Schedules

          (1) All classes will start and end in the same fiscal year.  No split year classes will be authorized.

          (2) Quotas assigned should not exceed the course proponent’s guidance in the POI.

          (3) The Class Schedule Display (C3 screen) will state in the location field the city/state and the name of the instructor.  For CAS3, it also needs to state the option.  The class schedule display for CAS3 IIB should also state the city/state, and name of the staff group leader.  The IIB class should be identical to the IIA class in regards to students’ name.  Students must request a waiver if they cannot attend IIB with the same staff group.  Remember, a waiver request is a “request,” not a guarantee of approval.

          (4) Brigades should encourage battalion commanders to establish dates and locations that are firm rather than flexible.  Students world wide are reviewing ATRRS and having orders issued based on information that is listed on ATRRS.

          (5) DNRS does not nonconduct classes prior to a class start date, however AR 350-10  provides guidance to USARC and the DIVITs concerning nonconduct of classes.  After the “Start Date” passes and the class is not filled, DNRS will recommend to the brigades and USARC cancellation of classes.

 
    (6) Configuration of the classes

       
(a) Ninety percent of the nonresident programs of CGSC are structured to fit the most cost effective method as well as not compromise the integrity of the curriculum.  Therefore, Inactive Duty Training (IDT) is usually eight monthly meetings with one Active Duty Training Period (ADT).  The IDT may be taught in weekly meetings (SPC IDT classes are taught only in monthly meetings), however, ADT is always a two-week period.

          (b)  The 8 + 2 structure is the “norm” for CGSOC and 7 + 2 for CAS3.  However, if a brigade feels it is necessary to deviate from the POI, the brigade must seek approval from the course proponent.  The most important paragraph is the justification paragraph.

          (c)  CAS3 2 + 2 option (two ADT periods in one fiscal year) does not require the course proponent’s approval; however, it must be on the class schedule listing on 1 July.  Unscheduled classes (not on ATRRS), must be approved by the Director CAS3.   The establishment of a 2 + 2 must follow guidelines in paragraph c above plus the additional following guidelines:

                 --There must be three weeks between the first and second ADT period.

                 --No IIB can begin before 1 January of the fiscal year due to availability of IIB courseware.  This ruling depends on whether CAS3 has the IIA and IIB material available for a single shipment during the summer months.

                 --Students must be isolated from both family and work.  Students must remain at the 2 + 2 site for the duration of the class.

                 --During the IIA, students must have individual rooms due to individual work requirements.

                 --Two certified CAS3 staff group leaders must be assigned per staff group.  Staff groups conducting class in geographic proximity to each other may request a waiver to this requirement from the Director, CAS3.  No more than three active component officers per staff group.

                 --The primary staff group leader facilitates 80 percent or more of classroom instruction (no team teaching).

                 --All IIA requirements must be completed by end of the IIA phase.

                 --Classes must meet the proponent’s class size requirement.

6.  ENROLLMENTS, GRADUATION, AND DISMISSALS

a.  Is the officer eligible for enrollment, graduation and/or dismissal?

         (1) Enrollment, graduation and/or dismissal criteria for SPC is found in Chapters 1 and 2.

         (2) Enrollment, graduation and/or dismissal  criteria for CGSOC is found in Chapters 1 and 3.

     b. Where does the officer find information about ATRRS classes?

         (1) Locations of PD brigades are found in Appendix C of this catalog.

         (2) Courses and their ATRRS numbers are listed in DA Pamphlet 351-4 and DA Pamphlet 351-20.  These pamphlets are also on the TRADOC home page.

         (3) Students should ask their PMO or unit ATRRS operator to assist them.

         (4) Bn commanders and instructors can provide ATRRS class numbers to the students, so the student will put the actual class number on the AATAS application.

         (5) Use the ATRRS information search on the Internet.  ATRRS Internet Address is:

               

 http://www.atrrs.army.mil

     c.  AATAS applications.

         (1) If students want to enroll in the classroom option of CGSOC or SPC (CAS3), they must submit an ATRRS’s Automated Training Application System (AATAS) worksheet to the proper ATRRS operator. CAUTION: The AATAS applications does not ask for enough information for the ATRRS 

operators, PMOs, and brigade commanders to always determine eligibility correctly.  Thirty-five percent of the AATAS applicants placed on ATRRS are not eligible for the CGSC nonresident classes.  Therefore, DNRS highly recommends that the brigade schools have the student fill out the CGSC Form 59-R to help determine eligibility.  Even with the CGSC Form 59-R, the ATRRS operator and brigade 

school will not know the correct curriculum track for the CGSOC student.  Call DNRS to help determine eligibility for a student.

        
(2) TPU officers submit their application through their chain of command to their unit’s ATRRS operator.

       
(3) IMA and IRR officers submit their applications to ARPERCEN.  ATRRS personnel telephone number listed in Appendix C.

       
(4) AGR and active component officers submit their applications to their PMO at PERSCOM.  ATRRS personnel telephone number listed in Appendix C.

        
(5) National Guard officers must submit their applications to their state’s ATRRS operator.  ATRRS personnel telephone number listed in Appendix C.   

7. INSTRUCTOR CERTIFICATION
     a.  NR SPC and CGSOC will be taught by a certified instructor.

     b.  Refer to Chapter 5 in regards to eligibility requirements for an instructor to be certified.

8.  CGSOC INSTRUCTOR TRAIN-UP
     a. IAW the 2001 POI, SY 2001 will require an additional proponent school training at the ratio of one hours of proponent school training for every 2.25 ICH.

     b. The increase in SME train-up hours is necessitated by the new M300 course material.  The redesign of the M300 course to include detailed IPB and a computer simulation exercise (Decisive Action, Phase IV, M300 for AY 2002 and beyond) requires this additional train-up time.  This is especially critical training until the TASS battalions can develop certified SMP instructors within their respective units.

9. CGSC WAIVER REQUEST POLICY
    a.  Waiver requests can be submitted for any issue that causes units to violate the letter or intent of the regulations, pamphlets, policy memorandums, and any other administrative or operational TASS related requirement outlined in the references at the beginning of this chapter.  Units will copy furnish (CF) all requests for waivers to their appropriate Regional Coordinating Element (RCE) and PD Brigade HQs. 

    b.  CGSOC

         (1)  All waiver requests will be reviewed on a case-by-case basis.  Requests will be submitted no later than 15 days prior to the start of a class date or as soon as possible.  Waiver requests will be accepted by normal mail, facsimile or E-mail.  The CGSOC Battalion Commander’s signature must accompany the waiver request to be considered valid.  A copy furnished (CF) will be provided to the 

appropriate RCE and PD brigade HQS for all correspondences submitted to CGSC.  Samples provided at the end of this chapter.

        (2)  All waiver requests submitted for review must originate from the CGSOC Battalion Commander.  Waiver request submitted by regional instructors to CGSOC will not be actioned and will be returned to the appropriate CGSOC battalion for commander endorsement.

         (3)  Request for waivers will be submitted through Director, Nonresident Studies (NRS), ATTN: Chief, Student Services, 280 Gibbon Avenue, Fort Leavenworth, Kansas 66027-2314  to the approving authority, Director, Nonresident Studies (NRS), 280 Gibbon Avenue, Fort Leavenworth, Kansas 66027-2314 for decision.

         (4)  All waiver requests will be accompanied by a detailed justification and any supporting documentation (i.e., CGSC Form 59) IAW the format below.

     c. SPC

        (1)  All waiver requests will be reviewed on a case-by-case basis.  Normally, requests will be submitted at least 30 days in advance.  Waivers will not be accepted after the fact.  Waiver requests will be accepted by normal mail and facsimile.  The CAS3 Battalion Commander’s signature must accompany the waiver request to be considered valid.  An endorsement from the PD Brigade commander is required on all waiver requests.

        (2)  All waiver requests that are submitted for review must originate from the CAS3 Battalion Commander.  Waiver requests submitted by area coordinators and/or staff leaders to CAS3 and DNRS 

will not be reviewed and will be returned to the appropriate CAS3 Battalion for the commander’s endorsement.

       (3)  Requests will be submitted through the PD Brigade Commander and the Director, NonResident Studies, ATTN: Chief, Student Services, U. S. Army Command and General Staff College, 280 Gibbon Avenue, Fort Leavenworth, Kansas 66027-2314  to the approval authority, Director, Combined Arms and Services Staff School (CAS3), ATTN: ATZL-SWB, U. S. Army Command and General Staff College, 1 Reynolds Avenue, Building 111,  Fort Leavenworth, Kansas  66027-1352.

       (4)  All waiver requests will be accompanied by a detailed justification and any supporting documentation.  See samples of the waiver request memorandums on the following pages.

10. CGSOC WAIVER REQUEST FORMAT
DEPARTMENT OF THE ARMY

ORGANIZATIONAL NAME

CITY, STATE, ZIP CODE

OFFICE SYMBOL









DATE

MEMORANDUM THRU Director, Nonresident Studies, ATTN: Chief, Student Services, 280 Gibbon

                                             Avenue, Fort Leavenworth, Kansas  66027-2314

FOR Director, Nonresident Studies (NRS), 280 Gibbon Avenue, Fort Leavenworth, Kansas 66027-2314

SUBJECT: Request for Waiver

1. Explanation of waiver request (i.e., what type, minimum class size, instructor certification).

2. Justification for waiver.  This is the most important paragraph.  It must be a detailed explanation outlining why it is critical for the waiver to be approved.  As appropriate, this paragraph should address impacts on the students, the course, facilities, instructors, resources and unit.  Clearly explain why it is critical for this waiver to be approved.

3. Explanation to ensure that corrective action is being taken to preclude future waivers of a similar type.

4. POC.

2 Encls





(School Battalion Commander)

1. CGSC Form 234-R or 59s


SIGNATURE BLOCK


2. Any Other Supporting Documents

LTC, XX









Commanding

CF:

CDR, XX DIV (IT)

CDR, XX PD Bde

Director, RCE-X 

11. SPC WAIVER REQUEST FORMAT
DEPARTMENT OF THE ARMY

ORGANIZATIONAL NAME

CITY, STATE, ZIP CODE

OFFICE SYMBOL                                                                                                        DATE

MEMORANDUM THRU 

Commander, PD Brigade, address

Director, Nonresident Studies, ATTN: Chief, Student Services, 280 GibbonAvenue, Fort Leavenworth, Kansas 66027-2314

FOR Director, Combined Arms and Services Staff School, U.S. Army Command and General

Staff College, 1 Reynolds Avenue, Fort Leavenworth, Kansas 66027-1352

SUBJECT: Request for Waiver

1. Explanation of waiver request (i.e., what type, minimum class size, instructor certification)

2. Justification for waiver.  This is the most important paragraph.  It must be a detailed explanation outlining why it is critical for the waiver to be approved.  As appropriate, this paragraph should address impacts on the students, the course, facilities, instructors, resources and unit.  Clearly explain why it is critical for this waiver to be approved.

3. Explanation to ensure that corrective action is being taken to preclude future waivers of a similar type.

4. POC.

2 Encls





(School Battalion Commander)

1. CGSC Form 234-R or 59


SIGNATURE BLOCK

2. Any Other Supporting Documents

LTC, XX









Commanding

CF: 

CDR, XX DIV(IT)

                                         SECTION II. INSTRUCTIONAL MATERIAL
12.  AUTHORITY FOR REPRODUCTION AND DISTRIBUTION


a.  The U.S. Army Command and General Staff College develops instructional material for nonresident CAS3 and CGSOC taught in the Professional Development Education (PD) Brigade Schools and for their correspondence students.


b.  Material which is prepared for the PD Brigade option is authorized releasable IAW TRADOC Reg 

350-70 and TRADOC Reg 351-18 by the Directorate of NonResident Studies to the Brigades and Battalions for distribution to the students who have selected or are attending the PD Brigade option.  Material which is prepared for the correspondence option is issued directly to the student.


c.  Material distributed to the Brigade School differs very little from the correspondence option.  The biggest difference is the way it is packaged.   Much of the curriculum is given to the battalion instructor for him to present to the student and for the brigade school to recover and reuse in the following years.

     d.  The course proponent is the only agency, which can authorize reproduction of their courses. 

     e.  Brigade and battalion personnel always need to be cognizant of copyright infringement.  Copyright infringement, as stated in Chapter One, applies to staff and faculty, as well as to students.  Copyright permission is purchased based on the number of copies reproduced. 

     f. In future years, if the PD brigades desire printed material, they will be responsible for reproducing, warehousing and distributing the course proponents’ material found on a CD or located on the WEB.
13.  GENERAL INFORMATION


a.  DNRS/ATSC forwards instructional material to a predetermined site (individual or central) in the battalion.  Shipments are normally made by commercial carrier sites within the Continental United States (CONUS) and by military official mail (MOM) to classes located overseas.  Consider a centralized location for several classes.  Distribution to one central location in a region allows for centralized control of class size, student eligibility, cross leveling of material, test control, recovery of reusable material, and lower shipping costs.  


b.  The material for the training year is usually shipped in two major shipments:



(1)  Inactive Duty Training (IDT).  DNRS authorizes SPC and CGSOC IDT material distribution.  SPC and CGSOC material is distributed when a class roster is on ATTRS indicating a valid group of 

eligible students. “Valid” means at least ten ELIGIBLE students with a certified instructor for Phase I and eight ELIGIBLE students for Phase III.

(a) Phase I Shipment

(i) DNRS will ship to the instructor the minimum of 10 “ELIGIBLE” student sets plus two additional sets.  Providing the instructor has a minimum valid group of eligible students.  DNRS will provide the additional two sets up to the maximum student class size of 16, i.e., if the class size is 14, plus two will be given equaling 16.  If the class size is 15 DNRS will add only one student set equaling the total 16 the maximum class size.



(2) Active duty for training (ADT).  DNRS authorizes SPC and CGSOC ADT material distribution.  Advance CGSOC ADT instructor material is shipped 15 March to the ADT site.  Advance SPC IIB material is shipped in November/December.


c.  Shipments for SPC and CGSOC nonresident programs normally include:

          (1)  Program of Instruction (POI).  The POI for SPC and CGSOC are on the WEB.  The CGSOC POI can be accessed on the NRS home page (https://cgsc.leaveworth.army.mil/nrs).  The SPC POI can be located on the CAS3 home page (https://cgsc2.leavenworth.army.mil/cas3/students/).  CGSOC's Training Schedules are in the POI.  Appendix B of this catalog provides the different CGSOC curriculum tracks.  CAS3’s Training Schedules are packed in the IDT shipment.  Appendix A provides the CAS3 curriculum for the school year.

  

(2)  Command and General Staff College's Nonresident Catalog (CGSC Circular 350‑3).  DNRS prepares the nonresident catalog.  The nonresident catalog is found on the NRS home page:  https://cgsc2.leavenworth.army.mil/nrs.

14.  DEPARTMENT OF THE ARMY (DA) PUBLICATIONS


a.  The United States Army Publications Distribution Centers (USAPDC), Baltimore and St Louis, distribute DA publications required to support CGSC's nonresident programs.    Distribution method is CD Rom or on the WEB.   The Internet address is WWW.ATSC-ARMY.ORG/ATDLS.HTML .  

Field Manuals for CGSOC and CAS3 may also be found on DNRS home page at https://cgsc2.leavenworth.army.mil/nrs or CGSC.LEAVENWORTH.ARMY.MIL/NRS.    


b.  Brigades/Battalions are responsible for requisitioning DA publications for CAS3 and CGSOC.  DNRS recommends that the brigades consolidate all the orders for the CAS3/ CGSOC classes prior to requisitioning.


c.  Brigades/Battalions should use electronic ordering.  The paper version of DA Form 4569 is no longer accepted for use in ordering publications and forms.  Publications orders are shipped to the address that is on file in the Standard Single Account File (SSAF).  If the address is incorrect or incomplete, battalions will not receive their publications.  Use DA Form 12-R to make changes to the

account address and send it to the St Louis center so they can change the SSAF to reflect the correct information.  Provide a complete unit designation, street address, city, state, and Zip plus four.


d.  STARPUBS DDN Interface System (SDIS) allows account holders to order publications using 

E-mail via the Defense Data Network (DDN).  In addition to providing the brigades a quick, easy ordering system, SDIS users receive an order status message within 48 hours of order submission.  The SDIS requires specially developed PC software.  Users may obtain the SDIS software, installation instructions, and a User’s Manual from the USAPPC point of contact at DSN 221-6238 or (703) 325-6238.  Even if the brigade is without DDN capability, you may still use the SDIS software to create your order.  Then save the requisition to a disk (instead of sending it via E-Mail) and mail the disk to the Commander, U.S. Army Publications and Printing Command, ATTN: Publications and Printing Command, ATTN: ASQZ-IM, 2462 Eisenhower Avenue, Alexandria VA 22331-0203.  The status message will be mailed to you.

      e.  World Wide Web (WWW).  Account holders with Internet access can use the USAPPC home page (http://www-usappc.hoffman.army.mil) to place their publications and blank forms orders.  Once on the home page, users will find an electronic version of the DA Form 4569 with which to place their order.

     f.  USAPPC Bulletin Board System (BBS).  The newly developed USAPPC BBS provides users another easy electronic order method.  Access the BBS by dialing DSN 221-6736/6737 or commercial (703) 325-6736/6737.

      g.  Telephone Ordering Publications System (TOPS).  Account holders may place emergency orders, obtain information regarding changes to the ordering systems, or receive customer assistance by using 

TOPS.  TOPS is a menu-driven, voice-interactive telephone system that requires users to provide their correct account number, zip code, and Publication Identification Number (PIN) for items ordered.  Users 

may only use TOPS if their account number and zip code match what is on file in the SSAF for the user’s account.  The TOPS will verify the user’s entries and if there is a problem, the user will need to select the customer assistance option for help.  To order publications, the user must provide the 9-digit PIN from DA Pam 25-30, Consolidated Index of Army Publications and Blank Forms.  The PIN consists of a 6-digit code indicating the publication the user wishes to order plus a 3-digit code indicating whether the user wants the basic publication or subsequent changes.  Users may access TOPS by dialing DSN 221-

9224 or commercial 703-325-9224.  The U.S. Army Publications Distribution Center--Baltimore’s Commander is at DSN 584-3887 or commercial 410-671-3887.

    h.  USAPPC Phone Contacts:
U.S. Army Publications Distribution Center--Baltimore

           




ATTN: ASQZ-BDC

           




2800 Eastern Blvd

           




Baltimore MD  21220-2896

          




Customer service representative:  410-671-2533/2272

           




U.S. Army Publications Distribution Center--St Louis
           




ATTN: ASQZ-SDC

           




1655 Woodson Rd.

           




St Louis, MO  63114-6181

          




Customer service representative: 314-263-7305, ext 268/266


i.  CGSOC Inactive Duty Training (IDT).



(1)  DNRS will provide on the NRS home page a list, as well as a hyperlink, of  DA publications required to support CGSOC for each school year's IDT.



(2)  Brigades/Battalions must order or print publications or have the hardware to read the publications on the WEB or on a CD by the end of May (120 days prior to IDT) to provide time for IDT instruction.


     (3)  If  brigades are short of printed FMs, brigades will be referred to the WEB.


j.  CGSOC Active Duty Training (ADT).  



DNRS can no longer order publications for CGSOC ADT sites.  Each region has their supply account number.  Also, many of the DA publications are no longer printed.  You can only obtain them on the WEB or on a CD.  


k.  CAS3 IDT and ADT.



(1)  CAS3 will provide on their home page a list of DA publications required to support the SPC for the next school year (Student Library and Recoverables Listing).



(2)  Brigades/battalions must order or print publications or ascertain your hardware needs by the end of May to provide enough time for IDT/ADT instruction.

15. INSTRUCTIONAL MATERIAL FOR SPC IDT and ADT
     a.  STUDENT SET (IDT (IIA) and ADT (IIB)) (Package #1) contains one copy of every document issued one per student (excluding solutions).  These are basically the “Whites,” calendar, and desk top issue memorandum sorted by day based on the course proponent’s issue plan.  Also, included are expendable forms for briefings and student counseling.  If an instructor has ten students, he will get ten sets in their IIA/IIB shipments.  “Whites” are expendable.  Each student set should also contain a compact disk (CD) containing electronic versions of their courseware and references.

     b.  STAFF GROUP SET (IDT (IIA) and ADT (IIB)) (Package #2) contains the appropriate number of copies of each document issued “X per staff group” or “Buffs” as prescribed by the course proponent’s issue plan.  Each staff group leader will get one of these sets in his instructor set.  These are expendables.  

     c.  The SOLUTION SET (IDT (IIA) and ADT (IIB)) (Package #3) contains one copy of every “Green” and is sorted by day based on the course proponent’s issue plan.  If the instructor has ten students, he will get ten of these packages in his IDT and ADT shipments.  These are expendables.

     d.  The SALMON SET (Package #4) has one copy of each document provided exclusively to the staff leader.  This includes the “salmons” and instructor calendar (blue).  It provides a list of what is needed in the library, as well as map, VGTs, video, and software list.  The salmons are sorted by day.

      e.  A RECOVERABLE SET (Package #5) is any new recoverable that all staff leaders (new and old) must have.

      f. Individual request of recoverable allows each nonresident staff leader to update his recoverable prior to getting his class started.

      g.  An INSTRUCTOR SET is also issued to interning staff leaders during training.  An INSTRUCTOR SET is simply the STUDENT SET (Package #1), SOLUTION SET (Package #2), STAFF GROUP SET (Package #3), SALMON SET (Package #4), Package #5 and the CAS3 CD which may have only the references on it or all the above items.

16.  INSTRUCTIONAL MATERIAL FOR CGSOC IDT AND ADT


a.  Student issue material with references is all on one CD-ROM.  The CD is the student’s CD, however the student needs to understand that he may need to use the references for another phase.


b.  Instructor issue material contains material for the instructor, as well as everything the student received. The instructor set includes printed maps and electronic viewgraphs.


c.  Printed administrative issue material contains examinations (yellow paper), examination solutions (salmon paper), CGSC forms and envelopes.  Bn Cdrs will print and issue examination and solutions for IDT and ADT.  Examinations and Master Solutions are distributed to the battalion’s designated test control officer and the ADT site librarians.


d.  Issue plans for each sub course are included in the shipments.  The issue plan includes a list of all items required for instructor issue, student issue, and library reference to conduct that sub course.  Each instructor teaching a sub course should receive a copy of the issue plans to verify that all required materials are obtained.


e.  Site Librarian.  Printed and electronic instructional material, including student issue, textbooks, viewgraphs, and other aids are shipped to each ADT site.  The Army representative (site librarian) inventories, safeguards, stores, accounts for, and issues the instructional material.  The site librarian is 

the area control headquarters representative and ensures required support is provided to each host brigade.  At a minimum, the site librarian‑‑



(1)  Arrives at the site in sufficient time to complete inventories and prepare materials for issue.



(2)  Reports overages and shortages to ATSC on their Acknowledgment of Receipt form.



(3)  Issues material actually required to support that battalion and session.



(4)  Establishes test control procedures for examination and instructional aids in conjunction with the examination control officer.



(5)  Establishes control procedures for the issue and turn‑in of instructional material.

          (6)  Accounts for all printed and electronic instructor and student materials.  Submits material inventory to DNRS and the responsible area control headquarters within two weeks of site closing.
17.  SHIPPING DATES.


SPC and CGSOC nonresident instructional material is shipped from the Army Training Support Center, Fort Eustis, VA.  Shipments made within CONUS require a minimum of 14 working days to reach their destination.


--SPC and CGSOC IDT - Instructor/One Student Issue
15 Jul - 1 Aug to designated sites

     --SPC and CGSOC IDT - Student Issue for IDT Classes          15 Sep 


--ADT - CGSOC Instructor Issue/One Student Issue

15 Mar to designated sites


--ADT - CGSOC Student Issue



30 Apr  to ADT Sites


--ADT - CAS3





Dec - Sep to ADT home sites

18.  SUBMISSION OF INSTRUCTIONAL MATERIAL REQUIREMENT ESTIMATES


a.  Inactive Duty Training Requests.



(1)  SPC  -  CAS3 battalion classes will receive a single bulk material shipment for the class when ATRRS indicates a valid class of eligible students.

 

(2)  CGSOC  - Battalion classes will receive a single bulk material shipment when ATRRS indicates a valid class of eligible students.


    (3)  Projection of print numbers is based on previous enrollments and historical student population numbers.


b.  Active Duty for Training Requests.



(1)  SPC  -  CAS3 ADT sites will be shipped material based on IDT enrollments.  



(2)  CGSOC  -  ADT sites will be shipped material based on IDT enrollments.

19.  INVENTORY RESPONSIBILITIES AND TRACER ACTION


a.  Brigades/Battalions must promptly inventory all shipments of nonresident material using the packing slip.  


b.  The ATSC acknowledgment of receipt is included in the packing list.  Return the acknowledgment of receipt to ATSC as soon as the inventory is completed.  Brigade/Battalion leaders should complete the inventory within two weeks and mail the acknowledgment of receipt to ATSC within three weeks of the date the shipment is received.  Annotate shortages on the acknowledgment of receipt to expedite shipments of any missing material.

20.  RESOLUTION OF OVERAGES AND SHORTAGES OF INSTRUCTIONAL MATERIAL.


a.  Shortages of instructional material due to packing error.  Report shortages of material noted during inventory to DNRS by completing the acknowledgment of receipt and forwarding it to DNRS.  Material is shipped immediately upon receipt of the annotated acknowledgment of receipt.


b.  Shortages of instructional material due to increase in student enrollment.  Brigade/Battalion leaders should resolve shortages by using excess material.  If there is not enough instructional material, DIVITS and RCEs will attempt to resolve shortages within its area by printing or replicating CDs.

21. IMPLEMENTATION OF CAS3 ACADEMIC STANDARD
      a. The Staff Process Course does not have formal letter grades nor an academic evaluation report; however, students are evaluated on a daily basis.

      b. CAS3 maintains an academic standard which all students must meet, no matter at what level they begin.  The standard is “improvement.”  Students who do not display “improvement” may be considered marginal.  Any RC-CAS3 staff leader may recommend to their battalion commander that an academic 

board be convened.  The battalion commander will forward the recommendation to the brigade commander for approval.

      c. Battalion and Brigade commanders will follow the guidelines in AR 15-6 and CGSC Bulletin No. 12.

22.  CGSOC EXAMINATION HANDLING.


a.  Purpose.  To prescribe procedures for administering and processing CGSOC battalion examinations.


b.  Examination Control Officer.  CGSOC graduates or personnel ineligible for CGSOC are the only personnel qualified for the position of examination control officer.


c.  Receipt and Safeguarding.



(1)  One printed copy of the Inactive Duty Training (IDT) CGSOC examinations and solutions are prepared and distributed to the designated test control officer in the Battalion.  Test Control Officer must have a signature card on file with DNRS.  All answer sheets and administrative forms for the entire period are included in the initial IDT material shipment.  Battalions must distribute examinations and solutions to 

teaching sites.  Brigade commandants are responsible for establishing procedures to ensure examinations and solutions are not compromised.



(2)  One printed copy of the Active Duty for Training (ADT) CGSOC examinations and solutions are prepared and distributed to the designated test control officer in the Battalion.  The box will be marked, “EXAM MATERIAL TO BE OPENED BY THE TEST CONTROL OFFICER.”  The site librarian is responsible for security of all examination material.  Host Brigade Commandants are responsible for conduct of any instructor review program.  Instructor review is at the discretion of the Commandant.  The review is conducted in a secure environment.  Instructors may take notes to ensure all areas of examinations are covered in their instruction; however, copying examination questions or solutions is prohibited.

d. General Instruction for Administering Examinations and Requirements. Examinations and requirements are administered as prescribed in the instructor book and / or examination advance sheets.  



(1)  For the best interest of the student, instructors should complete all IDT examinations and PROMPTLY forward the grades to NRS NLT 15 days after the examination has been administered.  DO NOT HOLD GRADE REPORTS.  SUBMIT THEM IMMEDIATELY TO DNRS.  If a student has not submitted a requirement to you (the instructor), then annotate Form 234 that the student is INCOMPLETE.



(2)  All graded written products results should be submitted prior to 15 May to NRS.  If a student has not submitted a requirement to you (the instructor) prior to 15 May, then annotate Form 234 that the student is INCOMPLETE.  



(3)  The student will then contact NRS for information on how to submit either exams or written requirements. 


e.  Critique Procedures.  Solution sheets are provided by DNRS for exam critiques.  Conduct student critiques after all examination materials are collected.  Students cannot take notes during critique sessions.



(1)  Instructors must read their lesson plans carefully concerning critiques.  Some of the courses do not have critique sessions only extensive review sessions before exam administration.



(2)  If a critique session is allowed, instructors should discuss solutions with students.  If a question needs to be read from the solution sheet; it should be done inconspicuously.  SOLUTION SHEETS OR GRADING GUIDELINES ARE NOT POSTED FOR STUDENT VIEWING DURING OR AFTER THE CRITIQUE SESSION.  THESE INSTRUCTIONAL ITEMS ARE FOR FACULTY USE ONLY.  Grades calculated during the critique sessions are not final.  Grades are final only after instructors have graded

the exam, figured the class participation score for the course, and submitted the partial or final grade to DNRS.



(3)  Under no circumstances should instructors allow students to handle solution sheets or grading guideline sheets.



(4)  Remediation:  



(a)  If the student fails the examination, the instructor will report the failed grade to NRS and provide remedial instruction.



(b)  While the instructor is providing the remedial instruction, unless the exam is a written one, the instructor should request from DNRS the next version of the exam.  The student will have 60 days to take the retake exam and mail it to DNRS.


f.  Return of CGSC Form 207 (mark sense answer sheet). 

         (1) The most current instructions for how to submit the class’ requirements are in the chart on the NRS home page,  “HOW TO SUBMIT THE REQUIREMENTS FOR GRADING.”



(2)  The CGSC Form 207 is used by the instructor to report the score earned for each requirement for a sub course, i.e. the written score, the multiple choice exam score and/or the class participation score.  Requirements are evaluated by the instructor and the instructor uses the CGSC Form 207 to report the student’s grade to DNRS.

          (3)  If a student does not submit a requirement for grading during the IDT or ADT session that the requirement is due, the course is incomplete and the student will have to submit the requirement to DNRS for evaluation.

          (4)  Promptly forward completed CGSC Form 207 with CGSC Form 234 to DNRS using the return envelopes provided.  Do not send your grade report (CGSC Form 207) by certified mail, it slows processing and handling time.  Instructors should always maintain a copy of student grades earned.



(5)  Inactive Duty Training (IDT) Examinations.  Instructors ensure that all grade report sheets are correctly filled in (e.g., name, social security number, sub course number, examination number, version, etc).  Instructors should ensure they have put the student's score in the "A" bubble of the question which corresponds to the student’s score.  Read your lesson plan to assist you in determining the grade.  

Instructors arrange your grade reports alphabetically by last name, then complete a CGSC Form 234 (Brigade/Battalion  Program Roster).  Names of students who submitted answer sheets are typed in

alphabetical order by last name.  The grade report roster (CGSC Form 234) and individual grade for the student (CGSC Form 207) are returned to CGSC in one envelope.  Instructors do not have to use the form, if you have the prescribed information on a word processing form which may serve “in lieu”of CGSC Form 234.      


(6)  Active Duty for Training (ADT) Examinations.  Examination control officers will ensure that all CGSC Form 207s have been completed properly by the student and instructor.  They arrange the 207s in alphabetical order by last name.  The examination control officers completes CGSC Form 234; names of students who submitted answer sheets are listed (typed) in alphabetical order by last name.  Please   

annotate on the roster the examination number, host Brigade/Battalion, and phone number.  Each examination roster and 207s are returned to CGSC in one envelope.


g.  Computation of Student Grades.


(1)  Instructors are required to grade all requirements.



(2)  Individual grades for each sub course (class participation, written requirement, and objective exam) are submitted separately and the DNRS computer will merge the requirement scores into a final grade.  The student will receive a grade report for every requirement.

         (3) Carefully, read your evaluation plans for the amount of the class participation score.  Some of the courses do not have a class participation score, i.e. Military Law or Resource Planning.  The class participation score constitutes 20, 30, 40 or 60 percent of the student's sub course grade.  Each student will be awarded an A, B, C or U in this category.  This is a subjective evaluation on the instructor's part and instructors should use the criteria found in the evaluation section of the course advance sheet to assist in 

their determination.   If the instructions are telling you to report a class participation score, then report a percentage score based on the following chart:

                     A = 90 – 100 %

                     B = 80 -    89 %

                     C =  70 -   79 %

          UNSAT =    0 -    69 %

         (4)  Send the CGSC Form 234 with the CGSC Form 207s to:  Directorate of NonResident Studies











    280 Gibbon Ave











    Fort Leavenworth, KS  66027-2314


h.  Make‑up Examinations.  If a student misses a scheduled IDT examination, an instructor can administer a make‑up.  Schedule the make‑up as soon as possible but not later than 30 days after the original examination date.  Do not do make-up examinations after 15 May.  Instructors will submit grade reports immediately after the test is administered.  Immediately report a student who fails to take a make‑up examination to your Academic Counselor at DNRS.     


i.  Disposal of Examinations and Solutions.  Upon completion of the examination, examination booklets are destroyed.  Instructors and control officers should have presented a copy of student scores to the  Battalion leadership prior to destruction of exams.



(1)  Destroy solution sheets for IDT examinations after the examination critique is given.  Battalion leaders are responsible to ensure all copies of examination solutions are destroyed expeditiously.


    (2)  Solution sheets for ADT examinations are returned to the site librarian immediately after the examination critique is completed.  Solutions are reissued to succeeding participants, if required, or  immediately destroyed after their last use.

SECTION III INSTRUCTIONAL SUPPORT

23.  COMBINED ARMS RESEARCH LIBRARY
     a.  Nonresident students are invited to use the Combined Arms Research Library (CARL).

     b.  The Combined Arms Research Library (CARL) is the research center for the Command and General Staff College and the Combined Arms Center.  It also serves other TRADOC installations as well as military scholars and researchers throughout the United States and Overseas.  CARL is the best library in the world for the study of land warfare at the tactical and operational level.

     c. CARL encourages nonresident students to contact the Library for research assistance.  CARL’s home page (http://www-cgsc.army.mil/carl/index.htm) provides a substantial list of specialized Internet resources and a contact point for requesting reference librarian help, either by phone or email.  Reference librarians can respond by telephone or by email, and can deliver bibliographies, photocopies, electronic documents, and other materials to nonresident researchers.  Nonresident students may borrow most library materials via inter-library loan; see your local library for assistance.


d. The CARL book collection consists of approximately 250,000 volumes concentrating on military science, history, politics, area studies, and leadership.  Access to the book collection is through 

HORIZON, the online public access catalog, which offers students the ability to search by author, title, subject, and keyword.  The catalog may be accessed from outside the library by dial-up and via the Internet, either through telnet or through the World Wide Web.


e.  The CARL document collection, consisting of approximately 300,000 technical reports, after action reports, and historical materials, covers all aspects of military science, including leadership, 

intelligence, weapons, equipment, training, operations, tactics, and doctrine.  CARL maintains a complete collection of CGSC MMAS theses and SAMS papers.  An extensive collection of military authority file publications (Army regulations, field manuals, DA pamphlets, training manuals, joint pubs) and other administrative, technical, and training publications, both current and obsolete, is also available.

     f. The CARL Special Collections and Archives section holds a very complete collection of CGSC instructional materials dating from 1882, tapes of guest speakers, and other College materials.  Materials recording Fort Leavenworth’s institutional life from 1970 to the present are available for use.  

Other materials available include VII Corps operational documents from Desert Storm, and materials from Somalia and other contingency operations.  The Rare Books Room holds rare and valuable military books dating from the 17th Century.

     g. Through several commercial vendors, the Library has on-line access to over 800 commercial databases which contain in excess of 2000 full text publications, citations and abstracts for articles in some 100,000 periodicals, over 50 full text national newspapers, the complete text of most English language wire services, and extensive Congressional information.  These online databases are invaluable research assets, greatly increasing access to information.  Reference librarians will assist remote students 

in using them, or can perform searches for students, as appropriate.  The materials cited can be obtained from the CARL collection or from other libraries through the interlibrary loan network.  


h.  In addition to the commercial data bases, CARL is connected to the Defense Technical Information Center (DTIC) which provides access to over two million DOD studies and reports.  Many of these reports are available in the CARL document collection; the others can be ordered as needed.

Bibliographies on practically any military area of interest can be generated from DTIC’s automated system.


i.  CARL is closely connected with the Center for Army Lessons Learned (CALL), which captures historical source documents from Army operations, digitizes them, and makes them available to CGSC students and qualified researchers.  Students may search out and print operations orders, fire plans, lessons learned, and other documents produced in post-Vietnam contingency operations such as Desert Storm, Somalia, Rwanda, Hurricane Andrew, the Loma Prieta earthquake, Haiti, Bosnia, and many other operations.  This database continually expands as new operations and areas of military concern open.

     j. One of the most valuable services for researchers is ProQuest Direct, an extensive on-line service which indexes and abstracts periodical articles (journals and magazines).  Many of the articles listed are also available in full-text or image formats.  ProQuest Direct is available free to researchers physically on Fort Leavenworth, and to registered users of the CALL database throughout the world.  To register, contact CALL at http://call.army.mil.

     k.  The library has four major military databases: the Joint Electronic Library (JEL), the US Naval Institute Military Data Base (USNI), the Air University Index to Military Publications (AULIMP), and the EBSCO Military Affairs Index.  JEL ( www:dtic.mil/doctrine/jel/index.html ) online provides the 

full text of selected doctrinal publications from all services.  USNI is a commercial fee-based database system offering daily news updates, unclassified international orders of battle, and major weapons 

systems descriptions.  AULIMP, a paper index going back to 1946 selectively indexes and abstracts military magazines, EBSCO, a CD ROM product, indexes and abstracts military publications, and provides the full texts of many publications.  Contact the reference librarians for assistance in using these tools.

     l.  The Library subscribes to more than 1100 magazines and newspapers.  Back files of many more are available in either paper copy or microfilm.  The Library subscribes to approximately 50 specialized indexing and abstracting services.

     m.  CD ROM technology provides access to locally-held databases in a format which allows library users to do their own searching of the databases.  CARL currently receives more than 40 CD ROM products.  Frequently used titles include the National Technical Information Service (NTIS), Historical Abstracts, UN Documents, PAIS, and Dissertation Abstracts.  A great deal of military information is now available at CARL on CD ROM.  Among those resources are: JULLS, JEL, FightSMART, WARCHEST, Marine Corps and Navy Joint Lessons Learned, and FM 3-0.

    n.  Internet access is available through in the Library networked public-access terminals.  Computers with word processing and graphics programs are available for student use.

    o.  CARL provides 8 photocopiers and 12 microform reader-printers for student use.

    p. CARL occupies the entire south wing of Eisenhower Hall.  The first and second floors of the Library hold the book, periodical, and microform collections and are open the following hours:





Monday ‑ Thursday    
 0700‑2100 





Friday                     
 0700‑1700





Saturday                     
 0800‑1630

 



Sunday & Holidays
 1300‑2000

    q.  The third floor of CARL contains the document collection and the archives.  It is open Monday through Friday 0700-1700; closed weekends and holidays.  ACCESS IS RESTRICTED.
    p. The general telephone numbers for CARL are (913) 758-3101/3102.  

24.  BOOK STORE


The Book Store, managed by the Army and Air Force Exchange Service, is located in the basement of Bell Hall.  Operating hours are 0700 to 1500, Monday through Friday.  Telephone number is (913) 651-6552.  A variety of merchandise and services are available through this support facility.  A wide selection of hardbound and paperback publications, school supplies, calculators, stationery, greeting cards, and software can be purchased.  Nonresident student may order books from the bookstore.  You may FAX your request to (913) 684-3244.
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