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1.  PURPOSE.  This Standing Operating Procedure (SOP) establishes overall policies, procedures, and responsibilities for the conduct and administration of 2nd Battalion (Signal), 104TH Regiment, 3RD Brigade (Combat Support), 104TH Division (Institutional Training) operations during IDT and AT.  All unit members must be familiar with the provisions of this SOP that impact their duties.  Members are encouraged to submit recommended changes to this SOP to the Battalion S3. 

2.  REFERENCES.  AR 350-10, AR 351-1, AR 611-5, TRADOC Reg 140-3, TRADOC Reg 350-70, TRADOC Reg 351-15, TRADOC Reg 350-18, AR 600-9, FM 22-5 

3.  MISSION

The mission of the 2nd Battalion (Signal), 3/104th Regiment is to conduct NCOES and Signal Operations Institutional Training to educate soldiers in the signal Career Management Field (CMF) 31/25 (MOS’s 31C/25C, 31F/25F, 31L/25L, 31R/25Q,  31U/25U, 31W/25W, 31Z/25X, 74C/25D), preparing them for the conduct of military operations during periods of peace, conflict and war.  The 2nd Battalion (Signal) also has to be prepared to, upon mobilization, provide instructor personnel to an Army TRADOC installation as directed by our proponent, the United States Army Signal Center and Ft Gordon (USASC&FG).

4.  BATTALION ORGANIZATION
a. GENERAL.  The 2nd Battalion (Signal) is a subordinate unit of 3rd Brigade (Combat Support) of the 104th Division (Institutional Training).  The battalion strength is based upon a Table of Distribution and Allowances (TDA).

b. TASK ORGANIZATION.   Annex D.

     c.   FACULTY:  The chief instructor directly supervises course managers, site managers and instructors.  The Chief Instructor will also oversee duties that are normally associated with area coordinators and site managers.  

     d.   STAFF:   The executive officer supervises the staff.  The staff sections and their general areas of responsibility are:

(1) S1:  Administration, personnel, finance and safety.

(2) S2/S3:  

(a)       Security.

(b)       Plans (mobilization, annual training, etc.).

(c) Training (YTG, YTC, training schedules, training support, schools, instructor training and certification, evaluation, course publications, reference library support, ATRRS management).

(d) Mobilization (mobilization files, exercises)

             (3)  S4: Logistics (supply, maintenance, transportation, mess, facilities).  

5. EXPECTATIONS

     a.  Documentation discussed in this Standing Operating Procedure (SOP) is designed to meet command requirements.  Timely and accurate processing and submission of all required documents and reports is mandatory.  More important, this documentation supports our students, whose pay and promotions often depend on our documentation.

     b.  Every instructor is expected to recruit both students and potential instructors by maintaining a continuing dialogue with units we serve.  These customer units know which soldiers are leaving the unit or who may want to become instructors.  Instructors should ask soldiers if they would be interested in serving with us to provide diversity and professional career development.

     c.  The chief Instructors and course managers are expected to meet the same qualifications as all other instructors.

6.  CLASS DEVELOPMENT AND REQUIREMENTS

          a.  Customer unit and individual requirements for school training requirements are projected through the Army Training Requirements and Resources System (ATRRS).  Training requirements are identified semi annually through the ATRRS TRAP; customer units forecast training requirements for the following TY.  This information is available during each TRAP to the battalion for determining the instructor and location requirements to support these projected requirements.  The staff administrator will provide input through the ATRRS CT screen, a summary of the battalion’s ability to support the requirements.

          b.  Informal means of identifying requirements often are more effective than the formal conferences.  Instructor contact with customer units, often concurrent with teaching duties, is the primary tool for identifying student shortcomings and provides leads on new requirements.  Instructors will be alert for training needs in all areas the battalion teaches, and will encourage units to enter their training requirements into ATRRS TRAP in a timely manner.  Instructors, however, are not authorized to commit to teaching classes which have not been identified through ATRRS.  Rather, such requirements must be identified and documented in TRAP.  For units with previously unidentified needs, advise the unit to contact their QTA Manager (Usually the State POTO for NG, or the Division G-3 for Reserves).  A complete list of QTA Managers and their contact information is available from the ATRRS NCO of our Battalion.

c.
Division Pam 350-10 outlines the TRAP process.  The following is a summary:

                 (1)  Customer units are given an opportunity to update their current training requirements twice each year.  These requirements must be submitted through the unit chain of command to the major USAR command (USAR) or state POTO (ARNG).  These headquarters consolidate unit training needs and actually enter the data into the TRAP.

(2)  Quotas are allocated back to commands based on the data they input into the TRAP and course availability.  Many times units do not receive all the quotas they ask for.  There are many reasons and situations which cause this shortage of training seats. 

7.  ESTABLISHING CLASSES

a.
SCHEDULING. The S3 will verify, through ATRRS C3 screen, each class number and exact class location, i.e. city, state, and zip code.  The chief instructor will provide to the S3 a class  IDT session schedule for each IDT class.  The ATRRS NCO will enter the class schedule into ATRRS using the CI screen.  The starting and ending dates must coincide with the starting and ending dates on the C3 screen for each class.

 
b.
MEMORANDUMS OF AGREEMENT.  

(1)
A memorandum of agreement (MOA) must be prepared and executed for each class.   MOAs state the responsibilities of the school battalion and the responsibilities of the unit that agrees to provide support/equipment/facilities.  The agreement will eliminate any confusion over training dates, meals, classrooms, administrative support, training aids, equipment  and other support.   MOAs may be coordinated by the instructor, but must be forwarded for approval through the chief instructor to the operation officer.  MOAs will be signed only by the battalion commander or operations officer.

                     (2)  If training is to be conducted at a unit, then a memorandum of agreement between the unit and battalion should be executed at least 120 days prior to the start of class.

                      (3) All equipment, buildings, non-MTOE supplies, billeting and messing that is required to conduct the course which is to be provided by the host unit must be listed and in the appropriate quantities.

                      (4)  The MOA should be based on the program of instruction (POI)/course management plan (CMP) and lesson plans.

                      (5)  Every effort should be made to coordinate needs for as many courses at one site as possible to maximize the use of available resources.

        c.  RESOURCES.  

(1) Inactive Duty Training (IDT).  The site manager or course manager for each training site will ensure that classroom facilities, publications, references, training aids, and audiovisual equipment are available for each scheduled class.  Any shortages will be reported to the chief instructor.  The chief instructor will consolidate the issues and problems and report them to the battalion S3 (publications, training aids, etc.) or S4 (facilities, supplies, etc.), as soon as possible, for resolution.  The S4 will request external support on a FORSCOM Form 156-R. The Chief Instructor will provide a list of needed materials to the S4 NLT 90 days prior to the start date of each class.  The Staff Administrator (SA) will mail materials directly to chief instructors. 

(2) Annual Training (AT). The S4 will ensure that resources for ADT classes are present, and will ensure external support is requested on FORSCOM Form 156-R.  As with IDT, Site Managers will arrange the classrooms, publications, references, training aids, and audiovisual equipment for each class scheduled at their site, reporting shortages and problems to the chief instructor.

      d.
CLASSROOMS. 

          (1)  A course or phase may be conducted in any authorized location (e.g., military installation, USAR center, National Guard armory, or civilian educational facility).  Instructors/course managers may coordinate class locations directly, but will request approval through the chief instructor to the S3.  Facilities issues will be raised through the chain of command to the S4. The S3 will ensure that Army resources are not wasted by unnecessary scheduling of additional classes within commuting distances of each other.

           (2)  It is normally more economical for the instructor to teach at the host unit location (The “host unit commander” is the unit commander whose students represent the majority of students enrolled in the class), rather than to require the majority of students to travel extensively.

           (3)  The S3 will approve all class locations.   Instructors will make all the necessary arrangements and coordination with host units or facility managers, and forward classroom information to the chief instructor.

           (4)  The battalion S4 for homestation classes and course managers for remote sites will request classroom and other training areas as stipulated in the MOA (in writing) from the host unit commander.

     
(5)  The classroom location is the instructor’s normal military duty station, regardless of commuting distance.  Instructors are not entitled to receive travel pay to the normal duty station.  The chief instructor will make every effort to schedule instructors within 50 miles to reduce commuting distances.  The battalion commander may approve exceptions to this policy when the needs of the unit require instructors to travel to a site that is further than the site closest to their home of record.

      e.  STUDENTS.

         

(1)  All students will sign in for class, and out each night during IDT Classes on the TRADOC Form 270-R-E.

          

(2)  A blanket waiver has been approved to allow classes to be conducted, regardless of the minimum class size, provided that the class size does not violate any safety or team requirements (ie. three personnel to safely erect an antenna).

(3)  Preparation and Distribution of Student Orientation Guides.

               

(a)  Student orientation guides will be prepared by the S3 section for ADT, and by the Site Managers for IDT, and will contain the following information:

                 


[1]  School location, map, directions

                


[2]  Administrative Information

                


[3]  Point of Contact at the battalion

                 


[4]  Course scope and prerequisites

                 


[5]  Billeting, mess, and financial support

               

(b)  Student orientation guide/information will be posted on the SH Screen in ATRRS.

f.  COURSEWARE 
(1)
The battalion staff administrator, in coordination with the AC training NCOs, will mail courseware directly to the site managers (IDT) shortly after the arrival of new course material into the battalion.   Each instructor is required to sign for the courseware on a hand receipt and return it to the Publications Section (S3).

(2)
The Pubs Section (S3) will ensure that all courseware for ADT courses is distributed to course instructors and signed for on a hand receipt.

g.  STRIP MAP.   At least 60 days before the start date of an IDT class, site managers will submit a current, useable strip map along with written directions to the training facility/location to the S3.  All highways and streets must be identified correctly as well as any prominent landmarks.  In addition, approximate distances and a phone number for the site (if available) should be on the map.  If a class uses two locations, i.e. an armory and a field site, directions to both will be shown on the map for new sites. 

8. CLASS START-UP PROCEDURES


a.  The chief instructor will review each course for dates, times, location, and instructor assignment.  Course managers will ensure POI agreement and whether logistic needs have been satisfied with guidance from the command.  Any discrepancies will be corrected, and if they cannot be corrected, will be reported to battalion S3.


b.  Instructors must request any change in scheduled class dates through the course manager, chief instructor to the S3.  Changes must be supported with a revised master training schedule.  The S3 must ensure schedule changes are entered on the ATRRS CI screen for affected classes, prior to start of class whenever possible.

9.  STUDENT ADMINISTRATION

a. IN-PROCESSING

(1)  Students are enrolled through each student’s unit ATRRS input only.  “Walk-ons” may enroll, provided class QTAs remain from the students who canceled or no-showed.  These soldiers MUST be in a wait status in ATRRS.  Students not listed in ATRRS as either a Reservation or Wait will not be inprocessed.

(2) On the first day of IDT classes, instructors will screen all incoming students to ensure they meet prerequisites and have a copy of the pre-execution checklist signed by their unit commander.  Student prerequisites are addressed in DA Pam 351-4 and ATRRS.  During IDT, any student reporting without a signed copy of the pre-execution checklist will have until Saturday of the second drill weekend of the class to deliver a signed pre-execution checklist (or to have one faxed from their unit) IAW TRADOC Reg  350-18.  Students failing to do so, will be disenrolled and a drop packet prepared. 

(3)  During annual training in-processing phase, the Course Manager will review all student documents as soon as they arrive for in-processing.  Any student who reports to AT without a signed copy of the pre-execution checklist will have up to 72 hours to have one faxed from their unit, or they will be disenrolled and returned to their unit.  

(4) AR 600-9 Compliance.  Chief Instructors/Instructors (IDT) will measure and weigh each student on the first day of class to ensure compliance with AR 600-9.  Students not meeting AR 600-9 standards will be denied enrollment.  The course managers will accomplish this task for ADT classes.  See Annex J, In-processing.

(5) Upon completion of initial screening, the student records will be maintained by the instructor or course manager until the student completes AT.

(6) See Annex J, In-processing.

b.
INITIAL ENTRY COUNSELING
(1)  Each student will be counseled by the instructor or course manager with respect to course standards and attendance requirements, and a counseling statement (DA Form 4856) will be prepared and signed to document the counseling.  The counseling statement should state that students must score a minimum of 70% on all exams (one retest allowed) unless POI states otherwise.  Students will be counseled that they would be dismissed from the course for infractions of the honor system, discipline, lack of motivation, inability to meet course standards and/or a pattern of failure. 

(2)  Students may also be dismissed from the course if they miss more than 10% of total course hours (this does not include refresher/remedial training).  Counseling statements will be completed on students who are in danger of being dismissed.  The chief instructor has the discretion to allow the student to make up missed training, as long as it does not exceed 10%.

c.
ROSTERS

(1)
IDT Courses

     


(a)
On the first training day, instructors will ensure that each student signs in on TRADOC Form 270-R.  Instructors are authorized to accept any walk-ons that meet the course pre-requisites, assuming quota’s are available.  QTA’s can be verified with the Battalion ATRRS NCO.  However, the instructor does not have the authority to break the prescribed student/instructor ratio.  A walk-on must have a pre-execution checklist signed by their unit commander and be in wait status in ATRRS.

      

(b)
Instructors will determine the status of anyone on the initial class roster ATRRS R1 screen who misses the first class, and report the  “no-shows” to the chief instructor.  The chief instructor will report all “no-shows” to the S3.  The S3 will report this in writing to the student’s unit commander.  The S3 will ensure that input status for students with reservations and walk-ons is updated on the ATRRS R1 screen within 72 hours of the start of class.  The ATRRS NCO will send a copy of the new R1 roster to the instructor before the class, for the visitor’s book via AKO e-mail or fax.   The ATRRS NCO will generate a new ATRRS R1 screen roster after any changes are made and forward a copy to the instructor before the next drill.

                    (c)
Site Managers will keep the above original documents in the field file, and mail copies with additions/deletions/corrections to the SA within 72 hours of the initial class session. 

(d)      When a student is added or dropped, the change will be 

reflected on the TRADOC Form 270-R-E  and ATRRS roster. When a student drops or is added to the class, or any other change in student status occurs, a copy of the adjusted TRADOC Form 270-R-E will be sent to the SA with the changes highlighted.  The SA will make the changes in ATRRS, and return a copy of the new ATRRS roster to the instructor/site manager as applicable.


(2)  For ADT courses, the Course Manager will accomplish (b) and (c) above, and will ensure that each class has an updated ATRRS roster by the beginning of training on the first day of class.

 

d.
ATTENDANCE.  Students and instructors alike will use TRADOC Form 270-R to sign in at the beginning, and out at the end of each training assembly or day (IDT).  Site Managers will certify the roster, forward the original to the SA, and place a copy in the field file within 24 hours of conclusion of class session.  

e.
STUDENT RECORDS 

(1)   Site Managers are responsible for timely and accurate completion and submission to the S3 of student performance academic reports, administrative documents, and other records required for their class files.  Student records will include items cited in TR 350-18, para 3-28b.

      
(2)  The S3 will review, maintain, and evaluate the quality and content of the class files, and maintains class records.

       
(3)  On the last day of the course, the chief instructor will submit appropriate class documents to the S3.

       
(4)  Records will be maintained IAW TRADOC Reg 350-18 paragraphs 3-27, 3-28, and 3-29 standards.

(5)  Instructors will track student attendance requirement compliance on the consolidated attendance record.  Students must attend at least 90% of the class to complete a course (see the previous section on Student Requirements).

     
(6)  Course managers will keep the chief instructors updated on student progress sheets and student master progress sheets for student pass/fail status IAW AR 350-1, TRADOC Reg 350-18 and POI.

f.  PROCESSING ACADEMIC EVALUATION REPORTS/CERTIFICATES
      

(1)  Instructors will prepare a draft DA Form 1059 using information from the initial Class Roster (2A Form and the AER preparation guide in Annex L of this SOP.  This will be accomplished 60 days prior to graduation date (IDT).  Refer to AR 623-1 for further guidance.  The instructor will forward the draft forms to the Chief Instructor.



(2)  The chief instructor will review the DA Form 1059.  If the review is satisfactory, it will be returned to the instructor to prepare a final copy.  Any necessary correction will be addressed and corrected on the final form.  Once all corrections are completed and the instructor has prepared the final copy, the instructor will then sign block 17a and forward it to the Chief Instructor or CSM (for NCOES courses).  The Chief Instructor will sign block 17b and distribute copies as follows:


(a)  One copy to the student


(b)  One copy to the student’s unit of assignment

(c) One copy to the student’s file to be maintained by S3.

(d) One copy to the soldier’s Perms records.  (OFFICE OF THE STATE ADJUTANT GENERAL or AR-PERSCOM)



(5)  The Course Manager will complete certificates (DA Form 87) using the information on the draft DA Form 1059 and will forward them to the instructor prior to the completion of the class for all Phase II and NCOES classes.  



(6)  Certificates of Appreciation.  Chief Instructors may request that the S1 prepare certificates of appreciation for those individuals who contribute significantly to the success of the course.  These can be facility managers or a member of customer units who contributed so significantly to the accomplishment of the class that the class hinged on their action.  These should be for those individuals who go beyond their normal duties.  The battalion commander will sign all certificates.

g.  OUTPROCESSING.  Instructors will forward, through the chief instructor, to the S3, a final copy of the of the ATRRS R1 roster to input graduate or non-graduate status of each student within 24 hours of completion of the class via fax.  The SA will update ATRRS and forward a final copy of the roster to the instructor for their records.

10. TRAINING REQUIREMENTS AND STANDARDS

a. CLASSROOMS

(1) Classrooms will be well lighted with adequate space to conduct the training.  Classrooms will be heated in the winter months and have adequate ventilation in the summer months.  Instructors (IDT) will report any deficiencies in classroom conditions through the chief instructor to both the battalion S4 and to the host unit.

(2) Instructors will display their name, rank and subject being taught on the blackboard or podium and on the room door.  In the case of a non-standard classroom the information will be displayed in a conspicuous place at the front of the training area or close to the instructor’s location.

(3) Instructors will ensure that a visitor’s folder is displayed in the rear of the classroom close to the entrance with the following documents:

(a) visitors’ sign-in log

(b) current class roster

(c) Attendance register, TRADOC Form 270-R

(d) current training schedule

(e) course POI/CMP and current lesson plan

(f) appropriate operator’s permit

(g) instructor credential items identified in Appendix B, TRADOC Reg 350-18, checklist, part II (Conduct of training).

(h) critique sheets for class visitors.


b.  CANCELLATION OF TRAINING.

     
(1)  During the first day of class meeting (IDT), instructors will compile a roster of names and telephone numbers of all students.  In the case of inclement weather conditions, the instructor will request rescheduling the class through the chief instructor, to the S-3.  If rescheduling is approved, the instructor will notify all students telephonically or by AKO email that the class will be rescheduled.  If inclement weather begins after the class has begun for the day, they will use reasonable judgment to determine when students should be released and notify the S3, through the chief instructor, of the situation.  In no instance will students be required to drive in hazardous weather conditions such as snow, ice, hurricane, etc.  The safety of students and instructors is top priority.

     (2)  In case of an instructor illness, the instructor will notify the chief instructor as soon as he or she realizes that he/she will not be able to perform his/her military duties.  The class will either be rescheduled or another instructor provided.  If the class is rescheduled, the chief instructor will notify the S3 as soon as possible.

     (3)  In the event a class is rescheduled, the S3 will ensure that ATRRS is updated appropriately.

c.  STUDENT REQUIREMENTS

        

(1)  Course managers will ensure that all personnel, instructors and students, meet the uniform and appearance standards of AR 670-1.  Each IDT site will maintain a copy of AR 670-1.  All students will wear the same uniform for a given class.  The uniform will be appropriate to the training and environment, and annotated on the training schedule.

        

(2)  Students must meet the following standards to successfully complete the course:

                     
     (a)  Students must not miss more than 10% of the instruction hours.  All students will report on time and be in  the proper uniform with the required equipment.  Students who successfully pass all examinations, but fail to maintain minimum attendance will not be allowed to complete the course.  Student make-up sessions will be at the discretion of the chief instructor. The battalion commander must approve make-up sessions that extend beyond the end of the class; such approval will be granted only in the event of an emergency and only on a case-by-case basis.  Make-up sessions must be on the training schedule.

                          (b)  Score at least 70% on all examinations unless a different standard is prescribed by the POI or USASC&FG.

                          (c)  Continue to meet height/weight standards of AR 600-9 and comply with other applicable Army, unit and host facility policies and regulations through the date of graduation.

                         (d)  Instructors will conduct formal counseling sessions and prepare counseling statements on DA Form 4856 for any student who fails to meet any of the criteria stated above.  Counseling statements will be used for tardiness, nonattendance, academic failures or failure to meet any of the requirements of the class.  Counseling statements will be placed in student’s files.

           d.  STUDENT DISENROLLMENT.  

(1) An appropriate DA Form 1059 will be processed IAW TRADOC REG 350-18, AR 351-1 and AR 623-1 if students fail to maintain course standards or fail to complete the course for any other reason.  If a “failed to achieve course standards” response in item 13 is checked, the preparing official should address in item 16, comments, whether the deficiency reflects on the character/behavior of the student or lack of aptitude in certain areas. Item 13 will be left blank on AERs for students released from a course of instruction through no fault of their own (e.g., medical, compassionate reasons), approved retirement or resignation from the service.

                      (2)  Processing procedures for disenrolled soldiers: 

                         IDT
                              (a)  Instructors will counsel students on DA Form 4856, Developmental Counseling Form, on the reason for dismissal and prepares the worksheet/request with the reason for dismissal in remarks section.  The course managers will prepare the DA Form 1059.

                              (b)  Instructors will forward counseling and the worksheet/request  to battalion S3.

                              (c)  Course managers will prepare the battalion commander’s letter to the student, the student’s chain of command, the first general officer in student’s chain of command and the headquarters issuing authority.

                              (d)  The battalion commander will initiate DA Form 4856, Developmental Counseling Form, on the dismissed student explaining reason for dismissal, sign the appropriate blocks of the DA Form 1059 and the dismissal letters.

                              (e)  The course managers will mail the dismissal letter along with copy of counseling, and DA Form 1059 to student by certified mail.  The S3 will maintain a copy of all documentation.  
                         ADT

                              (a)  Instructors will counsel students on DA Form 4856, Developmental Counseling Form, on the reason for dismissal and prepare the worksheet with reason for dismissal in remarks section.

                              (b)  Instructors will forward counseling and the worksheet to battalion S3.

                              (c)  The course manager will prepare the battalion commander’s letter to the student, the student’s chain of command, the first one star general in student’s chain of command, and the headquarters issuing authority.

                              (d)  The battalion commander will initiate DA Form 4856, Developmental Counseling Form, on the dismissed student explaining the reason for dismissal, will sign the appropriate blocks of DA Form 1059 and the dismissal letters.

                              (e)  The S3 will give the dismissal letter, along with copy of counseling, and DA Form 1059 to the student.  The S3 will maintain a copy of all documentation in student records.  

          e.  APPEALS

               IDT   Students may appeal their dismissal in writing to the next higher command at, Commander, 3rd Brigade  104th  Division, 987 McClellan Road, Vancouver, WA 98661-3815.  Any student recommended for dismissal will remain in class during the appeal process.  If the appellate authority upholds the decision of the school commander to dismiss a student, that student will be notified immediately of the appellant authority’s final decision and will be release from the course.  

             ADT   Students may request an appointment with the battalion commander through their respective Instructor.  Students may appeal any decision of the battalion commander to 3rd Bde (CS), 104th Division.

         f.  REFRESHER AND REMEDIAL TRAINING.  Annex E (Test Control).

11.  TEST CONTROL AND ADMINISTRATION.  Annex E.

12.  STUDENT FEEDING/BILLETING

       a.  Arrangements are to be made for feeding students by one of the following:

     
(1)  Classes being taught through the host unit should continue to mess with that unit.  Feeding arrangements must be a part of the MOA.  Arrangements may be needed for notification of the host unit of any additions (non-unit members and the instructor) if a significant number exist.

(2)  For classes not being taught at a host unit facility, instructors should coordinate messing and billeting through one of the following means: 

(a)
Coordinate with surrounding USAR or ARNG units for feeding and housing.

                (b) Coordinate with nearby military installations (including installations of other services) that have messing and billeting facilities.

                (c)  Shortfalls in billeting and/or messing arrangements must be identified through the chief instructor to the S4.  If the battalion is unable to house students, 30 days prior to the student’s arrival the S4 will send a letter, signed for the commander, to the student’s unit informing the unit commander to provide orders authorizing the student per diem for billeting.  If messing cannot be arranged, the following information will be forwarded to the S4:

                        [1] Teaching Site

                        [2]  Facility manager and telephone number

                        [3]  Center’s contract capability (if known).

The S4 will then arrange, through and with the assistance of the brigade S4 and the DCSLOG, for contract feeding.

13.  VISITORS

       a.  With the exception of persons on a mission unrelated to the class, all visitors will sign in on DA Form 29-R.  If an instructor notices that a visitor has not signed the visitor’s folder, the senior instructor present should politely ask him/her to sign in.

       b.  Instructors will not interrupt the class when a visitor arrives (regardless of their rank or position; uninterrupted instruction is important for the students’ learning).  Instructors may invite input from the visitor, as long as the class remains on schedule.  However, this should be a rare occurrence.  No visitor should interrupt a class, unless it is to correct an unsafe act.  If any distraction should arise, the instructor should tactfully direct the students’ attention back to the instruction.  Should the distraction continue, the instructor will use his/her best judgment to deal with the situation and report the incident to the chief instructor. 

      c.  All visitors will complete an Instructor Evaluation Checklist.

14.  INSTRUCTOR QUALIFICATION/CERTIFICATION

      a.   Instructors must complete all instructors certification requirements established in TRADOC Regulations 351-10, 350-70, 350-18, and 350-16 before performing duties as a primary instructor.

      b.   Instructor certification requires the following:

          (1)  Satisfactory Completion of the TRADOC- approved instructor training course (ITC).  The current ITC for the Reserve Component is the Total Army Instructor Training Course (TAITC).

          (2)  Satisfactory completion of Small Group Instructor (SGI) training if teaching a NCOES course.  

          (3)  Demonstration of subject matter proficiency in the subject to be taught.  Re-certification is required if the instructor has not performed duties as primary instructor in the topic within the last 36 months.

         (4)  Evidence of successful completion of the course being taught, i.e. DA Form 1059 or DD Form 214.

         (5)  For NCOES courses, instructors must have completed the NCOES requirements for their grade prior to teaching.  See TRADOC Regulation 351-10 for specific information.  

         (6)  Meet all applicable provisions of AR 140-1, AR 350-1, and AR 600-9.  Have  DA Form 705 and DA Form 5500 (if applicable).

         (7)  Award of Skill Qualifier Identifier (SQI) H.  Instructors who already hold an SQI H but have not completed the appropriate Instructor Training Course must successfully complete TAITC before they perform further duties as a primary instructor.

         (8)  Complete mentorship or apprenticeship before being certified as an instructor.

Instructors’ performance will be recorded using the instructor evaluation checklist in TRADOC Reg 350-70, para III-4-I.

         (9)  Have evidence of completion of proponent school specific requirements,  i.e.,

MOSQ course, BNCOC, ANCOC and one to two years experience.

        (10)  Be recommended by BN Title XI for instructor certification.  

        (11)  Title XI personnel will forward above documentation with recommendation from battalion commander to USASC&FG TASS Division for certification.

        (12)  Commander, Bn Operations Officer, Bn CSM, Chief Instructor (SGM), Title XI, and course managers (MSG/E8) are authorized to evaluate instructors prior to proponent school certification. 

     c.  AR 600-9 Compliance.  Each soldier in the battalion (instructor and staff) will be measured and weighed twice annually, in conjunction with the APFT, to ensure compliance with AR 600-9.  Only members of the battalion staff, Title XI personnel or Course Managers, will perform weighing and measuring.   Soldiers not meeting AR 600-9 standards will be counseled by their supervisor and will be enrolled in an overweight program IAW AR 600-9.
15.  DRILL SCHEDULES

       a. The battalion SA and S3 will maintain a current, original drill schedule for each training site. Drill schedules must reflect 48 UTAs ad must be turned in to the S3 NLT one drill or after the YTC and UTGs are published.   The chief instructor will ensure that instructors adhere to the drill schedule.  The chief instructor must approve absences and rescheduled training.  Absences and rescheduled training will be handled IAW the battalion RST policy.  (Annex N)

       b. The battalion will schedule one or more Internal Self-Evaluations (ISE) annually as funding permits. The chief instructor will ensure that the instructors schedule the ISE as part of each site’s drill schedule.  No class will be scheduled on these dates nor will any instructor be excused, except by the battalion commander or his representative.

       c. UTAs may be scheduled for preparation for instruction.  However, UTAs will not be used for travel to and from drill.  Additionally, by regulation, UTAs must be a minimum of four hours in length.  No more than seven UTAs per calendar month may be scheduled without prior approval of the battalion commander.

       d.  Training schedules will be prepared by the Instructors/Chief Instructors (CI) and will reflect the number of hours as stated in the POI.  The POI will outline the number of hours needed for instruction, demonstration, and practical exercises.  Training schedules for the entire IDT phase will be published at least 30 days prior to the start date of the first IDT class and forwarded to the CI and S3.  Instructors will address any problems or issues with training schedules through the chief instructor to the S3.

16. PAY SUBMISSION

       a.  Any instructor who has a pay problem should first notify by telephone the battalion SA, then the CSM by email.  If you are not satisfied with the answer to the pay inquiry or other issues related to pay, instructors will notify the course manager or the CSM, as appropriate, through the chain of command. 

      b.   Per Diem and Travel.  Travel and per diem are not authorized for travel from home to the instructor’s normal duty site.  However, when an instructor is required to travel to another teaching location which is not the normal duty site, and not within reasonable commuting distance from the instructor’s home, the instructor must request orders.

      c.  If an instructor is on OMAR or RPA orders, travel will be reimbursed.  Instructors must submit a signed copy of RPA orders and a completed DD Form 1351-2 (Mar 00) to the SA within one week of completion of the duty.

17.  ANNUAL TRAINING (AT) ASSIGNMENTS FOR INSTRUCTORS

        Instructors’ annual training assignments are established by the chief instructor.  Requests for deferrals or excuses from annual training must be submitted through the IDT chain of command to the chief instructor NLT 90 days prior to AT.  All requests will be forwarded to the battalion Commander indicating the reasons for the change of AT dates.

18.  WAIVERS


a.  Instructors must adhere to the POI.  Any deviation from the POI requires a waiver from USASC&FG. 

b.  It is the responsibility of the instructors to identify and request waivers.   Instructors will notify the chief instructor of all waiver requests.  The chief instructor will notify the S3 and the Title XI NCOs (in a memorandum) of the requirement for a waiver from the USASC&FG, for any class that cannot meet POI requirements such as equipment, minimum or maximum class size, special training facilities, etc.  Waivers will be submitted to Title XI personnel 120 days prior to start of class.

       
c.  Title XI personnel will prepare the request for waiver and forward it through the appropriate channels.  Instructors, chief instructors, course managers and the S3 should have a copy of all correspondence relating to waivers including the request, final approval, or disapproval.  The Title XI personnel will maintain a master file of all waiver requests and approvals/disapprovals.

      
d.  The request for waiver must be filed in the Visitor’s Folder and in S3 records until a response is received from USASC&FG.


e.  Soldiers taking NCOES courses must start Phase II within 24 months of Phase I completion; otherwise, a waiver must be requested IAW TRADOC Reg 351-10.

19.  INTERNAL EVALUATION SYSTEM AND USE OF THE INSTRUCTOR EVALUATION CHECKLIST 

      a.  The internal evaluation team will consist of the XO (Chief), Title XI NCOs, course manager, chief instructor, and/or the Operations NCO.  The internal evaluation team will make at least one formal evaluation of each training site and each instructor annually.  The evaluator will provide a copy of each evaluation training observation checklist to the chief instructor for follow-up counseling if needed.  In addition, the chief instructor will conduct training sampling.

      b.  The instructor evaluation checklist standardized items will not be modified.

        c.  The accreditation checklist, in TRADOC Reg 350-18, will be used to evaluate sites.   

      d.  Evaluator(s) will use the instructor evaluation checklist as an evaluation instrument.  The focus of the evaluation is to ensure training is conducted to standard IAW course material and POI.  After the evaluation is completed, the evaluator will give the instructor a copy of the instructor evaluation checklist and discuss all findings.

Annex A

Battalion SOP

Attendence Records

CONSOLIDATED ATTENDANCE RECORD

     1.  Each instructor will maintain attendance records on all students.  The consolidated attendance record will be used to summarize the attendance listed on the TRADOC Form 270-R.  If a student drops, draw a line through the drills not attended and write the word “dropped”.  If a student has never attended any class their name need not be listed on the form.  Add students by listing their name at the bottom of the list.

     2.  If a student is not present for a drill, and this absence means that the student’s attendance will drop below the 90% level, then that student must attend a make-up session before completion documentation can be issued.
NOTE:  Make-up sessions must be shown on the training schedule.

Annex B

Battalion SOP

Visitor’s Folder

1.  VISITOR’S REGISTER

     a.  Two or more copies of the Visitor Register (DA Form 29-R) will be kept in each course visitor book.  The visitors are to fill in each box and complete a training observation checklist.

     b.  The register is to be kept in the visitor folder until the end of the course.  Upon completing the course each instructor is to send it to the BN S3 along with the rest of the student and class records.

2.  VISITOR’S FOLDER

     a.  The following from the 108th Division Regulation 350-1 sets forth the requirements for visitor folders.  All material included in the visitor folder will be typed unless the information is completed at each class such as sign-in rosters.

          (1)  TAB A, Visitor Register (DA Form 29-R)


     (a)  Ensure at least 2 copies of form are available in the folder.  Ensure all evaluators and visitors observing instruction fill out and sign the form.

                (b)  Signed and blank copies remain in visitor folder for duration of course.  Transfer to battalion file upon completion of course.

           (2)  TAB B, Class Status Roster (ATRRS):


     (a)  Immediately, at the beginning of the first class, have students verify all data, make needed corrections, and initial in the right margin.  Return corrected/verified copy with first weekend transmittal.  Retain copy in visitor’s folder until an updated copy is available.

                 (b)  Retain copy in visitor’s folder until an updated copy is available.  Transfer to battalion file upon completion of course.

            (3)  TAB C, TRADOC Form 270-R: 

                  (a)  This is the official class roster and verification document for IDT pay purposes.  Complete all blocks at the top of the form.  Have students sign-in and sign-out daily.  The original TRADOC Form 270-R should be sent to the BN HQ.  Retain a copy in the visitor’s folder until course completion.  If a student does not sign-out, the NCOIC/instructor will annotate the reason.            

A student’s unit of assignment will require a copy for pay and accountability.

          (4)  TAB D, Class Training Schedule

           (a)  Forward copy to the S3 for the battalion commander’s signature at least one month prior to the class date.  Report changes such as time or location of class, instructor, POI, etc. to the S3 for official revisions as soon as the need is recognized.

                (b)  Retain in visitor folder until completion of course.

                (c)  Pen & ink changes should be made as they occur.

         (5)  TAB E, The Course POI/CMP and Current Lesson Plan

(a)  Copy of current POI/Course Management Plan (CMP).  Maintain in visitor folder or note behind tab that it is available on the visitor table.  Maintain daily, or as needed to keep current.

          (b)  Copy from POI/CMP.  Maintain in visitor folder or note behind tab that it is available on the visitor table.  Maintain daily, or as needed, to keep current.

                (c)  Retained by instructor at end of course.  Not included in class file.

(6)  TAB F, Instructor Credentials (see Instructor Folder)

(7)  TAB G, Critique Sheets for Class Visitors
(a)  Copies of blank training observation checklist.


           (b)  Submit completed evaluations with monthly class records to BN HQ.

(8)  TAB H, Daily Risk Assessment Worksheet


(a)   Risk Assessment Worksheets will be filled out daily based on the training schedule.

     

(b)  Submit copies of worksheets with monthly class records to BN HQ.

3.  INSTRUCTOR FOLDERS

(1)  Instructor folders will be assembled prior to beginning class and will be formatted according to Appendix 2.

(a)  Copies of all instructor folders will be forwarded to battalion with initial course correspondence and maintained at battalion S3.

(b)  Instructor folder will be updated as needed and include the following:

[1]  APFT certification (DA Form 705) and DA 3349 (Physical Profile) if applicable

[2]  Height and weight certification

[3]  ITC/BFITC/TAITC certificate

[4]  SGI certificate (as required)

[5]  Orders awarding "H" identifier

[6]  Completion certificate for course being taught
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Battalion SOP

Memorandum of Agreement

ATZN-SC                                                                                           DATE:__________

MEMORANDUM FOR: ______________________________________

SUBJECT:
Memorandum of Agreement

1.  The ________________________________________(Trained Unit) has requested the 2nd Battalion (Signal), 3/104th Division (IT) to conduct MOS training.  The School has agreed to perform training in accordance with the Program of Instruction for MOS ____________.

2.  The following information has been agreed upon:


a.  Location of training 



b.  Number of students 



c.  Dates and hours of training:  



DATES





 HOURS

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

____________________


________________________

3.  The training battalion will:  


a.  Furnish properly qualified and rehearsed instructor(s).


b.  Provide training schedules, lesson plans, examinations and certificates of training.


c.  Maintain academic records and provide attendance verification to the trained unit.


d.  Report to the trained unit commander any incident or failure to meet the attendance or academic standards by any student.

4.  The Trained Unit: _________________________________ will provide:






(If applicable please check)


a.  Administrative support (copier) etc.




b.  Classroooms



c.  Training areas



d.  Meals



e. Training Aids (specify):  





f.  Equipment (specify):  





g. Other: 




5.      The ________________________(Battalion) will provide:

                                                              (If applicable, please check)


a.  Administrative support (copier) etc.




b.  Classroooms



c.  Training areas



d.  Meals



e. Training Aids (specify):  





f.  Equipment (specify):  





g. Other: 




6.  POC is____________________________________________

                     (Name/Address/Phone #)

_____________________________          ___________________

BN Representative Signature                      Unit  Signature

_____________________________          ___________________

Phone #                                                        Unit

                                                                    ___________________

                                                                      Unit Address

                                                                    ___________________

                                                                      Unit Phone #

Annex D
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Task Organization

Annex E

Battalion SOP

Test Control

1.  TEST CONTROL

2.  PURPOSE

To establish policy and procedure, and to furnish guidance to ensure that tests and test materials are properly procured, controlled, scored, released, accounted for, and safeguarded against compromise.

3.  SCOPE

This SOP establishes uniform procedures for the handling of test materials throughout the Brigade, which conform to TRADOC Regulation 351-10, AR 611-5, AR 350-1, TRADOC Regulation 351-18, and higher HQ directives.  This SOP is applicable during periods of both Inactive Duty Training (IDT) and Annual Training (AT).

4.  PROCEDURES

a. Procedures set out in this SOP will be adhered to by all elements of this Battalion.  The Battalion Test Control Officer (TCO), Alternate Test Control Officer (ATCO), Course Managers, and Instructors (ATCO/Examiner) will ensure that this SOP is adhered to in its entirety.
b. The Battalion TCO and ATCOs will be appointed or relieved in writing.  An ATCO will be appointed for each class site.  Each Instructor who administers tests must be appointed as a test proctor in writing.  ATCOs Managers will ensure that all personnel handling test material will have their appointment orders present and readily available for review at all times. 

 5.  PROCUREMENT OF TEST MATERIAL

The Battalion TCO or ATCO will procure test material using TRADOC Form 351-18-R-E.  The form will be sent to Commander, USA Army TNG SPT CTR, ATTN:  ATIC-ETP-R, BLDG 1542, Ft Eustis, VA 23604-5168.  Upon arrival of test material, it will be inventoried by the battalion TCO or ATCO and placed in locked facility designated for test control.

6.  RESPONSIBILITIES OF TEST CONTROL OFFICER

a. The Battalion TCO performs the initial inventory of test materials, mark them with the appropriate test control number, stamp them with “FOUO” and secures the test materials under lock and key until issued to the designated Battalion ATCOs.  Once the test materials have been issued to the appropriate BN ATCOs, inventorying, security and handling of test shall be IAW with this SOP.  The Battalion TCO will inspect the operations of all ATCOs at class locations to ensure that they are in compliance with this SOP and applicable regulations.

b. Insure that all personnel handling test material review this SOP and that they receive a briefing on this SOP quarterly thereafter.  Evidence of this briefing will be documented on a Memorandum For Record and forwarded to the battalion TCO by the 5th day of the due month.

c. Monitor all procedures prescribed in this SOP.

d. Inspect testing sessions to determine that tests are properly handled, administered, and that students are not using unauthorized material to aide them in the taking of the test, or assisting, or copying other students answers.  Insure  test booklets, scoring keys, and completed answer sheets are handled only by authorized personnel.

e. Ensure that personnel who administer and score tests are qualified to perform their duties, to include interpretation of test scores; and have demonstrated that they understand and practice correct procedures for administering and scoring each assigned test.

f. Recommend ATCOs to battalion commander

7.  SECURITY OF TESTING MATERIALS

a. Marking

(1) If the FOR OFFICIAL USE ONLY designation has not been preprinted on test components, the material will be so marked unless the material is exempted from control requirements.  Test components include test booklets, administration and scoring manuals, scoring keys, and optical scanners.

(2) Test booklets, manuals, scoring keys will be serially numbered for internal security control by the TCO.  The prefix to the serial number will consist of the office symbol of the battalion and placed at the top right of each page and with the “For Official Use Only” stamped at the bottom center of each page.  Serial numbers will be indelible.  Serial number of previously destroyed materials will not be assigned to newer test materials.

(3) DA Label 87 (FOR OFFICIAL USE ONLY Cover Sheet) need not be attached to Army personnel test material when the material is actually being used for test administration and scoring purposes.

b. Handling and Inventories

(1) The TCO or ATCO will store test components in locked rooms or containers where they are not accessible to unauthorized individuals.  Test materials and answer keys will not be stored in the same drawer of a common container.  Chief instructors will be responsible for all test materials in their area of operations.

(2) Inventories will be conducted IAW AR 611-5 on a quarterly basis, the results of which will be maintained for a period of 1 (one) year.  Inventories will be forwarded to the battalion NLT the 5th day of each new month after the conduct of the inventory.  The Battalion TCO will use these inventories to reconcile his master inventory.

(3) Test being received as an initial issue from developers will be inventoried and signed for by serial number.  The Battalion TCO inventorying the test will ensure that there is a test administration guide and answer key for each version of the test and that all test errata have been posted by ATCOs.   Chief Instructors will ensure that all errata are posted and a Memorandum For Record is forwarded to the battalion TCO by the posted suspense date.

(4) Only the Battalion TCO is authorized to duplicate test materials.

(5) Test and test answer keys will be numbered for internal control security.  Test booklets and test answer keys will be listed on Test Materials Inventory Control Sheet.  DA Form 5159-R is the only authorized form to be used when inventorying test material.  Duplicate tests will be controlled and listed as all other test material.

(6) Each test should have at least two versions, Version A and Version B.    A different test version will be used for re-testing students who failed an exam.  Re-testing will be conducted for any student who fails an exam IAW the course POI and para 3-9 of AR 611-5.

(7) Loss, damage, compromise, or possible compromise of test materials shall be handled IAW AR 611-5.

c. Shipping and Mailing

(1) Controlled test material will be double wrapped when shipped or mailed.  Such material will be mailed by registered or certified mail as shown below.  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

(2) Inner envelopes or packages will not be opened by message center or mailroom personnel, but will be given directly to the TCO upon receipt.

(3) Test booklets, scoring keys, or devices must be distributed in person or sent by registered mail.  Items with test questions will not be mailed in the same package with test answer sheets.  Other accountable test materials and non-accountable test materials may be sent by regular mail.

d. Destruction of Test Materials

(1) Superseded tests will be destroyed by the TCO and witnessed by a disinterested individual of equal or higher grade.  Destruction will be recorded on DA Form 3964 and filed for one (1) year.  Destruction of mutilated, marked or worn test material and components will be IAW 2-2(b) (7) of AR 611-5 and conducted by the TCO.  The results of the destruction will be posted to the Test Materials Inventory Control Sheets that the destroyed materials came from.  IAW AR 611-5 the Chain of Command will be notified of such destruction activities.

(2) The TCO will maintain the student answer sheets for one year.  Answer sheets of academic failures/dismissals will be maintained for two years for appeal purposes. The answer sheets will then be destroyed.

(3) This SOP may be amended at any time IAW Higher Headquarters regulation pertaining to this subject and to the specific instructions provide as it pertains to the conduct of examination administration, and materials security and accountability.

(4) The Battalion TCO and ATCOs are required to attend annual briefings on test material security and to review this SOP and referenced regulations during this briefing.  Recommended amendments and modifications will be forwarded to the Chain of Command for approval.

e. Testing Procedures

(1) Environmental Conditions

(a) Environmental conditions will be checked prior to each session to ensure standards are in compliance with AR 611-5.  Students taking the test will leave all materials that are not test related outside the testing room (hats and outer garments, e.g., raincoats or winter coats, large handbags, etc.).

(b) Chairs will be checked prior to each test session to ensure they are not “rocky” or otherwise uncomfortable for the student.  Students will be sufficiently separated to minimize the chance of cheating.  The testing room must be well lighted, ventilated, and quiet.

(2) Test Examiners

(a) Examiners will read students Privacy Act information prior to any exam as required by the Privacy Act of 1974.  DA Form 5160-R (Test Administration Statement) will be used for this purpose.
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(b) Test examiners will follow these instructions when instructing students on how to properly complete DA Form 5160-R:

[1]  Examiners will read DA Form 5160-R in its entirety             verbatim to students.

[2]  Have students fill out DA Form 5160-R using black ink only.

[3]  Have students print last name, first name, and middle initial, SSN, and unit of assignment.

[4]  Complete test information i.e., name of exam, version and class number.

[5]  Check appropriate block that he or she is mentally and physically able to take the exam.

[6]  Have student sign DA Form 5160-R in black ink only

[7]  Test examiner will sign DA Form 5160-R in black in only

[8]  File DA Form 5160-R in student’s academic records

(c) The examiner will read the oral directions verbatim from the administration manual of the test concerned (Test Administration Guide or TAG).  The oral directions will include a standard statement i.e., what the passing score is, time limits, start and stop times, how the test will be used, PEs, and notes.  Examiner will also explain why it is important for the person to do his or her best.  The examiner will tell the students what to do by reading aloud the directions in the manual.  These directions will be read verbatim.  They will not be paraphrased or given from notes or memory; nor will they be adapted to the examiner’s idea of what is more appropriate for local conditions.  Students will be allowed to ask questions.  (See Appendix 1 for Test Administration Guide).

(d) At least one test examiner or proctor will be physically present during all testing with 25 or less students.  Exams consisting of more than 25 students will have one examiner and two or more proctors.  Proctors will walk among  students at least twice each hour to pick up any suspicious sessions and visual supervision will be maintained.  Timed tests will be properly started and terminated at the appropriate time.  Students will be informed, prior to testing, of any time limits that exist.

(e) Testing personnel will secure all tests, then immediately report suspected test compromise, test loss, or incidents of cheating to the attention of the originator of the material (proponent school), the local commander, and/or CID, IAW AR 611-5, paragraph 2-3(a).

(f) Any student caught cheating on an examination will be removed from the test site immediately.  Student will be given a failing grade and dismissed from the course upon notification of the Battalion Commander.  The soldier will be counseled in writing.  DA Form 4856 will be used for this purpose.  A letter will be sent to the soldier via registered mail announcing their dismissal from the course.  DA Form 1059 will show reason for dismissal.  Soldier’s chain of command will be notified immediately of the dismissal.

(g) Each examiner will be issued only the number of examination booklets and answer sheets needed to test his/her students.  The examination booklets and answer sheets will be inventoried prior to issue.  The examiner will be responsible for the examination material while it is in his/her possession.  When the examination material is returned to the TCO, the material will again be inventoried to ensure that all material is accounted for and unmarked.  The chief instructor will review all tests to ensure that all versions of the test correspond to the POI.

(h) All test material must be collected immediately following the exam.  Ensure that all test results are reported as soon as possible to the personnel tested.  Examinations will not be graded where students are present nor will students be allowed to review their exam after turning it in to the test examiner.

(i) Students who need to leave the testing room prior to the completion of an exam will raise his or her hand so the test examiner or proctor can identify him or her.  With permission from the test examiner or proctor, the student will collect his or her test booklet, answer sheet, and notes if used, and report to the test examiner or proctor prior to leaving the testing room.  Upon re-entering the testing room if time permits, the student will report back to the test examiner or proctor for his or her test material and resume testing until the end of the test period.

(j) At the termination of the testing period, all students will turn in their test booklet, answer sheet, and pencil to the test examiner or proctor and leave the testing room.  If a student completes an exam prior to the end time of the testing period, he or she will turn in his or her test booklet, answer sheet, and pencil to the test examiner or proctor and quietly leave the classroom.   Students who have completed the exam and exited the testing room, will not be allowed to reenter.

(3) Scoring a Test

(a) Tests will be scored IAW standards outlined in test instructions

(b) Tests will be graded in a room not accessible to the students.

(c) Written exams will be graded using a percentage score i.e., 50% or 100% and these scores will be recorded on a separate score sheet and posted in student’s academic records.

(d) Performance exams will be graded as stated by their standard pass or fail and these exams will be placed in student’s academic records

(e) Tests results will also be recorded on each student’s individual progress control sheet and on the master progress control sheet 

(4) Test (Review/AAR).  The following procedures will be used to conduct Test review/AAR:

(a) Personnel involved in administration of tests will be involved in the AAR.

(b) Collect all answer keys and test material.

(c) Clear student’s desk of everything.

(d) Re-issue test booklets.

(e) Instructors/students read test questions aloud and respond with correct answer.

(f) Solicit student feedback.

(g) Have student give reason why he or she selected his or her particular answer.

(h) Ask other students if they had the same answer or a different answer.

(i) Clarify any discrepancies in test material and in-class instructions.

(j) Collect test booklets and turn them in to ATCO

(5) Remedial/Re-Testing

(a) These are the steps examiners will follow for re-testing: administering of test, scoring of test, counseling of soldier, retraining of soldier, and re-testing of soldier.  If soldier fails to achieve a passing score on second test, counsel soldier with the recommendation for or against third test.  Instructors will counsel students on Enabling Learning Objectives (ELO) missed, and explain that the re-test is an alternate version of their entire examination.  Counseling will be documented on DA Form 4856.  Once a student has been retrained, he or she will be counseled in writing stating that he or she is ready and is willing to take a retest.  Once re-tests are administered, instructors will closed the loop in the counseling process by recording the results of subsequent exams.  Chief Instructors will review all counseling prior to and after re-test.

(b) An instructor will be assigned to retrain students who fail an examination.  Time for retraining and re-testing will be placed on the training schedule.  Instructors will coordinate re-tests with ATCO, student, and battalion commander.

(c) The Battalion Commander is the only one authorized to approve a second re-test with recommendation from the Chief Instructor.

(6) Transmitting of Test Results.  The transmittal of test results will be done in the strictest manner possible as to not compromise the test and privacy of students. 

Appendix 1 (Test Administration Guide) to Annex E (Test Control)

BN SOP

	General Instructions
	1. The tests used in this course are performance based (multiple choice).  Each test is critical.  Students who fail to achieve a score of 70 percent on the initial test will be retrained and retested.

2. This TAG provides general guidance on conducting before, during, and after test administration.  Test site setup may require modifications to accommodate local conditions.



	Duties before the test period

	1. Obtain and inspect the test materials and ensure that sufficient numbers of tests, answer sheets, special materials, scratch paper, pencils, and other testing materials, are on hand.  You are responsible for TEST SECURITY IAW local SOP.


2. Ensure sufficient space is available for the students to work comfortably with their test materials.  The testing room must have adequate lighting, ventilation, and be free of excessive noise.

3. On an upper corner of the chalkboard, place the course/class number, date, test title, test version, your rank and name.

4. Elsewhere on the chalkboard, place:




TIME START ____________________

(HRS/MIN)




TIME STOP  _____________________

(HRS/MIN)




TIME REMAINING ________________

(HRS/MIN)

Note: Have students fill out DA form 5160-R (Dr. Feel Good Sheet) 

          prior to issuing the Exam.
5.  Have all students clear their desktops.  Issue a test to each student.  

     Place all testing materials, except the tests, at each desk.


	Duties during the test period
	1. You must ensure the CORRECT tests are issued.  Then tell the students the following:

"PLEASE DO NOT OPEN THE TEST UNTIL I TELL YOU TO DO SO.  I WILL TALK YOU THROUGH THE INSTRUCTIONS."

2. After issuing the tests, brief the students on test site procedures.  Read, verbatim, to the students the “DIRECTIONS TO THE STUDENTS” (Next section).

NOTE: Have students check to make sure they have a complete exam.

3. Record the “TIME START” and “TIME STOP” on the chalkboard.  Update the “TIME REMAINING” when half of the test period has elapsed, say: "ATTENTION.  YOU HAVE _____ MINUTES IN WHICH TO FINISH YOUR TEST."  Give a similar warning when there are 15, then 5 minutes remaining.

4. Continuously monitor the students.  Maintain classroom discipline.

5. Unauthorized personnel will NOT be permitted to enter the testing area.

6.   Students, after consulting with you, are allowed to leave the test room one at a time to use the latrine or as you deem necessary.  You will collect the student's test materials before allowing the student to leave the room. 

7. You may answer questions of an administrative nature concerning test procedures.  Technical questions about a specific test question should be answered with:  "I CANNOT HELP YOU WITH THAT QUESTION, DO THE BEST YOU CAN."
8. Do NOT grade tests while students are in the classroom.

9. At the end of the test period, instruct students to STOP.

10. Instruct students what to do when they are finished with the exam and what time to return.

11. Instruct the students to use pencil only and explain how to fill out the answer sheet. 

12. Instruct students not to mark in the exam booklet.

13. Inform students that they will not assist or receive assistance from other students.  This behavior will result in a NOGO and possible disciplinary action.

14. Inform students of when the AAR will be conducted.

15. Instruct students on when and where the test results will be posted, how they will 

16. be posted, (Last 4 of SSN with score).

17. Ask and clarify any questions students may have prior to administering the exam.



	Duties after the test period
	1. When finished with the test, each student should turn in to you all testing materials (including scratch paper).

2. Inventory the materials for completeness and accountability.  Ensure that all tests are in numerical order.

3. Inspect the test answer sheets to ensure the following:

a.  All identifying information blocks have been filled in correctly. [Pay particular attention to the markings of SSN and TEST VERSION.]
a.  All erasures are clean and thorough.

b.  No stray marks on the answer sheet.

4. When satisfied that the above actions have been accomplished, dismiss the students.

5. Hand-carry all answer sheets to the Test Control Officer for grading.  The Test Office representative will notify you when the grading is completed and ready for pickup.  [These procedures may differ depending on your TASS BN's SOP.]
6. Turn-in all test materials (instructor packet, student answer sheets, etc.) to the Test Control Officer immediately after the test review.

7. If there are any questions on Student Reclamas or reclama procedures, refer them to their instructor.  If the instructor can not satisfy the question, inform the student that it will be brought to the chain of command and the results will be forwarded to them.




DIRECTIONS TO STUDENTS 
[NOTE:  READ THE FOLLOWING VERBATIM.]

	Student Instructions
	1. Please DO NOT open the test until I tell you to do so.  I will talk you through the instructions.

2. You should have in your possession a #2 pencil, a copy of the test, an answer sheet, and any reference materials you will need to take this test.

3. Use the #2 pencil only.  DO NOT use ink or ball point pen.

4. On the answer sheet, print your name, (LAST, FIRST, MI), rank, SSN, course and class number, and date in their corresponding spaces.  In the line that reads “Test Title” and "Test Version", print the test title and the test version letter that is located on the cover sheet of the test.  [Or, you could give them the title and version (letter) to enter or, refer them to the test title and version you have written on the board.]

5. Mark only one correct response for each question on the answer sheet.  Shade the number that corresponds with your response.  When more than one response appears to be correct, choose the response that best answers the question.  Multiple responses per question will be interpreted as a blank response and graded as an incorrect response.  Your grade is based on the number of correct responses.  There is no penalty for guessing.

6. What are your questions on how to fill out the answer sheet, or how to indicate your responses on the answer sheet?

7. Page check your test; there should be a Title/Cover page and pages E-2 through E-__ .  Check to ensure you have Exam version ___ (exam versions A or B are indicated in the top, right corner of each page.).  The questions are numbered 1 through __.  Ensure your test materials have not been marked on.

8. DO NOT make any marks on the test.  After completing the test, check your test and erase any stray pencil marks.

9. This in an open (closed) book test.  You will (will not) be allowed to use references and/or class notes.

10. You may leave the room to go to the latrine or for other circumstances I deem appropriate.  You must receive permission from me by raising your hand.  You will NOT take anything with you when you leave the room.  Close your test with your answer sheet inside and drop it off with me once you have permission to leave.

11. If you must leave the room for a reason other than what I have stated above, your test will be terminated and you will retest at a later date.

12. You must not ask for nor accept assistance from another student.  You must not give, or offer to give, help of any sort to another student.  If you are observed using or attempting to acquire unauthorized material or assistance, your test and answer sheet will be collected; your test will be terminated; and you will be subject to administrative and/or disciplinary action IAW TRADOC Regulations 350-1, 350-6, and the course Student Evaluation Plan (SEP).

13. If you have any questions during the test, raise your hand and I will come to you.  I will be able to answer only general administrative questions about the test.  Remain seated throughout the test.

14. You will have ____ hours and ____ (minutes) to finish the test.  When one-half of the test period has elapsed, I will inform you of the time remaining.  I will give a similar warning 15 and 5 minutes before the end of the testing period.

15. When you have completed the test, check your answer sheet to ensure that you have selected a response for each question.  Turn in all test material to me and quietly gather your personal effects and leave the room.  You may NOT reenter the room until the test is completed.  DO NOT discuss this test with students from other classes.

17. You must achieve a score of 70 percent to pass this test.

18. A test critique will be conducted in (place) at (time).  During the test critique you may NOT have any personal material, i.e., paper, books, pencils/pens, etc., on your desk.  You may NOT make a record of your test answers in any format.

19. You will get your test results after the answer sheets have been graded.

20. You may submit a student reclama after the tests have been graded.  The procedure is explained in your SEP.  If you have any questions about student reclamas, see your instructor.

21. Are there any questions about the test instructions?

Turn the test cover page and ……BEGIN.


seq level1 \h \r0 SCORING, RETEST, AND ACADEMIC FAILURE
	Procedures
	1. Scoring.  Grade all students IAW test answer keys.

2. Retest.  TATS Battalions may administer one retest after remedial training.  If you used Version “A” for the initial test, use Version “B” for the retest and vice-versa.

3. Academic failures.  Refer to your local TASS Battalion SOP.




DIRECTIONS FOR STUDENT RECLAMA PROCEDURES
	Reclama Procedures
	For Phase 1, ISE Test(s).  Have the student complete and return the Student Inquiry Form attached at the end of this TAG.  (For TASS Bn TCO’s only.)

For Phase 2 Tests:

1. A student may initiate a reclama whenever there is a disagreement on whether or not a test item is valid.  The student must submit a written reclama prior to the close of business of the current ADT and following the posting of the grades or after the test review.

2. The following steps constitute the flow process for academic reclamas:

a.  The students will submit the written reclamas to the instructor.  Reclamas need not be typed, but should clearly and concisely state the issues and justifying arguments.  An informal memorandum will be used, and any documents required to support the reclama (classroom issue, solution sheet, etc, except for the examination questions) must be attached.

b.  The instructor will forward the reclama to the senior instructor/course manager.

c.  The senior instructor/course manager will make a decision on the reclama and notify the student of his/her decision within two working days (after consulting with the instructor as needed).




TEST ADMINISTRATION CHECKLIST  (next page)



TEST ADMINISTRATION CHECKLIST

	1.seq level1 \h \r0 

seq level2 \h \r0   Was the room prepared for the administration?  (environment, start/stop/test number on board)
	YES
NO


	2.  Were #2 pencils issued to students?
	YES
NO


	3.  Did the Test Administrator read instructions verbatim?
	YES
NO


	4.  Did the administrator instruct students how to enter correct name, social security number, test number, test booklet, version, course and class info, and any other special codes on the answer sheet?
	YES
NO


	5.  Did the administrator instruct students to mark only one correct answer for each question?
	YES
NO


	6.  Did the administrator instruct students how to mark answers on the answer sheet?
	YES
NO


	7.  Did the administrator do a page check and question check with the students?
	YES
NO


	8.  Did the administrator instruct the students NOT to make any stray marks on the test booklets?
	YES
NO


	9.  Did the administrator instruct students on the procedures and consequences of leaving the room prior to completion of the test?
	YES
NO


	10.  Did the administrator instruct students concerning the use of reference materials and test aids?
	YES
NO


	11.  Did the administrator inform students they may NOT seek or accept assistance from other students; may NOT give, offer, or in any way help other students; and will be subject to disciplinary action?
	YES
NO


	12.  Did the administrator inform students of the minimum passing score?
	YES
NO


	13.  Did the administrator inform students of the time allotted for the test?
	YES
NO


	14.  Did the administrator explain procedures for turning in test materials?
	YES
NO


	15.  Did the administrator inform students where and when the test critique would be conducted?
	YES
NO


	16.  Did the administrator inform students how and when test results would be available?
	YES
NO


	17.  Did the administrator ask if there were any questions before starting the test?
	YES
NO


	18.  Did the administrator issue the order to "turn the page and begin the test?"
	YES
NO


	19.  About ½ way during the exam and 15 and 5 minutes before the end of the test period did the administrator announce the remaining time?
	YES
NO


	20.  After the test, did the administrator correctly account for all test material?
	YES
NO


	21.  After the test, did the administrator verify that all answers were properly filled-in?
	YES
NO


Appendix 2 (Student Inquiry Form) to Annex E (Test Control)

BN SOP

(See Attached Sheet)

STUDENT INQUIRY FORM

   FILL IN YOUR NAME AND COMPLETE MAILING ADDRESS BELOW AND ON REVERSE SIDE. 

    LAST, FIRST, MI                                        


RANK
 SOCIAL SECURITY NUMBER               ‘SEE PRIVACY ACT STATEMENT 

                 AT BOTTOM OF PAGE’

     INDIVIDUAL STUDENT EFFORT (ISE) COURSE TITLE 



ISE NUMBER

 

    ADDRESS 








              PHONE NUMBER








                   

                   COMM:








ZIP CODE
                   
                    DSN:

  Please check your inquiry area(s) below.

  LESSON OR EXAM IN ERROR WITH –


CONFUSING CONTENT



  (  Field Manual Procedures
(  Doctrine


(  Example
(  Organization     (  Wording      (  Situation

  (  Technical Manual 
(  Equipment Specifications

(  Illustration  
(  Chart                 (  Figure          (  Table








(  Other:__________________________










(Please explain)


  COMMENTS:

 Be specific and cite paragraphs, pages and/or figure numbers.  Please feel free to add comments on a separate sheet of paper if necessary.


   PRIVACY ACT STATEMENT
                      


NOTE:  FOLD THIS INQUIRY SHEET WITH THE 







              SIGNAL SCHOOL ADDRESS ON THE

   AUTHORITY:

10USC3012(B) And (G)


OUTSIDE, TAPE IT CLOSED, AND MAIL WITHOUT AN 
   PURPOSE:

To provide Individual Student Effort students
ENVELOPE.




a means to submit inquiries and comments.

   ROUTINE USES:

To locate and make necessary changes to




Student records.

   DISCLOSURE:

VOLUNTARY.  Failure to submit SSN will




prevent course developers at USASC&FG from




accessing student records and responding to




inquiries requiring such follow-up. 






ANNEX F

BN SOP

Safety

IDT

1. Battalion Staff, the chief instructor and instructors will strictly comply with and enforce safety standards.  SAFETY IS EVERYONES’S RESPONSIBILITY.

2. General

a. Travel.  Battalion staff, instructors and students will use the most direct route when traveling to and from IDT sites.  Personnel will obey all traffic laws.  This includes:  posted speed limits, use of safety belts and the proper use of signal lights.  Alcoholic beverages will not be consumed while driving or during the IDT period.

b. Reporting Accidents/Incidents.  All accidents and incidents will be reported immediately to the battalion HQS through the chain of command.  Report exactly what happened, when it happened, where it happened, how it happened and why it happened.

c. Injuries/Illnesses.   Notify the battalion chain of command of any significant injuries or illnesses as soon as possible.   Initial treatment at military medical facility if available (soldiers on IDT status do not have military medical insurance).  Injured/ill soldier is financially responsible for treatment at civilian facility.

d. Classroom Safety.  Ensure all classrooms do not present a safety hazard and meet environmental conditions as outlined in AR 611-5.

e. Safety Briefing.  Safety briefings will be conducted for all training.  Conduct a safety briefing at the end of each class meeting on driving while fatigued, consumption of alcoholic beverages while driving, consumption of prescription drugs while driving, obeying all traffic laws and have a plan in the event of a mechanical failure to privately owned vehicles.

ADT

1. Driving.

a. Soldiers will not exceed the posted speed limits.

b. Safety belts will be used at all times.

c. Alcohol will not be consumed prior to driving.

2. Alcohol.

a. Soldiers will not use alcohol during duty hours.  Alcoholic beverages may be consumed during non-duty hours.

b. Soldiers are encouraged to have a designated driver if alcohol will be consumed.  If a designated driver is not available, call a cab.  If soldiers cannot decide what course of action to take, contact the battalion SDNCO. The SDNCO will find a way to have the soldier safely returned to the barracks.

3. Drugs.  Drugs will not be tolerated.

4. Fire.

a. In case of a fire in the barracks or any other building, soldiers are to immediately alert everyone in the building, evacuate the building and call 911.

b. Instructors will account for all their soldiers.

5. Water.

a. Adhere to all posted water safety rules and regulations.  If no rules or regulations are posted, use common sense.

b. Do not operate a motorboat or jet-ski if you have consumed alcohol.  

c. Do not dive into water when the depth is unknown.  If you cannot swim well, use a floatation device.

d. Never swim alone.

6. Bicycling.  Soldiers that wish to ride their bicycles will use a safety helmet and obey all motor vehicle traffic laws.

7. Running.

a. No headsets will be worn while running or walking.

b. Reflective vests need to be worn from 30 minutes prior to dark and 30 minutes after daybreak.  No soldier will run in dark colored outfits when running at night.  Vests can be checked out from the S-4.

c. Running will be done in the direction facing on-coming traffic.  Make sure drivers can see you and you can see them.

8. Lightning.

a. Lightning occurs all over the west.  Every year soldiers are injured.  Once a lightning storm is noticed, the OIC/NCOIC will do the following:

(1) Cease all outside activity.

(2) Move personnel into a building if possible.

(3) If a building is not available, move personnel into dense woods, a low area or to the foot of a steep hill.

(4) Move away from fences, electrical wiring, vehicles, masses of metal or other conductors of electricity.

(5) Personnel will remain in the building until lightning has ceased.

(6) If marching in formation, increase interval to twice the normal interval.

(7) Radios will not be used, nor will troops carry radios with antennas extended.

(8) Troops will move away from any type of antenna.

(9) Personnel will not stand close together.

(10) Do not use the telephone.

(11) Save data on all computers and shut them down.

b. Lightning Casualties.

(1) Immediate attention should be given to any person who has been struck by lightning.

(2) If unconscious and no heartbeat can be detected, administer CPR until the victim is revived or you are relieved by medical personnel.

(3) Evacuate to the nearest medical facility.

9. Smoking.

a. Smoking in bed is prohibited.

b. Smoking is only allowed in designated areas.  Cigarette butts are to be disposed of in proper receptacles.

10.   Heat Injury Prevention.

a. Drink plenty of water.

b. Salt food to taste

c. Wear headgear while in the sun

d. Remain out of the sun, when possible.

e. Alternate work/rest periods.

f. Learn to recognize signs, symptoms of heat injuries.

g. Acclimatization is essential.

h. Use sunscreen (personnel of all skin complexions).

i. March or walk on grass rather than asphalt.

j. Run or exercise early or late in the day.

11.   Wet Bulb Temperature Categories.

a. Training activity will very based on the following Wet Bulb Categories:

(1) CAT I- Soldiers should increase their water intake by three canteens per day.  Calisthenics or running should be conducted early morning or late afternoon.

(2) CAT II- Soldiers should salt food to taste.

(3) CAT III- Heavy work should be limited.  No digging, loading trucks or PT.  Drink extra water.  Exercise extreme caution when jogging during mid-day.

(4) CAT IV- Light work should not exceed six hours.  No running, and water intake should be increased to at least six canteens a day.

(5) CAT V- Danger zone.  All strenuous activity should be suspended except operational requirements.

12.   Risk Assessment.

a. Risk assessments will be conducted IAW FM 100-14.  A daily risk assessment worksheet will be completed for all classes and will be placed in the visitor’s folder.  These risk assessments will include environmental hazards and force protection IAW TRADOC Reg 385-2.

b. FM 100-14 provides specific information concerning risk assessment.  Control measures will be used for every risk.  Approval authority for residual risk is the battalion commander.

Annex G

Battalion SOP

Equal Opportunity Policy
1.  As commander of 2nd Battalion, it is my policy that all soldiers, civilians and their families shall be provided equal opportunity without regard to race, color, religion, gender, or national origin and provided an environment free of sexual harassment.  In-appropriate discrimination by act or interference, whether by individual or institutions, will inhibit the success of 2nd Battalion.

2.  The emphasis of our EO Program is to ensure all members of our battalion are afforded fair treatment recognized solely on merit, fitness, capabilities, and potential, which supports readiness and mission accomplishment.  Every member of this battalion must be sensitive to and appreciative of people as individuals who rise and fall based on their own efforts.  The success of our battalion depends greatly on an organizational climate where every soldier has an equal opportunity to be successful and is not constrained by arbitrary barriers.  The mutual respect and fairness fostered by a proper EO Program will bring about a harmonious and productive climate.

3.  Equal Opportunity is ethically based on the principles of fairness, justice, and equity for our greatest resource-people.  Every person in this battalion should be an effective contributing member.  Ensuring equal opportunity in our battalion is a command and leadership function.  All commanders, leaders, and supervisors are responsible for equal opportunity.  Implementation and enforcement of this policy are a top priority.  Establishing a climate where equal opportunity is a primary tenant is essential.  This policy is a directive of all members of 2nd Battalion.

4.  Discrimination based on race, color, national origin, or gender is a violation of equal opportunity.  Any behavior by members of our battalion, by act or inference, which does not support equal opportunity, inhibits mission accomplishment and will not be tolerated.  However, allegations of discrimination based on race, color, religion, national origin, or gender will not substitute as ground for frivolous complaints or shirking duties and responsibilities.

5.  Members of 2nd Battalion who believe they have encountered a situation that violates their opportunity rights, should first use the chain of command.  However, if this approach proves not to be satisfactory, the member should contact the Battalion Commander, LTC David R. Shaw (916) 386-6447 or the 3rd Brigade EO representative, CPT Kyiersly Tingley (800) 517-8379 Ex. 4244.

6.  Equal opportunity policies will be placed on each classroom bulletin board, in billet common areas, and in the battalion common area.


[image: image2.wmf]
DEPARTMENT OF THE ARMY

HEADQUARTERS, 2nd BATTALION (SIGNAL), 104TH REGIMENT

3D BRIGADE (COMBAT SUPPORT), 104TH DIVISION (INSTITUTIONAL TRAINING)

6270 Midway Street, Building 640

Sacramento, CA 95828-5000

REPLY TO

ATTENTION OF:

AFRC-TWA-CST-SC (350)
4 January 2003

MEMORANDUM FOR  All Soldiers & Students, 2nd Battalion (SIG), 3/104th Division (IT)

SUBJECT:  Equal Opportunity (EO) Policy

1.  Equal Opportunity encompass much more than sexual harassment.  The Battalion EO clearly reflects the parameters for conducting our business in a fair equitable manner.  This command shall not tolerate any type of discrimination or failure to comply with appropriate EO policies of higher headquarters.

2. Equal treatment of all soldiers is necessary in order to provide a climate where everyone is free to accomplish their assigned mission without fear of harassment.  I encourage all soldiers, within this command, should they feel that they were denied equal opportunity to immediately contact the Equal Opportunity Representative.

3. The 2nd Battalion (SC), 3/104th Division representative is CPT Kyiersly Tingley at (800) 517-8379 Ex 4244.


DAVID R. SHAW


LTC, MI, USAR


Commanding

Annex H

Battalion SOP

Sexual Harassment Policy
1.  As commander of 2nd Battalion (Signal), it is my policy that all soldiers and civilians shall be provided a working environment free of sexual harassment.  It is the responsibility of every member of the battalion to demonstrate performance that reflects the highest ethical and moral standards of professionalism.

2.  Sexual harassment is a form of sexual discrimination that involves unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  It violates the basic principles of equal opportunity.  Sexual harassment destroys unit and individual morale and degrades successful mission accomplishment.  To individuals it is belittling, degrading and violates human dignity.  The bottom line that sexual harassment is counter to our Command Philosophy and will not be tolerated.  Sexual harassment occurs:


a.  When behavioral inference or overture of a sexual nature attempts to coerce, control, discount or manipulate the career, compensation or performance of an individual or population.


b.  When intentional or unintentional verbal comments or physical gestures of a sexual nature are unwelcome by any person receiving or witnessing them.


c.  When abusive physical contact of a sexual nature victimizes or violates an individual or witness.


d.  When any circulation or display of literature or material of a sexual nature is offensive to any individual.

3.  This policy is directive in nature and applies to all members of 2nd Battalion in all situations concerning duty performance in our military relations.  POSH must be supported by all soldiers assigned to this battalion.  Violators will be subjected to penalties provided in Public Law, DOD Directives, the UCMJ, or any other governances’ in effect at the time a violation occurs.  Immediate action will be taken upon the discovery of any situation that could be perceived as sexual harassment.  Furthermore, any soldier with knowledge of a sexual harassment violation and who fails to take appropriate action can be considered an accessory, thereby placing herself/himself in legal and professional jeopardy.

4.  Any victims or witnesses to sexual harassment are encouraged to report their complaint utilizing the ARMY EQUAL OPPORTUNITY COMPLAINT PROCESS located on the unit’s bulletin boards.  In all cases contact the Battalion Commander, LTC David R. Shaw (916) 386-6447 or the 3rd Brigade EO representative, CPT Kyiersly Tingley (800) 517-8379 Ex 4244.
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DEPARTMENT OF THE ARMY

HEADQUARTERS, 2nd BATTALION (SIGNAL), 104TH REGIMENT

3rd BRIGADE (COMBAT SUPPORT), 104TH DIVISION (INSTITUTIONAL TRAINING)

6270 midway Street, Building 640

Sacramento, CA 95828-5000

REPLY TO

         ATTENTION OF:

AFRC-TWA-CST-SC (350)
4 January 2003

MEMORANDUM FOR  All Soldiers & Students, 2nd Battalion (SIG), 3/104th Division (IT)

SUBJECT:  Sexual Harassment Policy

1.  Sexual harassment, which is a form of sexual discrimination, violate the basic principle of equal opportunity.  It destroys unit morale, degrades readiness and reduces our ability to accomplish our mission.   To our soldiers and civilian employees it is belittling, degrading and violates their dignity.  Sexual harassment and discrimination is counter to our “vision” and will not be tolerated in this battalion.

2. Sexual harassment occurs when any soldier or civilian employee, through behavior of sexual nature, attempts to control, influence and or affect the career, pay or job of a soldier or civilian employee, or makes deliberate and repeated comments (to include songs/music) or gestures of a sexual nature that are offensive to those around him/her.  Chief instructors will ensure that our battalion policy letter pertaining to this subject is posted and available in each visitor’s book for all classes.  The battalion CSM will ensure that our policy letter is posted on the battalion bulletin board.

3. The 2nd Battalion Commander LTC David R. Shaw (916) 386-6447 or the 3rd Brigade EO representative, CPT Kyiersly Tingley (800) 517-8379 Ex 4244.


DAVID R. SHAW


LTC, MI, USAR


Commanding

Annex I

Battalion SOP

Instructor Evaluation Criteria
All Instructors

a.  Basic Instructor Performance.


The following criteria applies to all instructors regardless of whether the training is conducted in a traditional classroom, in a small group environment, or via video-teletraining.  The basic instructor performance checklist will be used during instructor evaluation boards and provides greater detail for evaluating these criteria.  To meet acceptable performance standards, the instructor must ---




(1)    Implement risk control measures.




(2)    State Terminal Learning Objective.




(3)    Demonstrate technical or tactical competence.




(4)    Introduce the instruction.




(5)    Present learning steps/actions.




(6)    Explain the relationship of task or training activity to job performance.




(7)    Generate questions/obtain feedback.




(8)    Use training aids to support learning.




(9)    Ensure that all students can see and hear all activities.




(10)  Exhibit acceptable personal appearance.




(11)  Demonstrate basic delivery skills.




(12)  Use appropriate questioning techniques.




(13)  Facilitate student performance.




(14)  Exhibit respectful behavior.




(15)  Provide interim and concluding summaries.

(16) Demonstrate effective management of training resources.

(17) Conduct AAR.

b.  The following additional criteria apply to instructors who are training in a classroom

environment. In addition to the basic instructor performances, the classroom instructor must ---




(1)  Manage the training environment to promote learning, comfort, safety, 




        and hygiene.




(2)  Maintain a Visitors Folder in accordance with local policy.

c.  These criteria apply to all instructors.  In addition to the basic instructor performances and any

other, appropriate criteria, the instructor must ---




(1)  Prepare AAR outline.




(2)  Prepare the training area for the AAR.




(3)  Introduce the purpose for the AAR.

(4)  Present training events for consideration.

(5)  Facilitate student participation.

d.  Failure to meet acceptable performance standards will result in a re-evaluation by instructor evaluation board within 30 days of first appearance.  Subsequent failure to meet acceptable performance standards at any time will result in immediate revocation of instructor credentials and recommendation for instructor’s reassignment.

Basic Instructor Performance Checklist


To achieve a satisfactory rating, the instructor must receive a “GO” rating for Instructor 
Actions 1 through 3 and must receive no more that three (3) ratings of “NO-GOs” for 
Instructor Actions 4 through 17. 

	Instructor Action
	GO
	NO-GO

	1.
Risk Control Measures (“a” through “d” required for a “GO” rating):

a.
Provided WARNINGS for training safety hazards.

b.
Identified high risk assessment level.

c.
Emphasized environmental hazards.

d.
STOPPED practice or testing when dangerous situation occurred.
	
	

	2.
Terminal Learning Objective:  Stated the action, conditions, and standard.
	
	

	3.
Technical or Tactical Competence (“a” and “b” required for a “GO” rating):

a.
Responded to standard questions relating to objectives.

b.
Conducted demonstrations and exercises when appropriate.
	
	

	4.
Introduction (“a” through “d” required for a “GO” rating):  

a.
Used motivator.

b.
Explained ---

(1)
Difference between training and task performance on the job.

(2)
How performance will be tested.

(3)
Why task is important.

(4)
Risk assessment level.

(5)
Environment protection considerations.

c.
Defined new terms.

d.
Provided WARNINGS and CAUTIONS for training safety and job safety.
	     
	

	5.
Learning Steps/Actions ( “a” through “f” required for a “GO” rating):

a.
Explained and/or replicated cues.

b.
Showed steps in parts.

c.
Asked questions.

d.
Explained key points.

e.
Covered material in lesson plan.

f.
Used ---


(1)
Logical sequence.


(2)
Smooth transitions.
	
	

	6. Job Performance Context:  Explained relationship of task or training event to the performance soldier will carry out in the job environment.
	
	

	Instructor Action
	GO
	NO-GO

	7. Questions and Feedback (“a” through “e” required for a “GO” rating:)

a. Encouraged students every 3 to 6 minutes.

b. Asked or answered questions.

c. Stopped for discussion.

d. Asked for feedback.

e. Actively involved all students.

8.
Training Aids (“a” and “b” required for a “GO” rating):

a.
Ensured training aids/equipment were operational

b.
Used --- 

(1)
Training aids/training equipment properly.

(2)
Legible and appropriate visuals. 
	
	

	

	
	
	

	
	9.
Facilitation of Student Ability to See and Hear (“a” and “b” required for a “GO” rating):


a.
Asked students if they could see and hear instruction.


b.
Corrected any identified situations where student was unable to see or hear instruction.
	
	

	10.
Personal Appearance:  Demonstrated well-groomed appearance, confident bearing, enthusiasm, no distracting mannerisms.
	
	

	11.
Basic Delivery Skills:  Used appropriate gestures, movement, communication skills (clear enunciation;  appropriate speech volume, tone and rate; good grammar and choice of words with minimum “crutch” words.)
	
	

	12.
Questioning Techniques:  Conducted Ask-Pause-Call techniques (also called pose/pause/pounce) for conference and direct questioning during practice exercises or one-on-one questions.  
	
	

	13.
Facilitate Student Performance (“a” through “c” required for a “GO” rating):

a.
Provided frequent ‘checks on learning’ and practice opportunities (usually over 50% for module or lesson prior to testing).

b.
Conducted practice sessions that included--

(1)
One best way (correct demonstrations).

(2)
Student activity that matched or closely modeled required job performance.

(3)
Practice in parts.

(4)
Shaping of student skills.

(5)
Specialized individual help when needed.

(6)
Answers to student questions.

(7)
On-the-spot correction and praise.

(8)
Immediate stopping of practice when dangerous situation occurred.

c.
Conducted performance tests that included ---

(1)
Preparation of test conditions.

(2)
Briefings to students.

(3)
Presentation of performance cues.

(4)
Observation of student performance without interruption except for intervention for safety purposes.
	
	

	14.
14. Respectful Behavior:  Displayed no signs of put downs, sarcasm, off-color material, or sexist/racist/ethnic remarks. 
	
	

	15.
15. Summaries of Instruction:  Provided interim (when appropriate) and concluding summaries.
	
	

	16.
Training Resource Management  (“a” through “d” required for a “GO” rating):

a.
Ensured availability of sufficient materials and resources.

b.
Retained control of class.

c.
Managed disruptive students

d.
Used instructional time wisely.
	
	

	17.
After-Action Review:  Conducted AAR following field exercise, practical exercise, or testable module.  

Note:
The AAR Instructor Performance Checklist on page ___ of this Appendix.  
	
	


Classroom 
To achieve a satisfactory rating, the instructor must receive a “GO” rating for both Instructor 
Instructor Actions.

Checklist
	Instructor Action
	GO
	NO-GO

	1.
1.  Training Environment (“a” through “j” required for a “GO” rating).  Ensured classroom met safety, comfort, and hygiene standards, to include ---

a.
Ventilation.

b.
Lighting.

c.
Temperature.

d.
Noise levels.

e.
Interruptions.

f.
Visibly posted safety signs.

g.
Availability and use of safety equipment.

h.
Placement of observer station.

i.
Cleanliness.

j.
Adequate space for planned activities.
	
	

	2.
Visitors Folder:  Maintained Visitors Folder in accordance with local policy.
	
	


AAR 
To achieve a satisfactory rating, the instructor conducting the AAR  must receive a Performance
“GO” rating for ALL Instructor Actions.                                                                              Checklist
	Instructor Action
	GO
	NO-GO

	1.
AAR outline.  Developed content outline.
	
	

	2.
Training Area preparation.  Prepared appropriate room or training area.
	
	

	3.
Introduction (“a” through “c” required for “GO” rating).  


Stated ---


a.
AAR purpose.


b.
Training objective.


c.
Ground rules.
	
	

	4.
Presentation (“a” through “c” required for “GO” rating).  Presented chronological list of training events and facilitated student discussion of each event, to include the following ---


a.
What they observed.


b.
What went right (i.e., what was successful).


c.
What could/should be done differently.
	
	

	5.
Facilitation (“a” through “d” required for “GO” rating):  


a.
Asked questions which involved students and led them to clarify points.

b.
Listed points discussed for all to see.

c.
Summarized AAR highlights.

d.
Kept students focused on AAR activities and purpose.
	
	


Basic Instructor Performance

DATE:  ____________

Start Time:  ________
Completion Time:  ________

Instructors Name:  ___________________________________    Rank:  ________

SSAN:  _____________________

Unit:  _______________________
Location:  __________________________

Subject Evaluated:  __________________________________

Evaluator’s Name:  ___________________________________    Rank:  ________

_____________________      _____________________       _____________________

EVALUATOR’S SIGNATURE,  INSTRUCTOR’S SIGNATURE, FIRST LINE SUPERVISOR OF INSTRUCTOR CANDIDATE

Recommendations for improvement/General Comments:

Follow-up Evaluation (Within 30 days )

_____________________      _____________________       _____________________

EVALUATOR’S SIGNATURE, INSTRUCTOR’S SIGNATURE, FIRST LINE SUPERVISOR OF INSTRUCTOR CANDIDATE

Annex J
Battalion SOP

In/Out-Processing
1.  IN-PROCESSING

     a.  IDT

          (1)  Chief Instructors are responsible for in-processing of students.  

          (2)  Chief Instructors will obtain a current ATRRS roster from the battalion Staff Administrator.  ATRRS rosters will be used to verify attendance.  

          (3)  Instructors will initiate student records.

          (4)  Although stations are not set up for IDT in-processing, the course manager will develop a plan (based on available personnel at each site) to ensure that all areas, covered by each station below, are performed by in-processing soldiers.

(5) Students will be counseled on administrative support, course requirements for graduation, dining facility hours, and emergency contact numbers.   

     b.  ADT  

(1)  The course managers are responsible for in-processing students with the chief instructor overseeing the process.  Each station will be manned by an NCO.  The following stations will be setup and marked by signs:

              a.  Station One.  Sign-in/Orders.  Students will sign-in and give two copies of orders to cadre/staff personnel at this station.  There will be a separate box for each course for collecting orders.  Cadre/staff personnel will give each student a folder with the In-processing Worksheet, and the Body Fat Worksheet (DA Form 5500).  Students will complete Part I (Administrative Information) of the worksheet and carry it to the next station.  S1 will provide one NCOIC and one other NCO for this station.  If a student shows up in the wrong uniform the NCOIC will direct them to an appropriate area in which they can change.  


b.  Station Two.  Weigh-in and Taping.  Each student’s height and weight will be verified in the Army PT uniform without shoes.  A separate room will be used for taping soldiers who do not meet their table screening weight IAW AR 600-9.  At a minimum two NCOs will conduct the height/weight verification.  During taping one NCO will measure and the other NCO will observe and record measurements.  Both NCOs will sign taping results and one must be senior or equal in grade of the soldiers being taped.  All soldiers not meeting body fat standard IAW AR 600-9 will be referred to the chief instructor for counseling prior to being returned to their unit.  A certified letter will be sent by the S3 to the soldier’s chain of command explaining why the soldier was denied enrollment into the course.  A consolidated list of all students' weigh-in will be initiated and maintained by Chief Instructors.  After students have been weighed and taped (if necessary), Part IV (Weigh-in/Appearance/Profiles) of the worksheet will be completed.  



c.  Station Three.  Pre-Execution Checklist and Verification.  Students will sign, date and turn in the In-Processing Worksheet and the Pre-Execution Checklist to the appropriate course instructor.  S3 will provide 1 NCOIC and 2 NCOs for this station.  They will verify all information on the In-Processing Worksheet, complete Part V (Uniform), and will sign and date the worksheet.  Two boxes per course will be available so that instructors can place the Pre-Execution Checklist and the In-Processing Worksheet in separate boxes.  .


 d.  The battalion commander will approve all walk-ons.  Walk-ons will be screened for pre-requisite requirements.  These walk-ons MUST be in Wait status in ATRRS.  Students not listed in ATRRS in a wait status will not be inprocessed.

NOTE: Chief Instructors will give student records to instructors.  Instructors will have students’ records present during initial counseling.  Students will be counseled on UCMJ, administrative support, course requirements for graduation, sick call, mail call, dining facility hours, and emergency contact numbers.

 2.  OUT-PROCESSING

a. IDT

(1)  Instructors will ensure students’ records are completed prior to releasing them to return to their units.  Each student will be given a copy of DA Form 1059 and certificate of completion.

(2)  A safety briefing will be given to all students prior to departure for their units.

     b.  ADT

          (1)  The course managers will coordinate with  instructors to ensure all documentation is completed on each student.   The chief instructor will oversee the process.

          (2)  All equipment clean, accounted for, turned-in and hand receipts cleared.

          (3)  Transportation arrangements are coordinated through the S1.   

          (4)  A safety briefing is conducted IAW local policies and SOPs.

ANNEX K

Battalion SOP

SITE MANAGER CHECKLISTS/FORMS




STUDENT RECORD CHECKLIST


Enrollment Application

AATAS Application or ATRRS Roster


Attachment Order (For AT)



Pre-execution Checklist 

Properly filled out and signed, with appropriate attachments


All student leadership evaluations (NCOES Mandatory)



All test Scores / Student Progress Control Record (Not test Answer Sheets) 



All counselings

Initial, performance, leadership, end of course evaluations, and individual developmental action plans



Copy of course completion DA Fm 1059



Prepared IAW AR 623-1, Resident Training




DA Fm 3349 with MMRB results (if applicable)



DA Fm 5500-R and 5501-R (if applicable)



DA Fm 5286-R and 5286-1-R (Reclassification course only)


Any other correspondence referencing soldier (i.e. drop packet)





CLASSROOM DOCUMENTS CHECKLIST


Visitor’s Book



Visitor’s sign-in log



Current ATRRS roster



TRADOC Fm 270-R Attendance Register (IDT Only)



Current training schedule



Course POI/CMP and current Lesson Plan



Critique sheets for class visitor



Daily risk assessment worksheet


Instructor Folders



Proponent certification



Instructor training certificate (or DA Fm 1059)




ITC (All)

SGI (Mandatory NCOES)



Copy of/request for orders assigning SQI “H”

Copy of certificates of any civilian training related to course (optional)

Documentary evidence of graduate of course being taught

Documentary evidence of training/experience for level of course being taught

Valid DA Fm 705

Documentary evidence of meeting the same MOS as the students in the course

Copies of instructor evaluations from previous 12 months

Appropriate operators permit



Administration Folder



Master progress control record

FIRST WEEKEND TRANSMITTAL

_____  ATTENDANCE ROSTER (TRADOC 270-R)

_____  CONSOLIDATED ATTENDANCE RECORD

_____  TRAINING SCHEDULE

_____  PRE-EXECUTION CHECKLIST SIGNED BY STUDENT’S CDR

_____  INITIAL COUNSELING FORMS FOR EACH STUDENT

_____  HT/WT STATEMENT ON EACH STUDENT

_____  PROFILES (If any)

_____  REQUEST FOR CLASS WAIVER (IF NEEDED)

_____  BIOGRAPHICAL SUMMARY

_____  UPDATED ATRRS ROSTER 

_____  MEMORANDUM OF AGREEMENT

_____  TRAINING OBSERVATION CHECKLIST (If any)

_____  STRIP MAP

_____  DA FORM 1380

I THE UNDERSIGNED HAVE VERIFIED THAT THE ABOVE INFORMATION IS CORRECT AND ENCLOSED:

_______________________________________  _______

           (NAME AND RANK)                                     (DATE)     

MONTHLY TRANSMITTAL

_____  ATTENDANCE ROSTER (TRADOC 270-R)

_____  CONSOLIDATED ATTENDANCE RECORD

_____  COUNSELING FORMS (IF ANY)

______UPDATED ATRRS ROSTER  (IF CHANGED)

______DA FORM 1059 WORKSHEET (WHEN REQUIRED)

______REQUEST FOR CERTIFICATES (WHEN REQUIRED)

______TRAINING OBSERVATION CHECKLIST  (IF ANY)

______DA FORM 1380

I THE UNDERSIGNED HAVE VERIFIED THAT THE ABOVE INFORMATION IS CORRECT AND ENCLOSED:

           (NAME AND RANK)                             (DATE)                      

END OF COURSE TRANSMITTAL  (Within 48 hours)

_____  ATTENDANCE REGISTER (TRADOC 270-R)

_____  CONSOLIDATED ATTENDANCE RECORD

_____  ATRRS LIST SHOWING WHO GRADUATED

_____  END OF COURSE COUNSELING FORMS

_____  TRAINING OBSERVATION CHECKLIST  (IF ANY)

_____  REQUEST FOR CERTIFICATES  (IF ANY)

_____  DA FORM 1059 WORKSHEETS  (IF ANY)

_____  DA FORM 1380

I THE UNDERSIGNED HAVE VERIFIED THAT THE ABOVE INFORMATION IS ENCLOSED.

           (NAME AND RANK)                                 (DATE)                        

DA FORM 1380

a.  Complete the form as follows:

1.  DATE:  The current date.

2.  FROM:  Use only if attached to another unit for training purposes.

3.  RETIREMENT YEAR ENDING DATE:  Your retirement year.

4.  TO:  This will be:

     Commander

     2d Bn (SC), 104th Regt, 3d Bde (CS), 104th Div (IT)

     6270 Midway Street, Bldg 640

     Sacramento, CA  95828-5000

5.  LAST NAME, FIRST NAME, MI:  Give your full name

6  GRADE:  Your rank and pay grade

7.  SOCIAL SECURITY NUMBER:  Your complete Social Security number.

8.  BRANCH:  Give your military branch, officers only

9.  INDIVIDUAL’S ASSIGNED ORGANIZATION:  Provide the unit you are assigned to 

if different than number 4, otherwise write “Same”.

10. THE ABOVE NAMED RESERVIST PERFORMED:  Check off APPROPRIATE, or the applicable block.  If RMA, ATA or points only, check “other”, and write in the type of drill.

11.  Date:  The date you performed your duty.

12.  Hours:  Indicate if this is for four (4) or eight (8) hours.

13.  RETIREMENT POINTS:  Do not fill in

14.  NATURE OF DUTIES, TRAINING, OR INSTRUCTION:  Indicate that this is for Instruction purposes, prep drills, or mandatory drill.

Note:  Once you have completed Section 10, draw a line indicating that “Nothing Follows”.

15.  TYPED NAME, GRADE, AND POSITION OF OFFICER HAVING KNOWLEDGE OF DUTIES PERFORMED:  Commissioned Officer or School Sergeant Major (CSM/SGM) or Site Manager

16.  SIGNATURE OF OFFICER:  Have the officer verifying duty sign here.

Request for Certificates, DA 87’s  and DA Form 1059 Worksheets

a.  DA Form 1059 Worksheets should be submitted at the same time certificates are requested.

b.  All information should be supplied IAW AR 623-1 to include individualized statements for each student.

Class # ______


DATE____________
AFRC-TWA-CST-SC  (350)                                                                                                                                      

MEMORANDUM FOR ______________________________  

SUBJECT:
Request for Certificates of Completion (DA Form 87) and AER (DA Form 1059)

Request Certificates of Completion, DA Form 87 and Academic Evaluation Report DA Form 1059, for the following class. 


a.  Course____________________


b.  Location_________________________________

Certificates/DA Form 1059’s should be mailed to: ________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________

 ___________________________(Signature)

Name

Telephone Number

TRADOC FORM 270-R 

a.  DATE/HOURS:  Determined by the instructor, these dates/time will match the Training Schedule.

b.  Check “single” for a four hour block, and “Multiple” for an eight hour block.  This will correspond with the time block for each date on the training schedule.  If the schedule calls for an 8-hour assembly, the inclusive hours will be shown; i.e., 0800-1700.  If the 8 hours are divided, 4 for preparation and 4 for instruction, show “0800-1200 PREP” and “1300-1700 INSTR”, or however, the 8 hours are broken down.

c.  ASSEMBLY CONDUCTED:  check  “student” for instructional periods

d.  COURSE/PHASE:  Indicate the Course and Phase you are instructing 

e.  SCHOOL YEAR:  Give the current training year

f.  ADDRESS:  Give your instruction site address

g.  SIGNATURE:  This is where the students will sign in and out, in ink on the left side of the roster.  If a student is absent, the instructor will indicate the absence by showing an “A” on the “IN” and “OUT” lines of the sign-in block.

h.  NAME/RANK/SSN:  Fill in the student’s complete name (Last, First, MI), rank and social security number.  SSNs are required for pay.

i.  BR/COMP and ADDRESS:  Branch is for officer courses; Component will indicate 

NG, USAR, IRR.  Fill out this information completely, including student’s full unit mailing address.

j. TYPED OR PRINTED NAME, GRADE & TITLE:  The certifying instructor signs here.  If an instructor is substituting for another instructor, the TRADOC Form 270-R should be signed by the substituting instructor with an annotation made on the TRADOC Form 270-R.  A separate TRADOC Form 270-R is required for each class, even if two classes are being taught together or if make up students are from one or more classes.  Clearly mark “Make-up” across the top of the TRADOC Form 270-R for make-up classes.

k. Disposition:  Rosters will be prepared in duplicate for each assembly date.  The original is forwarded to the BN HQ and the duplicate is retained by the instructor.  The BN HQ will reproduce and distribute rosters to students’ unit of assignment as required.

l.  Mailing Procedures:

(1)  Week-night classes/Preps:  Packages will be placed in the postal system on the class night immediately following close of class if at all possible, and in no case not later than the first day following the activity.

(2)  Week-end classes/Preps:  Packages will be held until the last activity conducted on the Sunday of the scheduled drill.  Packages will be placed in the postal system immediately following the last activity on Sunday if at all possible, and in no case not later than the first day following the last activity.

DA FORM 1059

DA FORM 1059 MUST BE TYPED, NOT HANDWRITTEN.  This form must be completed for any student who attends a class, regardless of the reason for dropping the class.

1-5.  NAME/SSN/GRADE/BR/SPECIALTY/MOS:  Complete this with all  information.

6.  COURSE TITLE:  The complete title of your class as listed on your POI.

7.  NAME OF SCHOOL:  2nd Bn (SC)/104th Regt/3rd Bde (CS)/104th Div (IT)

8.  COMP:  USAR/NG (CANG, CONG, AZNG)

9.  TYPE OF REPORT:  non-resident (IDT) resident (AT)

10.  PERIOD OF REPORT:  The class beginning date to ending date covered by this 

report. (Usually class end date, but may be before class end date if student dismissed early)

11.  DURATION OF COURSE:  The period from class beginning to class end.

12.  EXPLANATION OF NONRATED PERIODS:  Leave blank.

13 - 15.   PERFORMANCE SUMMARY/DEMONSTRATED ABILITIES:  Check the boxes that apply to the individual’s performance in this class.  “Exceeded course standards” for those students whose overall course achievement is significantly above the standards of the course.  Restricted to 20% of the class.  “Achieved course standards” for those students who achieve the overall acceptable course standards.  “Marginally achieved course standards” for those who achieve with difficulty the minimum acceptable course standards as identified in the course grading plan.

16.  COMMENTS:  All instructors will fill this in, identifying that the student has met the requirements for completing the course.  When the student has a superior rating or an academic failure, comments must be made to support those ratings.  This remains in the student’s permanent file and must accurately reflect performance.  DA Form 1059 must be unique and reflect their true performance.  See AR 623-1 for guidance on Academic Evaluation Reporting.

17.   AUTHENTICATION:  The DA Form 1059 must be signed by both the BN commander or SA, or, in the case of NCOES, the CSM or Chief Instructor as Commandant and the instructor.  Part A will have the instructor’s name, rank, and title.  Part B will have the BN commander’s or CSM’s signature block as appropriate.



STUDENT PROGRESS CONTROL RECORD

Student Rank/Name:     ___________________________________________________

Course/Class Number:  ___________________________________________________

Training Location:        ___________________________________________________

	PFN TEST NUMBER
	DATE
	1X GO

NOGO
	SCORE
	DATE
	2X GO

NOGO
	SCORE
	DATE
	3X GO NOGO
	SCORE

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


REMARKS:___________________________________________________________________________________________________________________________________________________________________________________________________________________

Instructions: Make all entries in ink. “PRINT” ALL INFORMATION ACCURATELY. 
Instructors must enter exact date and score in the correct block

NOTE:  The Course Manager must reproduce sufficient copies of this form for each student  

               and instructors.
MASTER STUDENT PROGRESS CONTROL RECORD






    Course/Class Number_______________________

	
	LESSON/TEST NUMBERS

	STUDENT NAME
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Instructions:  Make all entries in pencil.


Instructor:  Entries must be either G (for GO) or N (for NO GO).



Change N to G when the student successfully completes the lesson.


If you mail this questionnaire through your unit mailroom, place your unit’s return address here.





If you send this questionnaire from your home address, place a postage stamp here.





PLACE


STAMP


HERE





COMMANDER


US Army TNG SPT CTR


ATTN:  ATIC-ETP-R


Bldg 1542


Ft Eustis, VA 23604-5168





NOTE:  You may turn this questionnaire


            in to your course manager.





DATE OF DA FORM 1059 FOR PHASE I.  IF OVER TWO YEARS OLD, IS WAIVER ATTACHED?

















PRIVACY ACT STATEMENT 26 SEPTEMBER 1975


1.  Authority for collection of personal information and social security number is IO U.S. C. 280 and 3012, disclosure by you is mandatory for pay and mail purposes.


2.  Principal purpose is for proper payment and distribution of mail.


3.  Routine uses:  Information is used to process individual’s pay due, evaluation of officers and instructors and distribution of personal mail during and after IDT/ADT.


4.  DISCLOSURE IF MANDATORY, pay due, personal mail and evaluation reports cannot be accomplished without the required personal information.





SSN:





ZIP:





MOS:





MIDDLE





GRADE:





FIRST





NAME - LAST





STATE:





CITY:





HOME ADDRESS:





ZIP:





STATE:





CITY:





IN CASE OF EMERGENCY


NOTIFY:


NAME:


PHONE:


ADDRESS:





SOLDIER MEETS HEIGHT/WEIGHT STANDARDS IAW AR 600-9





        SCREENING                        TAPE        





YES   /   NO





I.D. CARD/ID TAGS/ARMY VALUES CARD OR TAG





SECURITY CLEARANCE signed by CDR or Security Mgr (only).   Security clearance within 10 years  (as applicable)?





Proof of DA Form 705 (APFT).  IAW FORSCOM/TRADOC REG 351-18.


For NCOES Only.  PROFILES:  Only DA Form 3349 with all 3 signatures accepted.











UNIT PHONE NUMBER:





COMPONENT















































NO GO





GO





AMOUNT OVERWEIGHT:





MAX ALLOWABLE WEIGH (LBS)





WEIGHT (LBS):





HEIGHT (INCHES)





GENDER:





AGE:





UNIT ADDRESS:





UNIT:





CLASS NUMNBER:





COURSE TITLE:





COURSE NUMBER:





PHASE:








2ND BN (SC), 104TH REGT, 3RD BDE (CS), 104TH DIV (IT)


INPROCESSING WORKSHEET
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