
DEPARTMENT OF THE ARMY

HEADQUARTERS, 102ND SIGNAL BATTALION

BAUMHOLDER COMMUNITY SERVICE CENTER

UNIT 23746, BOX 58

APO AE 09034

AFSE-XF-CBA (25)
3 August 2000

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Information Training Center Standardized Operating Procedures (SOP)

1.  SCOPE:  The scope of this SOP applies to the Baumholder Information Training Center (ITC).

2.  REFERENCES:


a.  USAREUR Regulation 380-19, Information Systems Security, 28 May 1991


b. USAREUR Regulation 25-1, USAREUR Information Resources Management Program, 1 October 1994

3.  RESPONSIBILITIES:


a.  Chief, Community Service Center (CSC) will provide guidance and direction to the Information Assurance Training Coordinator (IATC).


a.  The IATC is responsible for:


(1)  Accountability and security of all classroom equipment and software.


(2)  Ensuring sufficient supplies are on stock for the instructor.


(3)  Ensuring for the cleanliness and appearance of the classroom.


(4)  Ensuring all students are present and signed in for their class.


(5)  Scheduling, promoting, and filling classes on a quarterly basis.


(6)  Providing the administrative support for the classroom (i.e.  Certificates of training, class attendance report, etc.)
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b.  Instructor.  The instructor is responsible for 


(1)  Configuration of classroom systems software for class to be taught.


(2)  Ensuring sufficient training aides are on stock (i.e.  books, nameplates, blank class rosters, blank evaluation forms, etc.)


(3)  Assisting to keep a clean environment by removing any training aides that are no longer required (i.e. old books, used butcher paper, etc.)

3.  PROCEDURES


a.  SECURITY


(1)  Building


(a)  The instructor will receive and drop of the keys to the building and the system locks from the CSC as needed.

(b)  The instructor will ensure the building is secured at the end of the day and will complete SF 701, Activity Security Checklist.


(c)  On the days where there is no class, it is the responsibility of the IATC to ensure the classroom is secured and will complete the SF Form 701. 


(2)  Hardware and Software.


(a)  The IATC will conduct an inventory of the classroom hardware on a daily basis.  A software inventory will be maintained and verified on a weekly basis by the IATC.  

(b)  The IATC will ensure that all classroom computers have, at a minimum, 120MB of hard disk space.  This space will be utilized by the instructors to load authorized and standardized  software for class use.  


(c)  Each PC should have a standard configuration of authorized application software, which includes the most current version of Windows Operating system, Anti-virus software, and classroom software. 


(d)  All equipment should be kept clean.  Food and drinks will not be consumed at or around the equipment (USAREUR Security Regulation 380-19).
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b.  MAINTENANCE

(1)  In the event of hardware failure, the IATC will take immediate corrective action and/or contact the community Tier III Maintenance/Help Desk immediately.  

(2)  A hardware/software/communications log should be kept by the IATC for each computer detailing any hardware, software, or communications discrepancies/idiosyncrasies, which have occurred on that computer.  You should also include communications info such as the network configuration and IP address.


(3)  The IATC will prepare work orders for any necessary facility repairs and ensure that the training center resources function properly  (i.e., lights, restrooms, doors, etc.).  


c.  CLASS PROCEDURES

(1)  The IATC will ensure he/she has received a copy of the schedule of off-the-shelf (core) courses and functional courses published each fiscal year by the USAREUR Project Manager (PM) and the Training Contractor Project Administrator (TCPA).  The IATC will use this list to provide a calendar of required courses for each quarter NLT 60 days prior to the beginning of the quarter for which it is being scheduled.  A complete calendar of ALL training (USAREUR funded classes, functional training, out-of-cycle training, E-Mail/Community Training or Workshops, etc.) scheduled at the training sites will be submitted to ODCSIM and 2d Sig Bde NLT the 15th of the 1st month of each quarter (January, April, July and October).  Once the schedule has been finalized, it will be the responsibility of the IATC to prepare a schedule for community wide distribution.  Once the schedule has been finalized, any changes to the schedule must be approved by the USAREUR PM and the TCPA, with a copy furnished to 2d Signal Brigade.  Changes to the schedule will not be made arbitrarily by the IATC.  The USAREUR PM must approve cancellation of any course.   Additionally, courses may be cancelled not less than 5 working days prior to the start of the course.

(2)  Occasionally, an organization will want to arrange for courses other than those on the training schedule, known as "out-of-cycle" training.  This training is IAW USAREUR Reg 350-70.  An organization with an out-of-cycle request should contact the IATC for assistance.  The requesting organization will be required to prepare a Military Interdepartmental Purchase Request (MIPR) to pay for the training in advance.   Under no circumstances will the IATC arrange a course with a contractor.  If organizations in your area have a requirement for training which cannot be met with training available under the MOA contract, the IATC may provide the organization with a list of approved vendors.  Ask  that the requesting organization provide your office with course data and a course roster for record keeping purposes.
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(a)  The USAREUR PM, TCPA, and IATC will arrange to schedule instructors, classroom space, and course materials to meet the out-of-cycle request.  A minimum of four weeks advanced notice is required to arrange out-of cycle training.  Be sure to include this out of cycle training in the Site Calendar of classes.

(b)  Out of Cycle requests for Category A training (see USAREUR Reg 350-70) must be approved by ODCSIM prior to scheduling.  Out of Cycle requests for Category B training (see USAREUR Reg 350-70) must be approved by ODCSIM prior to scheduling.

(3)  The IATC will ensure that class schedules are advertised throughout the community through the following media means:

(a)  Military distribution

(b)  Fax machine


(c)  Electronic Mail


(d)  Flyers


(e)  Community Web Page


(4)  Recipients of the completed schedule will include, but are not limited to, the following individuals:

(a)  Training Coordinators for all Community Command units (i.e. S-3), or designated point of contact (POC), who should then distribute it throughout their command.

(b)  Local CPO Training Officer for posting/distribution.


(5)  Taking Registration

(a)  The IATC will determine a date for registration for the upcoming quarter to begin.  This date should be set for approximately ten working days after the courses have been formally announced.  The registration date should then be included in the advertisements.  Absolutely no registrations will be taken prior to the set registration date.

(b)  Initial registration will be taken only fax or hardcopy.  All requests will be completed on the class registration worksheet (Appendix A). This is a tactic that greatly reduces no-shows.  Registration will be taken on a first come first served basis. 
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(c)  Registrations for each organization will be taken only from a designated Training POC, IMO or S-3.  The IATC can provide registration information to individuals; however, the attendee must register through his/her Training POC, IMO, or S-3.  The IATC will maintain an updated roster of the training POC's from each organization being serviced.  


(d)  Confirmation letters will be sent via e-mail and/or fax (followed up by hardcopy) within 5 working days of the registration.  The preferred confirmation letter format is included in Appendix B of this SOP.


(6)  Training Center Management Database

(a)  The IATC will maintain automated statistical data on courses held and student attendance.  The statistical data that must be captured includes all registered students should be entered into the database.  Complete information on the students should be maintained, including full name, grade/rank, organization, mailing address, DSN phone and Training POC (in notes column).  Information about each course (course number, instructor, vendor, etc.)

(b)  Reports/Letters.  Statistical reports and form letters can be generated with the Access Database. A quality assurance report will be sent USAREUR ODCSIM following each class which identifies instructor, course title, dates and time, number of students, number of no-shows (Appendix C).  A quarterly report will be generated NLT the 15th of each month following the end of a quarter (i.e. 15 January, 15 April, 15 July, 15 October).  The proper format for this report is included in Appendix D.


(7)  No-Show Policy

(a)  A student will be considered a No-Show when the student is not present for a course prior to 0830 on the first morning of the course, does not return from lunch, or does not notify the IATC of cancellation more than three working days prior to a course.

(b)  No-Shows will be handled as follows:


1.  First no-show - A memo (see Appendix E) is forwarded to the commander of the individual.  This memo states that the person was not present for class or adequate notice was not given.  The memo also makes it clear that if an additional no-show occurs, that student will be ineligible to register for or attend additional USAREUR-Funded courses for the next four quarters (1 year).  This memo will be generated and signed by the IATC.
AFSE-XF-CBA (25)
3 August 2000
SUBJECT:  Information Training Center Standardized Operating Procedures (SOP)


2.  Second no-show - A memo (see Appendix F) is sent to the individual and his/her commander stating that the person is not eligible to attend any USAREUR-Funded courses for the next four quarters (1 year).  This memo will be generated by the IATC but signed by the 102nd Signal Battalion Commander.


(c)  An additional report will be sent on a quarterly basis to the 102nd Signal Battalion and 222nd Base Support Battalion Commanders, the 2d Signal Brigade Commander and the ODCSIM.  This report (see Appendix E) will contain no-show data totals for the quarter.  

(d)  When there are zero no-shows within a given organization, a memo will be sent to that organization's Commander congratulating him or her on perfect attendance.  This memo will be created, generated and signed by the IATC.


(8)  Course Materials 


(a)  All course materials/handouts will be shipped to the training center.  The instructor will receive, store, and secure the shipped materials/handouts.  The instructor will ensure that all training materials sent by the Training Contractor Project Administrator (TCPA) are inventoried and report any shortages to the TCPA.  Course materials will not be reproduced without the written permission of the TCPA.  A copy of this written permission must be forwarded to the USAREUR PM.  Course materials are the property of the training vendor and should be treated accordingly.


(b)  Class materials (handouts) security.  The instructors should be able to access the materials at all times and the instructors are responsible for ensuring an adequate amount of courseware is on hand; however, if an IATC notices a shortage of courseware, it should be brought to the immediate attention of the instructor and the TCPA.



(c)  Necessary resources.   Show the instructor where to find the resources to conduct the required task, i.e., software, teaching aids, paper, cleaning supplies, etc.  However, it is ultimately the responsibility of the IATC to ensure that the facility is properly maintained and cleaned, and that all computer systems are returned to the original configuration at the end of a course.


(9)  Automation Training Coordinator/Instructor Relationship:  All instructors should be given a copy of their organizations' SOP, which outlines guidance for their conduct while on-site.  IATCs should develop and maintain a professional relationship with the instructors.  The IATC should provide to the instructor a copy of all on-site policies and procedures, to include this SOP, and introduce the instructor to the facility personnel and resources available to them.  

(10)  Classroom Procedures
AFSE-XF-CBA (25)
3 August 2000
SUBJECT:  Information Training Center Standardized Operating Procedures (SOP)


(a)  On the morning of the scheduled course, a roster of all attendees should be printed from the database and the IATC should verify attendance.  Students should check and correct all pertinent information.

(b)  Explicit instructions must be given to students during the morning registration process:


(c)  Administrative announcements should be given before the instructor begins the class.  This time is set aside for the IATC to make contact with the students and welcome them.  The IATC should introduce him/herself and let the student know where he/she can be reached for further questions/comments.  Information should be given in a friendly, open, and helpful manner.  Administrative announcements should include, but not be limited to the following:


1.  Encourage students to minimize contact with their organization during class time.  Class will not be interrupted except for extreme emergencies.  Messages received for students should be displayed in a central location such as the break room.  If a student is absent from the course, his/her supervisor will be notified.

2.  Advise students that the CPO Training and Development Division requires a 90% course completion to receive a certificate.


3.  Announce parking limitations, designated smoking areas, refreshment/break area (if available), restroom locations, phone access (if available), and restaurant locations.


4.  Inform Active Duty Army personnel of the 40-Hour Certificate available for their career file (AR 600-8-19).  The IATC may prepare a 40 hour certificate for a soldier who has completed three 2 day courses or two 2 day courses and one 1 day course.  The certificate should state that the soldier has completed 40 hours of "USAREUR-Funded Computer Training" and then list out in parentheses which courses were attended, i.e. Word, Access, Excel, etc.


(11)  A fact sheet or welcome packet will be provided for students traveling to the training center from outside of the immediate area.  The items should be sent to the student at the earliest possible time following confirmed registration, or during the morning announcements on the first day of class.  Information provided to student will include:

(a)  Map of surrounding area.

(b)  Restaurants and hotels in the surrounding area.

(c)  Current and, if possible, upcoming schedules.
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(d)  Bus, train, and streetcar schedules.


(e)  Tourist Information of the area.


(f)  Telephone listing of local American/Military numbers (i.e. , Finance, Barber Shop, PX,, Officer or Enlisted Clubs, Banking facility)


(g)  Training Center Annual Schedule.


(12)  Quality Assurance.  

(a)  In the event of problems with the class, the instructor, or materials, the IATC should immediately notify the USAREUR PM and the TCPA.  All problems should be documented via memo or e-mail.

(b)  If a MOA instructor has not arrived by 0800 on the first day of class, the USAREUR PM and the TCPA should be notified immediately, at DSN 370-6717/7334.  Do not wait until it is time for the class to begin! Advanced notification will allow the USAREUR PM and TCPA to implement other options, or if necessary, cancel a class.  Under no circumstances will an Automation Training Coordinator cancel a scheduled MOA class without the approval of the USAREUR PM and TCPA.


(c)  The student is required to complete an Instructor/Class Evaluation Form.  The IATC will collect the Evaluations and immediately forward them to the USAREUR PM.   If a copier is available, the IATC may, but is not required to, provide the instructor a copy after the students have been dismissed to ensure confidentiality.


FITZHUGH M. WOODY

Chief, Community Service Center
DISTRIBUTION:

1-HQs, 5th Signal Command, ATTN:  ODCSIM

1-HQs, 102nd Signal Battalion

1-Baumholder CSC Chief

1-Baumholder IATC

1-SPARWAR Instructor
APPENDIX A
CLASS REGISTRATION WORKSHEET

COURSE #  _____________
CLASS:  _________________________________________

REQUESTED DATE:  ________________
ALTERNATE:  ____________________________

LAST NAME:  ______________________
FIRST NAME:  ____________________________

MIDDLE INITIAL:  ______________

GRADE/RANK:  _____________
OFFICE SYMBOL:  ______________________________

UNIT:  _______________________________________________________________________

PHONE NUMBER:  ____________________________________________________________

MOS SOLDIER:  ________________
JOB SERIES CIVILIAN:  ________________________

UNIT ADDRESS: 
___________________________________________________________


___________________________________________________________


___________________________________________________________

SUPERVISOR’S SIGNATURE:  __________________________________________________

1SG’S SIGNATURE (SOLDIERS ONLY):  _________________________________________

CDR’S SIGNATURE (SOLDIERS ONLY):  _________________________________________

TRAINING POC:  __________________________
PHONE:  __________________________

EMAIL ADDRESS: _____________________________________________________________

***********************************FOR OFFICIAL USE********************************

DATE RECEIVED:  ____________________
DATE ENTERED ITC:  ______________________

OPERATOR:  ____________________________

COURSE STATUS:  REGISTERED
OR
STANDBY

APPENDIX B - Confirmation Letter Sample
DEPARTMENT OF THE ARMY

HEADQUARTERS, 102D SIGNAL BATTALION

BAUMHOLDER COMMUNITY SERVICE CENTER

UNIT 23746, BOX 58

APO AE 09034

AFSE-XF-CBA (350)
Date

«RANK_GR» «FNAME» «MI» «LNAME»
«ADDRESS1»
«ADDRESS2»
Subject: «TITLE»
«START_DATE» through «END_DATE»
1. A slot has been reserved for you in the «TITLE» course assume you have met any course prerequisites or requested a waiver. A DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement, is no longer required. However, an AE Form 690-400B-R will be used to record attendance for US/LN Civilians and then forwarded to the Civilian Personnel Operations Center.

2. Class hours are 0830-1600. Students are requested to be in class NLT 0815. We make courtesy telephone calls starting at 0815 to students not present at that time. Students who have not arrived by 0830 on the first day of class will forfeit their seats if standbys are waiting. Please schedule any appointments around class times. Students leaving class for extended periods of time or prior to the conclusion of the course will not receive a certificate of completion.

3. You are reminded that even though your unit is not paying for your seat directly, this is not a free class - it has been funded by USAREUR. If you are unable to attend, you should contact the training center as soon as possible but not later than 3 working days prior to the class start date. Substitutions are allowed at anytime. Students who do not show up on the first day of class and who do not send a substitute are considered no-shows and will be reported to USAREUR ODCSIM. Furthermore, these students will be ineligible to attend classes for a twelve (12) month period and their units will be ineligible to send personnel to classes for a period of six (6) months, to include personnel already registered.

4. The Baumholder Information Training Center (BHRITC) is located in Bldg 8681. Ample parking is available at BHRITC. Personnel must park along the street and in front of the training facility. Do not block the entrance to the building.  MILITARY PERSONNEL ARE ENCOURAGED TO WEAR CIVILIAN ATTIRE TO CLASSES.

5. There is a vending machine available within the building. There are several military dining facilities at Smith Barracks. Lunch facilities (civilian) are available in the immediate vicinity, i.e. Burger King, Popeye’s Chicken, and Robin Hood Sandwiches. Coffee is available for donations and must be made by the students. Attendees must provide own transportation to the Training Center.

6. If you require any further information, please call DSN (485-)1640 or CIV 06783-6-1640, autotrain@bhrcsc.102sigbn.army.mil.


SIGNATURE BLOCK IATC

APPENDIX C  - QA Report

DEPARTMENT TO THE ARMY

HEADQUARTERS 102ND SIGNAL BATTALION

BAUMHOLDER COMMUNITY SERVICE CENTER

UNIT 23746, BOX 58

APO AE 09034

AFSE-XF-CBA (350)
Date

MEMORANDUM FOR Commander, HQ, USAREUR, ATTN: AEAIM-SM-ISB, 


Unit 29351, APO AE 09014

SUBJECT: Quality Assurance Report

1. The purpose of this memorandum is to provide a quality assurance report to the ODCSIM Program Manager (COR), USAREUR Automation Training Program.

2. The following information is provided:


a. Instructor:   


b. Course:   


c. Course date & time: 


d. Number of attendees: 


f. Number of no-shows: 


g. Remarks: 

3. Classroom/Attendee problems: 

4. Point of contact is John Neilson or Petra Franz, DSN (485-) 1640, Fax: (485-) 7599, email: autotrain@bhrcsc.102sigbn.army.mil

SIGNATURE BLOCK IATC 

APPENDIX D – Quarterly Report

[image: image1.wmf]Month

Class Title

Students

Pre-registered

(up to 16)

No. on

Stand-by

(beyond 16)

Cancel-

lations

NO

Shows

Seats Filled

(day of 

class)

In-

Completes

JULY

5th

Introduction to WIN98

16

2

4

0

16

24th

Introduction to Word '97

16

0

6

1

14

26th

Excel '97 (Worksheets)

16

0

3

0

16

27th

Excel '97 (Chart & Org Data)

16

0

3

0

16

31st

Introduction to PowerPoint '97

16

4

5

0

16

AUGUST

1st

Introduction to Access '97

16

0

4

1

16

3rd

Introduction to Outlook '98

16

6

4

0

16

7th

Introduction to WIN98

16

9th

Introduction to Word '97

16

14th

Excel '97 (Worksheets)

16

15th

Excel '97 (Chart & Org Data)

16

16th

Introduction to  PowerPoint '97

16

17th

Introduction to Access '97

16

SEPTEMBER

5th

Introduction to WIN98

16

7th

Introduction to Word '97

16

11th

Excel (Worksheets)

16

12th

Excel (Chart & Org Data)

16

13th

Introduction to Access '97

16

15th

Introduction to Outlook '98

16

18th

 Advanced Word '97

16

19th

Advanced Excel '97

16

20th

Advanced Outlook '98

16

25th

Advanced Access '97

16


APPENDIX E - SAMPLE MEMO #1 (FIRST NO-SHOW)
DEPARTMENT OF THE ARMY

HEADQUARTERS, 102ND SIGNAL BATTALION

BAUMHOLDER COMMUNITY SERVICE CENTER

UNIT 23746, BOX 58

APO AE 09034

AFSE-XF-CBA 
Date

MEMORANDUM FOR  Commander, 
SUBJECT:  Automation Training No-Show

1.  This memo is to inform you that your employee/soldier, Student Name, failed to attend the following USAREUR-Funded course:

_______________________________________________ held at the Baumholder Training Center on Dates of course.  Student Name will be reported as a no-show for this course.

2.  These courses are not free but are funded by the CINC-USAREUR in support of troops and assigned personnel.  Waste and abuse of the privilege to attend these classes adversely impacts on the theater-wide training program and can unfairly hinder the opportunity for someone else to obtain this training.

3.  Please be advised that if Student Name is a no-show for one other USAREUR-Funded course he/she will be ineligible to attend additional courses for the next four quarters (1 year).

5.  Additionally, Student Name's failure to attend this course will be annotated in a report to your BSB Commander, the 2d Signal Brigade Commander and the ADCSIM.

6.  POC for this memo is the undersigned, DSN 485-1640.


SITE COORDINATOR NAME


UNIT


Automation Training Coordinator

APPENDIX F - SAMPLE MEMO #2 (SECOND NO-SHOW)
DEPARTMENT OF THE ARMY

HEADQUARTERS, 102ND SIGNAL BATTALION

BAUMHOLDER COMMUNITY SERVICE CENTER

UNIT 23746, BOX 58

APO AE 09034

AFSE-XF-CBA 
Date

MEMORANDUM FOR  Commander, 
SUBJECT:  Second Automation Training No-Show

1.  This memo is to inform you that your employee/soldier, Student Name, failed to attend the following USAREUR-Funded course:

______________________________________________ held at the Baumholder Training Center on dates of course.

2.  This is a second no-show.  Student Name will be ineligible to attend any additional USAREUR-Funded courses for the next four quarters (1 year).  Additionally, this no-show will be reported to your BSB Commander, the 2d Signal Brigade Commander and the ADCISM.

3.  POC for this memo is the undersigned, DSN 490-1440.

BATTALION COMMANDER (DOIM)


RANK, XX


Commanding

cc:  Student Name

� EMBED Excel.Sheet.8  ���
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		Month		Class Title		Students
Pre-registered
(up to 16)		No. on
Stand-by
(beyond 16)		Cancel-
lations		NO
Shows		Seats Filled
(day of class)		In-
Completes

		JULY

		5th		Introduction to WIN98		16		2		4		0		16

		24th		Introduction to Word '97		16		0		6		1		14

		26th		Excel '97 (Worksheets)		16		0		3		0		16

		27th		Excel '97 (Chart & Org Data)		16		0		3		0		16

		31st		Introduction to PowerPoint '97		16		4		5		0		16

		AUGUST

		1st		Introduction to Access '97		16		0		4		1		16

		3rd		Introduction to Outlook '98		16		6		4		0		16

		7th		Introduction to WIN98		16

		9th		Introduction to Word '97		16

		14th		Excel '97 (Worksheets)		16

		15th		Excel '97 (Chart & Org Data)		16

		16th		Introduction to  PowerPoint '97		16

		17th		Introduction to Access '97		16

		SEPTEMBER

		5th		Introduction to WIN98		16

		7th		Introduction to Word '97		16

		11th		Excel (Worksheets)		16

		12th		Excel (Chart & Org Data)		16

		13th		Introduction to Access '97		16

		15th		Introduction to Outlook '98		16

		18th		Advanced Word '97		16

		19th		Advanced Excel '97		16

		20th		Advanced Outlook '98		16

		25th		Advanced Access '97		16
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