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Air Force Systems and Logistics Contracting Course (AFSLCC) 00-A

Site Facilitator Guide

1. Welcome to AFSLCC.  As the facilitator for your site, you are the critical link between our faculty and students.  In general, a distance learning (DL) course involves two aspects:  (1) technical and (2) administrative.  Your installation will have experts to manage the technical aspects of receiving the course, but you must ensure they are available when needed.  Some installations have personnel to assist with local administration, such as setting up the classroom and taking attendance, but this responsibility is ultimately yours.

2. Prerequisites:  The course is open to all Department of Defense (including reserve and guard) and other federal government personnel who meet the following prerequisites: (1) military and civilian attorneys (a basic government contract law course and six months experience in major systems acquisition is recommended); and (2) other personnel in the procurement, program management, financial management, and related fields with at least six months experience in major systems acquisition.  [NOTE:  The six months of experience may be waived if local supervisors certify their employees are otherwise ready for the course, will truly benefit therefrom, and the local classroom can accommodate the additional students.  Contact the course director for details.]

3. Course Materials:  All course materials will be in electronic form, and will be posted to public websites for your review.  You may download and print the materials for self-study and note taking.  We expect to have the materials posted by 15 May 2000 on both the Air Force Material Command AFSLCC website (http://www.afmc-mil.wpafb.af.mil/HQ-AFMC/JA/courses/afslcc/) and the Air Force JAG School “DocuShare” website (http://afls14.jag.af.mil/; then click on "Air Force Judge Advocate Public Sites," "JAG School Public DocuShare Site," "AFSLCC-00A").
4. The Tele-seminar Medium:  The course will be broadcast from Wright-Patterson AFB, Ohio.  The system provides one-way video and two-way audio.  In other words, students can see and hear the instructors, but the instructors cannot see the students.  Students can communicate with the instructors via pushbutton microphones in the classroom that connect to an audio "bridge" between each site and the studio.  Jamming of the audio bridge can be a problem, particularly when there are a large number of sites.  When this occurs, the instructor may have to “direct traffic” by calling on sites individually.  Please instruct your students to listen and be patient.  There should be ample opportunity to ask questions, despite the challenges the system poses.

5. Course Schedule:  We will send you a course schedule soon.  Generally, classes start at 1000 and end at 1700 Eastern Daylight Savings Time (EDT), Monday through Friday.  Each hour of instruction will consist of 50 minutes on-air time and a 10-minute break.  Lunch will be from 1300-1400 EDT.   Students need not attend the morning “tech call;" this time is for site facilitators and technical personnel to make system connections and ensure operability.

6. Class Attendance:  Many sites have contacted me about absences from class.  As a general rule, all students must attend all sessions of the course in order to officially graduate and receive a diploma.  In some cases, however, students may "substantially complete" the course and still graduate.  Therefore, the following attendance policy applies:

· Site facilitators may authorize student absences of no more than three (3) hours for the entire course.

· Absences must be due to unavoidable official business or serious illness (i.e., sick call).

· Site facilitators will annotate absences on the class rosters by noting the length of a particular student's absence on any particular day (e.g., 1/2 hr; 1 hr; 1 1/4 hr).  As long as the absences are three hours or less for the entire course, students may receive a diploma.

· STUDENTS are responsible for making up missed course material.  Site facilitators are encouraged to tape portions of the course for subsequent viewing by absent students.

· If any site has individuals who will need to miss more than three hours of class for any reason, please contact me.  Chances are they will be able to finish the course, but will not graduate or receive a diploma.  Whether or not you receive CLE credit after missing portions of the course is up to your state bar.

· In case of a system failure, direct the students to stand by until the course director authorizes you to dismiss the class.  Actually, most system failures are corrected within a few minutes.  (Technical POCs must handle local system problems.)

· Students and supervisors must understand that participation in AFSLCC is a full-time commitment.  Students should not be assigned other duties during the course.

7. Diplomas: As site facilitator, you certify that students have completed all course requirements and issue diplomas.  We will provide you with an adequate supply of numbered, "blank" diplomas.  Please fill in the student name, sign as the "certifying official," and record the diploma number in the appropriate space on the student rosters.  Return any unused diplomas to me NLT 2 June 2000.

8. Student Rosters:  The student rosters (attached) record student data and attendance during the course.  Since different data is needed depending upon a student’s status (i.e., military or civilian), you are provided with two different forms.  Please ensure that students enter data on the appropriate forms.  It is important that you use and return these forms, because we will transcribe the information onto master lists in the same format.  The forms are designed to record the entire week -- please do not use separate forms for each day.  The information on the forms will be used to properly credit students who attend and complete the course, so please ensure that they are legible.  Return the rosters to me NLT 2 June 2000.

9. Student Guide:  This guide (attached) explains the tele-seminar medium and the course procedures for students.  Please review the student guide (it contains some information not included site facilitator guide) and distribute it to the students at you site.

10. Course Evaluations:  The course evaluation (to be provided) renders critical feedback and is required for CLE accreditation.  Please distribute it to the students at you site.  All students must complete a course evaluation prior to receiving a diploma.  Please encourage students to complete evaluations, then return them to me NLT 2 June 2000.

11. Continuing Legal Education (CLE):  Those sites that pre-registered for CLE credit will also receive CLE applications for individual attorneys in a separate mailing.  Those attorneys who did not receive a CLE information package and still want to apply for CLE should contact Mr. Steve Stevens at DSN 493-4472 or (334) 953-4472.  His e-mail address is Steve.Stevens@maxwell.af.mil.

12. Faxed Questions:   Students will be able to communicate with instructors via fax.  Faxing is an alternative to spontaneous, on-air questions.  It is not an opportunity to solicit legal advice on fact-specific issues.  Please ensure that questions faxed from your site are related to the material and are appropriate to the lecture format of instruction.  Our instructors are happy to entertain questions to help clarify the material but, just as in a residence course, they do not have the time to conduct research and respond to lengthy or complex inquiries.  Make sure that your site has ready access to a working fax machine and phone.  Provide students with a fax cover sheet that has your classroom fax and phone numbers printed on it so we can contact you quickly.  We will provide the voice and fax numbers at the beginning of the course.

13. We greatly appreciate your efforts, and will do everything possible to make your job as easy.  Do not hesitate to contact me at any time you have a question or a concern.

MARK R. STRICKLAND, Major, USAF


AFSLCC Course Director







Air Force Judge Advocate General School
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