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MEMORANDUM TO ALL STUDENTS, FACULTY, AND STAFF

FROM:  AWC/DO

SUBJECT:  AWC Student Handbook

1. The Air War College Student Handbook provides the most current information on the organization and student operations of the AWC and should be one of your primary source documents, so please keep it available and refer to it throughout the school year. The handbook is designed to provide an overview of the AWC program so students can see how they fit into the overall education mission of AWC. In addition, the handbook provides information, guidance, and direction concerning day-to-day operations and execution of the curriculum.

2. This is your document. The quality of this year’s handbook is a direct result of the thorough review and constructive comments received from the students, faculty, and staff. We solicit your comments to improve this document and keep it current. Please forward your inputs to the Director of Student Operations, DON, or myself for inclusion in the next edition of the handbook.
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KENT D. WILLIAMS, Colonel

Dean of Students
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CHAPTER 1

AIR WAR COLLEGE MISSION 

The Air War College mission is to educate senior officers

 to lead at the strategic level in the development and employment of air and space forces, including joint, interagency, combined, and coalition operations, in support of national security

AIR WAR COLLEGE VISION 

The foremost airpower center for air and space education and thought

Preparing the world’s best strategic leaders

AIR WAR COLLEGE VALUES
The Air War College embraces the Air Force values of

Integrity First

Service Before Self

Excellence in All We Do

Additional Air War College values include

Loyalty and Trust

Teamwork

Respect

Responsibility and Accountability 

YOUR ROLE AS A STUDENT

As an AWC student, you are responsible for accomplishing this mission supported by the rest of your class and guided by the faculty.  Your goals, preparation, and participation will directly affect what you take from and what you give to the AWC experience.  Your goals will set the tone for everything you do and provide a personal milestone for measuring your progress.  Academic preparation will enable you to critically analyze the comments of guest speakers and give you a common basis for discussion in seminars.  Participation will help you contribute to the experience of your classmates.  We urge you to take advantage of the opportunities to broaden your personal and professional perspectives and those of your classmates.

Within AWC, academic freedom, the ability to freely exchange viewpoints, is highly prized and carefully protected.  Expect to hear divergent views and even outright disagreements.  It is our tradition to respect those views and learn from the different perspectives.

And finally, as a reminder, your class is a military organization.  Your primary duty while assigned to AWC is to meet all academic requirements to the best of your ability and to participate in all scheduled classes.  Your appearance and conduct should meet the same high standards that have served you so well in your career prior to arriving at AWC.

 CHAPTER 2
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AIR WAR COLLEGE ORGANIZATION

COMMAND SECTION

AIR WAR COLLEGE COMMANDANT (CC) (Room 1111)

Directs accomplishment of the Air War College (AWC) mission.

EDUCATIONAL ADVISOR (EA) (Room 1108)

Advises the Commandant and senior staff on academic issues of the College.  Provides educational professional's perspective for development of policies and procedures related to the AWC mission.  Monitors AWC educational programs in residence and at a distance, providing guidance as appropriate.  Serves as the AWC representative and point of contact on matters of accreditation, for both the Joint Staff and civilian agencies.  Represents AWC on the MECC Working Group and JPME PAJE review team.  Coordinates preparation of BOV presentations for the Commandant.  Serves on appropriate academic committees of Air University.  Conducts research on issues related to the AWC mission as needed.  Lectures and conducts seminars as appropriate.

PROTOCOL (CCP) (Room 1110)

Primary point of contact for all distinguished visitors and guest speakers.  Serves as the focal point for all itineraries for distinguished visitors.  Makes all necessary arrangements (travel, base support, entertainment, etc.) for guest speakers or visitors from time of invitation acceptance to final payment.  Schedules delivery of AWC mission briefings and tours to visitors.  Plans, manages, directs, and schedules on preparations for special ceremonies, or advises others who are setting up such ceremonies.  Supports special projects.  Works closely with AWC curriculum planning to schedule distinguished lecturers.  Arranges formal luncheons and dinners, and manages the Interface Couple program.

INSTITUTIONAL EFFECTIVENESS OFFICE (CAV) (Room 2200)

Develops and coordinates procedures for, and monitors the implementation of student, faculty, and curriculum evaluation actions.  Promotes the achievement of specific objectives of each resident evaluation area and the overall goal of the evaluation program.  Incorporates facility, services, and support assessment in student and faculty surveys as needed to support evaluation goals. Actively participates in AU and college level strategic plan activities to ensure adequacy of measures and timely submission of results.  Develops the biennial evaluation plan and briefing content for distribution to the AU Program Review Board.  Facilitates evaluation operations in an independent evaluation mode to ensure objectivity of measures taken and results given.  Maintains historical data relevant to evaluation goals.  Manages internal and external survey requests; conducts special studies.

DEAN OF ACADEMIC AFFAIRS (DF) 

(Room 1008)
Directs the planning, development, and execution of all Air War College resident academic programs.  Ensures timely development, approval, and implementation of curriculum and related activities.  Responsible for faculty recruitment, development, management, and evaluation.  Maintains liaison with other senior service colleges, civilian education institutions, and major military commands.  Provides academic guidance in the development of the nonresident curriculum.

Organization. The Dean of Academic Affairs is assisted by two associate deans:  the Associate Dean of Academic Operations (DFO) and the Associate Dean of Academic Programs (DFX). 

The directorate is divided into three core academic departments consisting of five core courses.  These departments, which are described in more detail in Chapter 4, are listed here for reference. 


- Leadership and Ethics (DFL)


- Strategy and International Security (DFS)


- Warfighting (DFW)

DEAN OF STUDENTS (DO)

(Room 2003, 2005)
Directs all non-academic activities pertaining to resident student operations.  Provides guidance and authority to all resident students through the seminar directors and manages the International Officer Program.  Serves as the Student Squadron Commander.  Oversees the Executive Wellness Center and supervises the development and instruction of the Wellness core and elective curricula, and the Air Force “Fit to Fight” Program.  Identifies, assigns, and maintains seminar mixes, ensuring appropriate AF specialties, other services, civilian, and international officer representation in each seminar.  Serves as liaison between class, faculty, and staff.  Functions as principal advisor to the Class President, Board of Governors, and Class Activities Chairpersons.

STUDENT OPERATIONS (DON) (Room 2025)
Responsible for student sponsorship, morale and welfare, and the class government organization.  Responsible for class orientation and administrative support for seminar supplies.  Serves as liaison between class, faculty, and staff.  Manages the Air War College Spouses' Program and serves as advisor to the spouses' organization.  Responsible for the in and out-processing of all students.  Publishes the Student Handbook and the AWC Biography Book.  Serves as the primary point of contact for the AWC opening and graduation ceremonies.

INTERNATIONAL OFFICER AFFAIRS (DOQ) (Room 2007, 2009)
Serves as the principal advisor on international officer matters.  Determines the appropriateness of educational materials and methodologies for international officer students.  Implements and administers special AWC curriculum for International Officers.  In coordination with the International Officer School, conducts the orientation course for AWC International Officers including the IO spouses program.  Implements and administers the IO Field Studies Program.

EXECUTIVE WELLNESS CENTER (DOW) (Room 1213)
The Executive Wellness Center (EWC) is Air War College’s focal point for the Commandant’s Fit to Fight program. They offer extensive health and fitness activities designed to educate and encourage AWC students, faculty, staff, and their families in making appropriate lifestyle choices to enhance personal performance, longevity, and quality of life.  The key objective of the EWC is to instill in each AWC member a personal philosophy of lifelong physical activity, healthful nutrition and other beneficial lifestyle choices resulting in improved military readiness and personal wellbeing. 

DIRECTORATE OF OPERATIONAL SUPPORT (XR) 

(Room 1119A)

Manages and oversees fiscal and physical resources; advises the commandant, faculty and staff, and students on manpower and personnel matters; executes the unit training program; provides full logistics support in the areas of personnel and information security, audiovisual requirements, and facility actions; executes and coordinates a variety of other support related actions (e.g., information technology actions, deployment and readiness, and safety).

(Note:  The Director of Operational Support also serves as Commander, HQ Squadron Section, for all assigned enlisted.)

RESOURCE MANAGEMENT DIVISION (XRB) (Chief: Room 1119B; Deputy: Room 1120; Supply: Bldg 1450)

Coordinates, develops, justifies, and defends AWC requirements for input to the Program Objective Memorandum (POM).  Directs development of the AWC O&M Financial Plan each fiscal year and monitors/executes the AWC budget for the current fiscal year.  Allocates funds to, and maintains records of, expenditures by AWC departments and divisions; also analyzes trends.  Manages the supply and equipment accounts and responsible for issue and inventory of accountable textbooks.
MANPOWER AND PERSONNEL DIVISION (XRE) (Chief: Room 2019; CSS: Room 2021)

Develops, coordinates, and implements personnel programs and tools to support faculty, staff, and students.  Operates the Commandant’s Support Staff (CSS).  Advises the Commandant on all manpower and personnel matters, including the selection/assignment of military faculty and staff.  Responsible for in-processing and out-processing all personnel.  Reviews and processes all Officer/Enlisted Performance Reports, Promotion Recommendation Forms, and Awards and Decorations.  Manages the Fitness Program and the Leave Program.
INFORMATION AND PERSONNEL SECURITY DIVISION (XRS) (Room 2211)

Manages/administers the information and personnel security program for the college.  Coordinates physical security actions with the Audiovisual and Facilities Division.  Advises CC and staff on all security issues, to include security incidents.  Focal point for security clearance actions, classified briefing requirements, SIPRNET access, and classified materials handling. 

TRAINING DIVISION (XRT) (Room 1119E)
Manages/administers the college training program – for all personnel – to include formal training and deployment/readiness related actions.  Requests course quotas and monitors training processes.  Manages automated systems and products, measuring tools, multimedia, and maintenance qualification training programs.

AUDIOVISUAL AND FACILITIES DIVISION (XRV & 42 CS/SCSV) (Room 1018) 
Provides audiovisual support services for faculty, staff, students and guest speakers.  Maintains and schedules all auditoriums.  Responsible for the coordination of the maintenance and upkeep of the facility and grounds, as well as all facility upgrade planning.  Establishes policies and procedures for facility security and fire protection.  OPR for federal inmate details and for telephone services.

TECHNOLOGY (MSD/IT)(Room 2213)

The 42nd Comm Squadron uses contract support for most computer and laptop issues.  They maintain a satellite office at AWC to quickly respond to student needs.  Operating hours are from 0700-1600 for drop-in service.  Functions include issuing, repairing and configuring laptops for student use.  They also conduct hardware and software training.  The AWC Director of Technology (currently Lt Col Steven Hansen, room 1118) interfaces between MSD/IT and AWC on issues that affect student and faculty IT use, working through the seminar Technical Representatives.  Helps schedule school-wide upgrades, coordinates policy matters and serves as the unit software license manager.  
DIRECTOR OF NONRESIDENT STUDIES (NS)

(Rooms 2112, 2114)
Directs AWC distributed learning programs for a worldwide student body composed of US active duty, National Guard, and reserve officers, US federal civilian employees, and international officers.  The nonresident program curriculum is closely adapted from the resident program and is designed to advance learning in doctrine, strategy, national security affairs, leadership, ethics, regional studies, and joint force employment.

OPERATIONS DIVISION (NSO) (Room 2118)  

Manages day-to-day student issues, such as advising and counseling nonresident students.  Develops curriculum in coordination with resident faculty.  Evaluates student writing assignments.  Represents the AWC Commandant on staff visits and liaises with base education services personnel.  Manages the nonresident program database and provides information to support statistical analysis.  Monitors students' progress.  Processes correspondence associated with the nonresident studies program, including student diplomas and graduation letters.

TESTING AND TECHNOLOGY DIVISION (NSC) (Room 2122)  

Ensures the timely production and distribution of nonresident curriculum.  Constructs written examinations and analyzes examination results.  Collects and analyzes student feedback.  Develops and integrates technology applications into curriculum delivery and internal management processes.  Maintains the AWC web page.  Develops and implements nonresident program simulations and tutorials.  Coordinates with Air Force Institute for Advanced Distributed Learning (AFIADL) and base education support personnel worldwide.  Processes enrollment applications.

THE USAF COUNTERPROLIFERATION CENTER

    The USAF Counterproliferation Center (CPC) was established by the United States Air Force Chief of Staff to provide research and educational instruction on weapons of mass destruction (WMD) threats and the means of countering such threats.  Counterproliferation is a topic that includes nonproliferation treaties and actions, deterrence of war and escalation, active and passive defense, counterforce targeting issues, and consequence management after a nuclear, chemical biological or radiological attack.   The staff is composed of senior officers, senior civilian employees and contractors who possess a broad range of expertise in international affairs, nuclear, biological, and chemical (NBC) warfare, and counterproliferation.  CPC staff teach core courses and such elective courses at the Air War College including Homeland Security, Chemical and Biological Warfare Issues for the USAF, International Security and Nuclear Issues, NBC Threats and Counterproliferation Issues, and International Rivals elective classes.  The CPC also sponsors and publishes expert research papers and distributes them to senior officials in various governmental agencies such as the Departments of Defense, Homeland Security, and Justice.  The CPC staff sends out the CPC Outreach Journal twice weekly to hundreds of defense specialists with 15-25 articles on related CP issues attached to each issue.  Further, the CPC maintains the US Government's most active and extensive website on CP topics.  Additionally, the Center sponsors the General Charles A. Horner and Thomas "Dutch" Miller research and writing awards for deserving Air War College students.  The CPC also provides subject matter experts to the DoD and USAF to solve related national security policy problems such as helping to design the chem-bio sensor program and evacuation plans at the Pentagon after the September 11th attack.  CPC staff have also helped plan the restructuring of the Joint Staff to improve the setting of NBC equipment requirements. CPC staff also assist US CENTCOM in the study of foreign seaport security and assist in clearing on USAF doctrine documents that pertain to counterproliferation topics.  The CPC is located in Haddon Hall, Building 1450, across Chennault Circle from the Air War College.  Contact the CPC by telephone at 334-953-7538 (3-7538). 

THE AIR UNIVERSITY CENTER FOR STRATEGY AND TECHNOLOGY


The Center for Strategy and Technology (CSAT) is a research center affiliated with the Air War College.  CSAT's mission is to research the strategic implications of technological choices and report these findings to the AF and national senior leadership.  CSAT members teach core and elective courses at the Air War College, including a two-term research seminar, which culminates with the writing of a professional studies paper (PSP).  CSAT frequently publishes student papers and distributes them to a wide reading audience including the Vice President, Secretary of Defense, and the House and Senate Armed Services Committees.  In the past year, approximately 500,000 copies of CSAT papers were distributed worldwide.  CSAT members also act as consultants in strategy and technology matters for various DoD organizations, as well as for our allies around the world.  The Center for Strategy and Technology is located in building 1450 (AWC Bookroom Building) across Chennault Circle from the Air War College.

Air War College Alumni Association 

The Alumni Association is a nonprofit corporation for the charitable, educational, patriotic, social, fraternal, and professional support of all activities of the Air War College and all its graduates, faculty, and staff.  The association is now under the management of alumni volunteers and offers services that include:  Maintaining a membership database available to all members to locate friends and classmates; publishing a newsletter; assisting with class reunions; and making available an interesting collection of AWC memorabilia in the Association's Gift Shop (Room 2012, near the orderly room).  The Alumni Office and Gift Shop are open a limited number of hours each week.  

COMMAND CHAIRS

The Chairman, Joint Chiefs of Staff (CJCS), Commanders of Air Mobility Command (AMC), Air Force Special Operations Command (AFSOC), Air Force Space Command (AFSPC), Air Force Materiel Command (AFMC), and the Air Force Surgeon General (AF/SG) each have a personal representative assigned to AWC.  In addition, there is a Combat Air Forces representative who addresses Air Combat Command (ACC), US Air Forces in Europe (USAFE), and Pacific Air Forces (PACAF) issues.  The senior officers who fill these "Command Chairs" are assigned to Air War College, but serve as liaison between their sponsors and the Air University Commander.  The chairs act as their respective MAJCOM’s advocates on policy decisions that affect or may affect academic matters at AU.  They are also assigned to an academic department at AWC, teach one seminar in the core curriculum, and assist in curriculum development and execution throughout the academic year.  They may also teach AWC electives.

AIR UNIVERSITY ADVISORS

Senior officers from the Army, Navy, Marine Corps, Royal Air Force (UK), German Air Force, Air National Guard, and Air Force Reserve advise the AU Commander on topics concerning their organizations.  In addition, senior civilian advisors representing the State Department and the Central Intelligence Agency provide advice on matters concerning their agencies.  The priority of curriculum support and teaching efforts by the Army, Navy, Marine Corps, CIA, and State Department advisors is to the Air War College.  Advisors, as adjunct faculty, typically teach one seminar within an academic department and develop curriculum in the core department to which they are attached.  They may also teach their service’s/agency’s core elective course.  The primary responsibility of the Royal Air Force and German Air Force advisors is teaching at the Air War College; they teach one seminar in the core curriculum and assist in curriculum development and execution throughout the academic year. 
CHAPTER 3

AIR WAR COLLEGE STUDENT ORGANIZATION

CLASS ORGANIZATION

HORIZONS ASSOCIATION

The Horizons Association is a private student organization.  All students and their spouses are members of the Horizons Association.  The governing body of the Association is the Board of Governors consisting of the Class President, Vice President, International Officer President, Secretary, Treasurer, and the senior Army, Navy, Marine, Coast Guard, Air National Guard, Air Force Reserve, International Officer, and civilian students.  The Horizons Association is responsible for class athletic and social programs, class projects, and the yearbook.  The Board of Governors is responsible for establishing the budget and any student assessments to support class activities.

CLASS PRESIDENT

The class president is selected by the AWC Commandant and heads the Horizons Association (class government) and handles all Horizon’s associated matters. The President is responsible for the supervision of the Association’s activities to ensure compliance with pertinent regulations, policies, etc...

CLASS VICE PRESIDENT

The class vice president is selected by the class president from class volunteers and will assist the class president in his duties and act for the president in their absence. 

INTERNATIONAL OFFICER PRESIDENT

The international officer president is selected by the AWC Commandant and works hand-in-hand with the class president.  The international class president provides leadership to other international officers while on IO Field Trips and assists with international officer issues with advice and guidance from the Commandant, Dean of Students, and the Director of International Officer Affairs.

SECRETARY

The secretary is selected by the class president from class volunteers and is responsible for recording the proceeding of all meetings of the membership and the Board of Governors.  The minutes will be distributed to all members of the Board of Governors and posted on the Student Dive.

TREASURER

The treasurer is selected by the class president from class volunteers and will maintain the financial records and make available quarterly statements of the financial condition of the Association.

COMMITTEE CHAIRS

The class president shall appoint chairpersons for the following committees from class volunteers:

Social, Treasurer, Yearbook, Athletics/Jim Thorpe Team Captain, Projects.

Additional committees may be formed at the call of the class president.

SPOUSES PROGRAM

The AWC Spouses Program is an inclusive term for numerous activities that provide opportunities for spouse participation throughout the resident program academic year.  To the greatest extent possible, spouses are included in the academic program at AWC, other programs at Air University, and programs provided through the Maxwell Officers Spouses Club, the AWC Student Spouses Organization, the base chapel, the International Officer School, and the Family Support Center.

Opportunities to participate in the AWC academic program include orientation, academic lectures (on a space available basis).  Also, a special health and fitness assessment program is offered to spouses.  Spouses are encouraged to participate along with class members in the Commandant’s Fit to Fight Program and periodic physiological health assessments.  The goal of the Executive Wellness Program is to increase personal awareness, provide motivation to make necessary changes in personal lifestyle, and enhance quality of life.  AWC spouses are invited and encouraged to attend all available activities.

SEMINAR OPERATIONS

The class is divided into seminars of 15-16 students.  The seminar is the focal point of all activities at the college, from curriculum to social functions. 

The Dean of Students, with input from the Dean of Academic Affairs and the Director of Operational Support, establishes policies and procedures that guide seminar operations.  

SEMINAR FACULTY TEAM

Each seminar has a Faculty Team that is comprised of a Seminar Director (SD), Course Instructors (CIs), and attached faculty.  This seminar faculty team is led by the SD and is responsible for all academic and administrative requirements.

The SD has overall responsibility for the success of the seminar.  The CIs represent a resident academic department and teach the academic curriculum.  The SD will also be one of the CIs.  The counseling team consists of the SD and a designated civilian counselor (normally one of the assigned CIs).  CIs and additional attached faculty may have teaching responsibilities outside the seminar, but should participate as much as practical in assigned seminar activities. 

STUDENT SEMINAR DUTIES

SENIOR SEMINAR OFFICER

The Senior Seminar Officer (SSO) is normally the senior US line military officer student in each seminar.  The SSO functions under the guidance of the Seminar Director (SD) and the Dean of Students, and leads, guides, and mentors fellow students in the seminar.  The SSO sets the tone for the year in the seminar consistent with seminar goals; integrates the efforts of the seminar social, projects, athletic, admin, security, safety, and technical representatives consistent with these goals; works through the SD to assure seminar and AWC goals are achieved; periodically surveys and assesses the seminars progress and advises the SD; and represents the seminar as required at class Horizons Association meetings.

SOCIAL OFFICER 

Acts as liaison between seminar and class social chair.  In addition, is responsible for arranging seminar social activities.  As such, the social officer generally sets the tone for the seminar social program and works with class social chair on class social events and works with AWC protocol office to help coordinate seminar participation in Distinguished Lecture luncheons.

ATHLETIC OFFICER 

After completion of training, will serve as the Physical Training Leader (PTL) for the seminar.  Acts as liaison between seminar and class athletic chair and organizes seminar athletic program and participation in golf tournaments, Commandant’s Sports Day, and informal/intramural athletic competition.

PROJECTS OFFICER

Acts as liaison between seminar and class projects chair; serves as the seminar point of contact for the Combined Federal Campaign, the Air Force Assistance Fund campaign, and Saving Bond drives.  Organizes seminar participation in other class projects.

SAFETY OFFICER

In coordination with the AWC Safety Rep (Shannon Crumpton, DOW), serves as seminar point of contact for all safety related issues such as consumer alerts, safety briefings, training, mishap reporting, and high risk activities tracking.  Assists the SD to ensure AETC Form 55s are maintained on all seminar members IAW applicable directives.

YEARBOOK REPRESENTATIVE

Acts as liaison between seminar and class yearbook committee.  Arranges for seminar photos for the yearbook and maintains responsibility for the seminar’s yearbook page layouts.  Usually someone with a camera who enjoys taking pictures is selected for this position.

ACADEMIC / ADMINISTRATIVE OFFICER

Posts notices, announcements, keeps correspondence flowing, and seminar bulletin board organized; helps the SD and faculty keep the seminar up to date on information and manages seminar and academic suspense’s.  Ensures that seminar members keep their current address and contact information current in SRIS.  Establishes procedures for how seminar phone is checked for messages on a routine basis and how messages will be disseminated.

TECHNOLOGY REPRESENTATIVE

Acts as seminar computer "expert"; works with the technology department to ensure seminar laptop and desk computers function properly; and helps seminar mates with computer hardware and software issues, policies, and problems.

SECURITY OFFICER

Responsible for general security awareness in the seminar, including room security and resource protection, safeguarding classified material, and controlling restricted area badges; and works with the AWC Security Office (XRS) to track security badge issue and turn-in for seminar members.  Must be a US class member.

TREASURER/COFFEE MANAGER 

Seminars may elect to maintain a “Coffee Fund”.  The Treasurer/Coffee Manager maintains the seminar's program for such things as flowers, coffee, cream, sugar, cups, plates, etc.  This student makes certain the coffee supply is adequate (and drinkable); arranges daily procedures for making and turning off coffee; and maintains responsibility for keeping the coffee area and refrigerator clean.

CHAPTER 4 

AIR WAR COLLEGE CURRICULUM
The academic environment of the college encourages a free expression of ideas and an opportunity for independent, analytical, and creative thinking.  Students at the Air War College develop their capabilities to weigh evidence, evaluate conclusions critically, and select sound courses of action affecting national security and the employment of military forces in a joint/combined/coalition environment.  Together with the faculty, students examine current and future Department of Defense issues with a view toward deriving meaningful solutions.

The Air War College challenges each individual to set personal academic goals and manage time wisely.  A student spends, on average, three hours each day in the seminar room, lecture hall, or wargaming center.  Typically, each student spends two hours in preparation for each hour in class.  The Air War College experience, however, extends beyond the strictly academic.  It provides the opportunity, through socialization with both fellow class members and the faculty, to cement collegial friendships and reinforce the core values of the profession of arms.

The academic curriculum is executed both sequentially and concurrently over four terms.

COURSE INFORMATION
Department of Leadership and Ethics (DFL).  The Department of Leadership and Ethics educates students in the competencies and awareness needed to move from tactical and operational  leadership levels to strategic leadership.  The course is based on two key assumptions: first, students are already successful leaders, but the challenges they will face in the future will be significantly different from those they faced in the past; and second, students can significantly improve their competence in areas vital to success as strategic leaders.  The focus is on challenging the students to develop their vision, expand their conceptual capacity through critical and creative thinking, communication skills, and on developing the capability for leading change.  In addition, the course focuses on acceptance of responsibility, accountability, command, moral values, and awareness of the strategic environment in order to meet strategic and senior leader challenges involved in leading large complex organizations.  The program includes a detailed assessment of each student’s personal leadership capacities and personality preferences as a foundation for the development of a plan for lifelong personal growth.
Department of Strategy and International Security (DFS)

The Department of Strategy and International Security teaches two core courses:

Strategy, Doctrine, and Airpower instills in students an understanding of the roles of strategy, doctrine, and the employment of air and space power in national security. The course is designed with a number of assumptions in mind. First, the writings of classical military thinkers provide an enduring framework for the development of strategy. Second, strategy and doctrine are inextricably linked in the securing of national policy goals, and an understanding of both is critical for the senior leader. Finally, inter-war periods provide important insight into war readiness and preparation, and ultimately wars test the validity of specific strategies and doctrines with important lessons for the leaders of today and tomorrow. With these assumptions in mind, the course uses historical case studies—particularly the history of air and space power—as vehicles for developing an understanding of the employment of air and space forces in support of national security today and in the future.

International Security Studies analyzes the development and implementation of US national security.  The purpose of the course is to educate senior officers on the development and implementation of national security strategy. 

The first half of the course, National Security and Decision Making, analyzes the components of the current US security strategy, examines the impact of possible alternative strategies for achieving national security in today’s world, and delves into the process by which such strategies are developed. 

The second half of the course, Global Security, surveys the current international environment and examines the roles national, nonstate, and regional actors play in shaping the global environment. 

This course prepares students to articulate the national, regional, and international security issues shaping the global environment.  It also seeks to help them understand and be prepared to participate in the US government’s policy process.  Students should be able to develop strategies for coping with challenges in the international arena and to assess alternative approaches to national security considering all elements of state power, including political, economic, cultural, and military.

Department of Warfighting (DFW)

Warfighting prepares senior officers to develop, lead, and employ the world’s best air & space forces at the strategic and operational levels in joint, combined, or coalition environments in support of the National Military Strategy.  Special emphasis is placed on operational art; warfighting in an interagency/coalition environment; command and control of theater-level operations and Air Operations Center as a weapons system; strategic implications of emerging technologies and capabilities on future force structure; future threats asymmetric to US experience and expectations; “Red Team” perspective; and the Global War on Terrorism. The purpose is to permit agile, proactive, and future-focused USAF strategic planning for Air, Space, and Information superiority.  Specifically, DFW accomplishes the following objectives:

· Comprehend how to employ air & space power at the theater/combatant command level in a joint, combined, and coalition environment.
· Comprehend the issues associated with USAF future force structure, force employment, and emerging joint vision.

· Comprehend sister services’ visions and capabilities.

· Comprehend the emerging opposition capabilities and concepts of operation.
CORE ELECTIVES PROGRAM
The Core Electives Program has two major objectives:

1.  Enhance and complement the core curriculum by providing students with opportunities to achieve greater depth and breadth of understanding in issues of special interest.

2.  Provide the AWC curriculum with the flexibility to adapt quickly to changes in the international and domestic security environments.

Core Electives Requirements: All students must complete four electives (in addition to other requirements) in order to graduate.  The three teaching departments of Leadership (6200-series), Strategy and International Security (6300- and 6400-series), and Warfighting (6500-series) sponsor all electives.   

“English as a Second Language” (EL 1710), taught by the International Officers School for selected international officers only, provides intensive work in the English language.  Because EL 1710 is not a graduate-level course, it does not count as one of the four electives required for a master’s degree. 
Professional Studies Paper (PSP)
Completion of the Professional Studies Paper (PSP) is a requirement for all AWC students.  Students may choose to research and write on a topic of their own interest or they may select a topic from the lists of research interests provided by major commands and other military and civilian organizations.  The PSP should be around 25 pages long.  With the author’s permission, Air University places some papers on the Internet via the AU Web site and provides copies to the Defense Technical Information Center and the Air University and Air Force Academy libraries.  The PSP has the following objectives:

1. To provide students the opportunity to conduct research on a topic of their choice,

2. To assist students to conduct thoughtful, logical, and critical research and analysis,

3. To share the results of student research, writing, and analysis with key decision makers, and

4. To assist students, if they desire, in submitting papers for publication in Air Force, sister service, and other professional journals and periodicals.

REGIONAL STUDIES PROGRAM (RS)
The Air War College Regional Studies (RS) program is an integral part of the curriculum that prepares senior leaders to apply their knowledge at the strategic and operational levels anywhere in the world in support of US national security policy. To meet the challenges of the Air and Space Expeditionary Force, the Regional Studies Course provides each US student the opportunity to evaluate an area of the world where a unified combatant commander must implement the national military strategy in support of US security policy. Understanding this implementation process requires an appreciation of the complex international environment in which it takes place and familiarity with the nations affected by US policies. The Regional Studies Course provides the opportunity for US students to gain unique perspectives by studying and visiting one of 14 groups of countries in different regions of the world. During the third term, each student completes 30 classroom hours of focused academic preparation and begins work on a research paper dealing with security in the region. The research paper is completed following about a two-week field study trip to that region.  The field study portion allows students to discuss security policy issues with senior political, military, and academic leaders in other nations. Logistic and administrative preparation and travel planning for the field study seminars is accomplished throughout the academic year. A post-trip seminar provides a cross talk and the opportunity to wrap up the course. At the end of the course, students prepare a detailed analytical trip report and continuity book.  

International Officer Field Studies Program
This course is structured to enhance the educational and cultural experience of IOs, and to support Department of Defense Informational Program (DODIP) objectives for international military students by assisting AWC international officers in gaining a balanced understanding of US society, institutions, and goals. The course builds on the AWC curriculum by exposing IOs to US military operations, training, organization, equipment, and facilities during five major field studies trips. Trip duration is typically four days, plus one trip lasting approximately 12 days.  The Field Studies Program introduces IOs to leadership and management techniques and concepts used in military, government, and industrial environments.  It provides the opportunity for IOs to interact with senior-level commanders, managers, and executives within and outside the government.  

Wargame: Solo Challenge

The culminating event of the year is an eight-day wargame in which students are expected to synthesize and apply the knowledge gained during the academic year in a complex global scenario.  Students are confronted with international and US homeland security challenges which must be dealt with through diplomatic, economic, and the full range of military operations from humanitarian to full scale war.  Scenarios and issues are drawn from Global Engagement and other service Title X wargames.  Students play the roles of key decision makers on the National Security Council, the Joint Staff, and regional Combatant Commanders.  The game is directed and adjudicated by AWC faculty members and supported by the Air Force Wargaming Institute. 

COMMANDANT’S FIT TO FIGHT PROGRAM

Successful completion of the Executive Wellness Program (EWP) is a requirement for all AWC students.  The core of the EWP curriculum is the Commandant’s Fit to Fight Program.  All AWC students must demonstrate participation in this program by weekly documentation of required exercise sessions and by completion of the Air Force Fitness Assessments (refer to Appendix D for an explanation/guidance of the Fit to Fight program).  USAF students must score a minimum of 70 points on their Fitness Assessment for successful completion of EWP.  Any medical waivers must be in writing and may modify, but not totally excuse, the student’s participation.

AIR UNIVERSITY

SENIOR OFFICER PERSPECTIVES PROGRAM
Throughout the year, Air University schools (Air and Space Basic Course, Squadron Officer School, Air Command and Staff College, Air Force First Sergeant Academy, etc.) provide mentoring opportunities for their students.  AWC students and faculty primarily support this program.  Specifically, Lt Cols and Cols from Air War College spend an hour to an hour and a half with the students at the respective schools.  USAF-only students support ASBC.  However, the entire class supports many others such as SOS and ACSC.  In addition, International Officers are welcome to attend these sessions.  The expectation is that each USAF student will participate and support this Air University mentoring program throughout the year.

NATIONAL SECURITY FORUM (NSF)
The National Security Forum (NSF) is an event sponsored by the Secretary of the Air Force and hosted by AWC during the week before graduation. It is the capstone event of AWC’s academic year. NSF brings together approximately 140 civilian leaders with diverse backgrounds from locations around the United States to join with the AWC class.

The primary objective of the NSF is a frank and candid exchange of views on national security matters among our invited guests, AWC students, and senior military and civilian leaders.  The week is devoted to exploring the many issues that affect the current and future security of our country, focusing heavily on the role of aerospace power as an instrument of national security. The forum’s distinguished speakers, seminars, and social functions serve to broaden and solidify the participants’ understanding of air and space power and national security issues.

Commandant’s Lecture Series

The Commandant and Dean of Academic Affairs invite approximately 25 distinguished speakers to address the class throughout the academic year. Speakers are drawn from the highest levels of the US and foreign governments, military services, members of the press, non-governmental organizations, and industry leaders. They are also selected based on their stature (former POWs, Medal of Honor recipients) or for their expertise on a fast breaking issue. The speakers integrate leadership themes or issues with which senior leaders should be familiar. Student preparation is limited to critical listening, questioning the speaker and applying lessons learned in seminar discussions. The Department of Leadership and Ethics administers this program.

Academic Distinction Awards

Air War College students may earn academic distinction.  The criteria is based upon the cumulative GPA while meeting all in-residence graduation requirements.

Students who earn a cumulative GPA of 3.85 but below a 3.95 will receive a diploma marked “with Academic Distinction.”  Students who earn a cumulative GPA of 3.95 or higher will receive a diploma marked “with Highest Academic Distinction.”  The GPA calculations for these awards will be based upon the 34 semester hours earned for the AWC diploma.
AWC Writing Awards

COMMANDANT'S AWARD.  Presented by the Air War College for the best paper on improving the Air Force contribution to national security.  [Sponsor: AWC Commandant]  

AIR WAR COLLEGE AWARD FOR EXCELLENCE. Presented to the writer in any field not recognized by any of the other awards who displays the highest levels of analysis, creativity, and/or scholarship. [Sponsor: AWC Alumni Assoc.] 

MAJOR GENERAL ORVIL A. ANDERSON LEADERSHIP RESEARCH AND WRITING AWARD.  Presented for excellence in research and writing on the topic of leadership and that best educates senior officers to lead at the strategic level.  [Sponsor: AU Foundation]

ARMED FORCES COMMUNICATIONS AND ELECTRONICS ASSOCIATION AWARD.  Outstanding paper in the fields of communications systems, electronics, computer science, teleprocessing, electronic warfare issues, and information warfare. [Sponsor: AFCEA] 

DEFENSE INTELLIGENCE AGENCY AWARD.  Best written work on the subject of intelligence and its contribution to the planning for and conduct of national security affairs. [Sponsor: DIA] 

LIEUTENANT GENERAL JOHN M. NOWAK AWARD FOR LOGISTICS.  Best research paper addressing significant and contemporary logistics issues or challenges relevant to current and future Air Force readiness and combat capability. [Sponsor: HQ USAF/IL]  

GENERAL CHARLES G. BOYD AWARD.  Best paper in the areas of regional and international security analysis.  [Sponsor: AU Foundation]  

AIR FORCE HOMELAND SECURITY AWARD.  Best paper on homeland security.  [Sponsor: AF/XOH]

GLOBAL REACH AWARD.  Best paper on “global mobility” including topics affecting the development, employment and sustainment of mobility forces as a critical component of a nation’s national security strategy. [Sponsor: Airlift/Tanker Association]

INTERNATIONAL SOCIETY OF LOGISTICS PRIZE PAPER AWARD.  Outstanding study in the field of logistics.  [Sponsor: The International Society of Logistics] 

MILITARY OFFICERS ASSOCIATION OF AMERICA LEADERSHIP AWARD.  Presented to the student whose research paper makes the most original contribution to senior leader development or to the understanding of issues of interest to 21st century leaders. [Sponsor: Military Officers Association of America]

DOUHET-MITCHELL INTERNATIONAL AIRPOWER TROPHY.  Paper which best demonstrates extraordinary vision or foresight into the future military aerospace requirements of the United States.  [Sponsor: Order of the Sons of Italy] 

SPACE OPERATIONS WRITING AWARD.  Presented for the most outstanding paper(s) on military space policy, doctrine, strategy, or operations.  [Sponsor: Air Force Space Command Chair] 

STRATEGIC COMMAND AWARD.  Presented for the best paper that addresses strategic deterrence in support of national strategic objectives and missions.  [Sponsor: AWC Dean of Academic Affairs] 

RED RIVER VALLEY FIGHTER PILOTS ASSOCIATION AWARD.  Given for the outstanding paper on joint use of airpower in support of national military objectives.  Papers should be focused on historical events where joint uses of airpower had significant impact on national strategy, or an analysis of specific aspects of joint airpower doctrine or issues as they relate to national or international security concerns. [Sponsor: RRVFP Association] 

AIR FORCE HISTORICAL FOUNDATION AWARD.  Presented by the AFHF for the best study of major significance to the Air Force today. [Sponsor: AFHF] 

CHAPTER 5

AIR WAR COLLEGE POLICIES AND PROCEDURES

ADMINISTRATIVE POLICIES AND PROCEDURES

ATTENDANCE 

Students are expected to attend all activities as reflected on the AWC schedule and/or as directed.
DUTY SCHEDULE

Normal duty hours are from 0730-1630, Monday through Friday.  Special events such as the Distinguished Lecturer Program may require duty outside the normal schedule.  Commandant’s Time is time set aside for independent study and class preparation and are not days off.  Since unanticipated changes may require class attendance anytime during the 0730-1630 duty day, you should not make plans involving irrevocable financial commitments during this timeframe.  There are also certain events throughout the year for which attendance will only be waived due to extreme extenuating circumstances: e.g., National Security Forum.
ACADEMIC FREEDOM

Academic freedom is the privilege of debate with discretion on any subject related to the AWC curriculum within the college classrooms and auditoriums.  Guest lecturers, faculty, and students are encouraged to support or criticize any objective, policy, or opinion in the pursuit of knowledge and understanding, but with dignity and respect. 

Our guest speakers are candid and frank on issues of importance in which a wide variety of policy makers play a role.  Opinions may diverge as policy is made.  Consequently, our speakers’ candor and personal views must be protected.  Academic freedom is the privilege of debate with discretion on any subject related to the AWC curriculum within the college classrooms and auditoriums.  Guest lecturers, faculty and students are encouraged to support or criticize any objective, policy or opinion in the pursuit of knowledge and understanding, with dignity and respect. Refer to AWCOI 90-106.

NONATTRIBUTION

Presentations constitute an important part of the curriculum.  To encourage candid presentations, the AWC offers its assurance that presentations to AWC will be held in strict confidence.  This assurance, based on a policy of nonattribution, is morally binding on all that attend.  Without the expressed permission of the speaker, nothing they say will be attributed to them directly or indirectly in the presence of anyone who was not authorized to attend the presentation.  This does not preclude discussions of opinions and views expressed by speakers within the academic environment; however, you may not attribute views and opinions to one speaker by name or other identification while questioning the speakers who appear subsequently. If you wish to repeat a speaker’s ideas or refer to a previous speaker’s remarks or ideas in a paper or study, you must obtain the speaker’s permission in writing to do so.  The person who is grading your paper or study must review the speaker’s approval before the cite can be included in your paper/study.  Refer to AWCOI 90-106.

The non-attribution policy does not apply to offensive remarks or to what could be readily construed as irresponsible statements.  If and when such occasions arise, the complainant is urged to use the chain of command to lodge a complaint.

PLAGIARISM

Plagiarism is a serious offense and is not tolerated.  Simply put, plagiarism is using someone else's ideas, language, or concepts, and passing it off as one's own.  Faculty members or authorities that suspect a violation will initiate actions through the department chairman to the Dean and the Commandant.  Refer to AWCOI 90-106.

All work submitted for a grade at AWC is to be the product of work done while attending the resident course.  Students are encouraged to build upon their previous studies and experiences if there is a topic of special interest to them, but the requirement is that all graded products reflect research and writing done while in residence.

Graduation Requirements

All students admitted to both the AWC professional military education program and the AU Master of Strategic degree must:

1. Demonstrate mastery of the following AWC curriculum with a minimum grade of B – in each course and a cumulative GPA of at least 3.0:

a. Five core courses (Leadership and Ethics; Strategy, Doctrine, and Airpower; International Security Studies; Warfighting; and Regional Studies (classified) for US students or Regional Studies (unclassified) for international students)

i. Four 6000 series elective courses, and

ii. Individual Professional Studies Research.

b. Demonstrate fully satisfactory participation in other scheduled AWC programs such as the culminating War game (Solo Challenge), National Security Forum, Executive Wellness, and Commandant’s Lecture Series. 

GRADING GUIDANCE

Grades  For designated courses or programs, students receive letter grades in each evaluated area.  Grade point values are assigned to each letter grade for each grade point average (GPA) determination based on the following scale:
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To pass a course in the master’s degree program or to achieve mastery in the diploma program, students must receive a final course grade of B- or above in each course attempted.

Pass/Fail  Requirements not designated for letter grade assignment will receive a “Pass” or “Fail” designation upon completion of the evaluated requirement.  Pass is considered fully satisfactory performance.  Grades of Pass/Fail will not be used in computing the GPA.

Remediation

When feasible, Air War College offers students an opportunity to remediate grades below “B.”  Some graded events are not subject to remediation, such as class participation.  Remediation is a one-time chance to raise the grade.  As a general rule, remediation will involve reaccomplishing an assignment that is similar in nature to the task (exam, paper) for which the request has been made.  The maximum grade that can be received through remediation is “B.”  Students requesting remediation should first contact the faculty member who teaches the course who, together with the student, will construct a remediation plan.  The plan will include a provision for additional instruction appropriate to the remediation process.  The Department Chair must approve the remediation plan.  The approved remediation plan, a memo of record for all counseling, and the outcome of the process will be recorded in the student's academic folder.  

Grade Appeal Process

Students may appeal any grade they receive.  Appeals must be in writing and include a rationale for a grade review.  The appeal will be submitted first to the faculty member who graded the item.  The student may subsequently appeal the grade to the department chair and then the Dean of Academic Affairs.  Appeals must be initiated within 5 duty days of the grade notification for any level of appeal.  The results of the appeal will be returned to the student within 5 duty days of the request.  The appeal process may result in raising, lowering, or sustaining the original grade. 

PROBATION
Students with a course grade below B- during the year will be placed on academic probation.  Students on academic probation may not graduate and Student Disenrollment Procedures (AUI 36-2315) may apply.  The Dean of Academic Affairs (DF), through the Dean of Students (DO) and the student's Seminar Director (SD) will notify students on academic probation of their status.  DF will submit the names of any student on academic probation to the AWC Commandant, Vice Commandant, Educational Advisor, and the Office of Institutional Effectiveness.

Students whose professional performance falls below established standards may also be placed on nonacademic probation.  Students on nonacademic probation are eligible for graduation at the discretion of the AWC Commandant.  

Anytime a student is placed on probation; counseling documentation will be accomplished and maintained in the student's grade folder.  The DO and DF will ensure that the student is provided appropriate assistance from the AWC faculty, staff, and outside agencies the situation requires.  Students will be removed from probation upon demonstration that the reasons for placement on probation no longer exist.

STUDENT CURRICULUM EVALUATION PROGRAM

Students provide feedback on how well the academic materials and presentations support student learning.  Evaluations are made following each course and at the end of the academic year. Special events and field studies are evaluated as required. The Institutional Effectiveness Office (CAV) uses the following evaluation instruments to assess the quality, quantity, and suitability of curriculum.

Course Curriculum Survey. CAV surveys at least one-third of the class, randomly selected, for their impression of each curriculum period or event (lecture, seminar, etc.) as well as their perception of each course as a whole.  CAV also surveys the entire class in an End-of-Course Critique to obtain overall perceptions. 

Core Elective Survey.  All students critique each core elective course for which they are enrolled.  

End-of-Year  and Mid-Year Surveys.  Each student receives a questionnaire, covering aspects of the resident course, at the mid-point and end of the academic year. 

Additional information regarding the AWC Resident Evaluation program is located in AWC OI 36-102, AWC Resident Evaluation, and under the “Eval” link on the AWC Internet home page.

JONES AUDITORIUM PROCEDURES

NORMAL ENTRY AND EXIT - Unclassified Presentations. 

Normal Jones Auditorium entry for unclassified sessions is through the main lobby doors. Books, notebooks, writing supplies, briefcases, etc. are permitted, but cameras and recording devices are prohibited.  Individuals may exit the auditorium by either the front or rear doors after the speaker, distinguished guests, and host officer have departed the facility.

LATE ENTRY AND EXIT

Individuals arriving after the front doors are closed may enter through the outside rear door of Jones and sit in the observation booth in the back of the auditorium. Use the light switch by the back door to signal your presence to the booth monitor.  At the first opportunity, students will rejoin the class in the main auditorium.
ENTRY FOR CLASSIFIED PRESENTATIONS

AWC Security Office personnel will control entry for classified lectures.  Badges will be issued to students to expedite entry.  Security rosters may be used on occasion.  Entry and exit is through the front doors only.  Late entry is not allowed through any door for classified presentations.  Books, notebooks, briefcases, cell phones, or other items are not allowed in Jones during classified presentations.

BELLS AND LIGHTS

Bells identify the start of presentations in Jones Auditorium.  One long ring gives a 5-minute warning.  Two short rings indicate individuals have 1 minute to be in their seats. 

When the auditorium lights flash, all personnel will rise and remain standing until instructed to be seated.

SEATING

Front row seats of center section will be reserved for the speaker(s), distinguished visitors, and host officer, AWC Commandant, AU Commander, and AETC Commander.  

The last two rows are reserved for AWC faculty only.  All other seating is open to students.

Spouses may attend unclassified lectures as designated on the schedule and may sit with students.  Guests other than students' spouses require the written permission of the Dean of Academics to attend and will sit in the last three rows.  Visitors, including spouses of faculty/staff and students must be escorted by their host or sponsor at all times while inside the auditorium.  Children are not permitted in any of the academic lectures.  
QUESTION AND ANSWER (Q & A) SESSIONS

It is your personal responsibility to sustain an inquiring environment in Jones Auditorium by asking guest speakers penetrating questions following their presentations.  This is your opportunity to clarify information presented during the lecture or to obtain the guest speaker’s opinion and thoughts on topics related to his/her presentation or current duty position.

Microphones must be used to ask questions.  This ensures everyone in the auditorium and the booth can hear the question.  More importantly, most of the lectures and discussion periods are taped.  If a microphone isn't used, the question will not be recorded on tape.

The speaker and/or faculty moderator will preside over Q & A periods and ask for questions from the audience.  When designated by the moderator, the individual will stand, identify himself/herself rank, name, (and country if international officer).  Civilians should identify their organization, i.e., "AWC student/faculty."
Microphones in Jones are highly directional and should be held relatively close to the mouth when speaking.  The seat microphones are "push-to-talk" and the button should be held firmly to preclude a "short" or intermittent contact.

PLEASE AVOID questions with long preambles; asking multiple questions; embarrassing a speaker; questions that solicit a simple "yes" or "no" response.  Probe and disagree as appropriate, but don't be disagreeable or rude.  DO NOT bring your cell phones or pagers into the auditorium.  Please make sure that all watch alarms are off.

ACADEMIC SCHEDULE

The AWC Schedule is posted by DFP on the Public Folders.  From Outlook, open your Folder List (View --> Folder List).  Then from the Folder List, follow the path:  Public Folders --> All Public Folders --> Maxwell AFB --> AWC --> AWC Students --> AWC Student Schedule.  DFP will provide a shortcut you can place on your computer’s desktop to make it easier to access the schedule.  Schedule changes are documented on a separate HTML-based page; DFP will send the shortcut to this page as well.  This schedule change page also includes a link to AY05 Key Events dates, curriculum deliverables by month and by course, and a link to abbreviations commonly used on the schedule.  Only DFP personnel have the capability to modify the schedule on the Public Folders. 

STUDENT ABSENCES

Students should schedule routine appointments (to include non-emergency medical appointments) so they do not conflict with scheduled AWC activities.  When conflicts arise, the SD may ask you to reschedule the appointment.  If you must miss a class, coordinate with your SD and the course instructor, using the AWC Request for Leave/TDY Cover Sheet (Appendix C), for the classes you will be missing.

Students will not be authorized any absences, ordinary leaves or permissive TDY during examinations, the war game exercise, the Regional Studies field trip, or the National Security Forum.  Students should not expect or plan to miss any class or AWC curriculum event for household goods delivery or pick-up.  Guidance for PTDY house hunting is covered in a separate paragraph starting on page 36.

SICK CALL

Students requiring a sick call appointment should arrive at the clinic between 0645 and 0730 for booking purposes.  Active duty members do not need to call the appointment line for a sick call appointment.  These appointments are brief and designed for acute conditions, not chronic symptoms or paperwork issues.  Members will be seen starting at 0700 by the available providers.  All sick call appointments will be on a first-come, first-serve basis, unless the triage nurse determines the severity of the condition warrants immediate attention. (42 MDOS/SGO/Capt Bussie/38818) 
ORDINARY LEAVE

Students may take unrestricted leave during the two-week holiday period at the end of December and beginning of January.  Leave is required during the two-week period if students depart the local area.  Prior to the holiday break, the dean of students will provide specific leave guidance.  No leave is required when students depart the local area on normal weekends and 3-day weekends that include a federal holiday.  If the Friday following Thanksgiving is designated as an AETC Family Day, leave is not required for the 4-day weekend.

There are no time and distance restrictions to student travel.  When not on official leave, students must be present at the last scheduled activity and return in time for the first scheduled activity following the weekend.  The duty day does not end until 1630 and the schedule frequently changes to accommodate the availability of distinguished lecturers; therefore, students should not make irrevocable commitments (i.e., airline reservations) to depart before 1630.  Students will leave a contact phone number with the SD and SSO in the even an emergency requires contact.

Ordinary leave outside the two-week holiday period will not normally be approved except in special circumstances for non-recurring/one time events.  These would include such once in a lifetime events as high school graduations, family member’s weddings, and parent’s 50th Wedding Anniversary, etc..  Military conferences, conventions, follow-on assignment training, or meetings that are not specifically part of the AWC curriculum will not be approved when attendance requires that students miss academic periods.  Job interviews for follow-on assignments will be worked on a case-by-case basis and requires a written request from the requesting organization.  There are no AWC funds available for travel expenses for follow-on assignment job interviews.

ORDINARY LEAVE AND TDY PROCEDURES

ACTIVE DUTY USAF OFFICERS REQUESTING LEAVE
1. Complete the AWC Request for Leave/TDY Cover Sheet (Appendix C) to request ordinary leave.  The AWC Request for Leave/TDY Cover Sheet is also available on the Student Drive in the Seminar Folders and on the K Drive Home Page under “Student Leave Request.”  The Seminar Director will maintain this form in the individual student’s training folder.
2. The Seminar Director (SD) is the final authority for leave approvals.  First, obtain SD approval by having the SD fill out his/her information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.  If a situation requires ordinary leave during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  Students will then bring the completed AWC Request for Leave/TDY Cover Sheet to the SD.  Once leave is approved, students can proceed to go to LeaveWeb at: https://leave.maxwell.af.mil and submit their leave request.

3. Students will receive E-mails letting them know the status of the leave request  (waiting for approval, approved, waiting for validation, or validated).  Leave authorization numbers will not be assigned earlier than 14 days prior to your departure date.  If there are problems with LeaveWeb, please contact the Commandant’s Support Staff (Orderly Room).
4. On the first duty day after the leave is completed, Leave Web will send a notice to your email account for you to complete your Part III. Overdue notices will be sent to you and your leave approver until the Part III is completed.

ANG AND AFRES OFFICERS REQUESTING LEAVE

1. Complete an AF Form 988, Leave Request/Authorization, and the AWC Request for Leave/TDY Cover Sheet (Appendix C) to request ordinary leave.  Leave forms are available at http://afpubs.hq.af.mil/orgs.asp?type=pubs.  The AWC Request for Leave/TDY Cover Sheet is also available on the Student Drive in the Seminar Folders and on the K Drive Home Page under “Student Leave Request.”  ANG/AFRES students will also need to provide their SD with the phone number for the student’s respective unit pay office.

1. The Seminar Director (SD) is the final authority for leave approvals. If a situation requires ordinary leave during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  First, obtain SD approval by having the SD fill out his/her information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.  Students will then bring the completed AWC Request for Leave/TDY Cover Sheet and attached an AF Form 988, Leave Request/Authorization (or appropriate services’ leave form) to the SD. 

2. The SD will forward the leave form and the Request for Leave/TDY Cover Sheet to the CSS with the unit pay office phone number.  CSS will then contact the student’s home unit pay office to obtain a leave authorization number.  Leave authorization numbers will not be assigned earlier than 14 days prior to your departure date.  After signature, CSS will put Part II in the student’s mailbox and will keep Part III in a leave control (suspense) file.
4 .
On the first duty day after the leave is completed.  CSS will put the Part III in your mailbox.  Sign and forward the completed part III of AF Form 988 to the SD for approval.  The SD will return the completed  form to CSS who will forward the completed Part III to your pay office for final processing.

ARMY/NAVY/MARINE CORPS OFFICERS REQUESTING LEAVE

2. Complete the appropriate leave form available from your respective AU Advisor and the AWC Request for Leave/TDY Cover Sheet (Appendix C) to request ordinary leave.  Leave forms are available from the AWC Staff Advisory Group admin.  The AWC Request for Leave/TDY Cover Sheet is available on the Student Drive, in the Seminar Folders and on the K Drive Home Page under “Student Leave Request.”

3. The Seminar Director (SD), not the AU Advisor, is the final authority for leave approvals.  If a situation requires ordinary leave during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave Cover Sheet.  Obtain SD approval by having the SD fill out his/her information in the appropriate place on the AWC Request for Leave Cover Sheet.  Students will bring the completed AWC Request for Leave/TDY Cover Sheet and the appropriate services’ leave form back to the SD.  The AWC Request for Leave/TDY Cover Sheet will be maintained by the Seminar Director in the individual student’s training folder.

4. Subsequent leave form processing will be accomplished through the respective service AU advisor.

CIVILIANS/COAST GUARD OFFICERS REQUESTING LEAVE

1. Complete the AWC Request for Leave/TDY Cover Sheet (Appendix C) to request ordinary leave.  The AWC Request for Leave/TDY Cover Sheet is also available on the Student Drive, in the Seminar Folders and on the K Drive Home Page under “Student Leave Request.”

2. The Seminar Director (SD) is the final authority for leave approvals.  If a situation requires ordinary leave during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  Obtain SD approval by having the SD fill out his/her information in the appropriate place on the AWC Request for Leave Cover Sheet. Students will then coordinate with each professor, who’s class will be missed and then bring the completed AWC Request for Leave/TDY Cover Sheer and the appropriate services’ leave back to the SD.  The AWC Request for Leave/TDY Cover Sheet will be maintained by the Seminar Director in the individual student’s training folder.

INTERNATIONAL OFFICERS REQUESTING LEAVE

1. Complete the AWC Request for Leave/TDY Cover Sheet (Appendix C) to request ordinary leave.  The AWC Request for Leave Cover Sheet is available on the Student Drive, in the Seminar Folders or in the Commandant’s Support Staff (CSS).

2. The Seminar Director (SD) is the final authority for leave approvals. If a situation requires ordinary leave during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  Obtain SD approval by having the SD fill out his/her information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.  After approval, International officers coordinate requests through DOQ and return the AWC Request for Leave/TDY Cover Sheet to their SD.  The AWC Request for Leave/TDY Cover Sheet will be maintained by the Seminar Director in the individual student training folders.

3. After obtaining permission to miss class for leave (departing the local area during scheduled class time), international officers will contact the attaché at their embassy for approval to depart AWC.  The attaché will FAX leave approval to the International Affairs Officer (AWC/DOQ).  AWC/DOQ will notify both the SD and the student that permission has been given.

4. During all non-class periods (Thanksgiving, Holiday Break, etc.), International officers must obtain approval from their Attache to travel outside the United States.

CONVALESCENT LEAVE

If a military member is put on convalescent leave, it is their responsibility to ensure the convalescent leave paperwork is processed through the Commandant’s Support Staff before or at the beginning of the leave period.  The member should work with his/her Primary Care Provider at the 42nd Medical Group to obtain the appropriate paperwork.  If the member is physically unable to process the convalescent leave, he/she should make arrangements with a family member or seminar mate to assist.

STUDENT SIGNIFICANT EVENT REPORTING
This specifies procedures for providing the Commandant, Dean of Students (DO), and Student Operations (DON) information on significant events that impact AWC students.

Events may be either positive or negative and include any situation that has a significant impact on a student or their family.  Examples:  a situation that requires emergency leave, individual or family medical emergencies or accidents, civil or legal actions, the birth of a child, or death of a family member or extended family.

NOTIFICATION Procedures

During normal duty hours:  The SD or SSO obtain as much information as possible and forward it to either the DO or DON.  DO will notify the Commandant, DF, the class president, and class chaplain.  When gathering information, include as many details as possible concerning the situation, action(s) taken, and recommended action(s).

After normal duty hours/weekends:  The SD or SSO will call the DO at home and pass the information.  Backup:  DON.  At the beginning of the next duty period, the SD should provide the DO with any additional or updated information.  The DO will notify other key staff members as warranted.

If DO or DON personnel are not available and the SD decides the information should go to the Commandant, attempt to discuss it with Vice Commandant first, but provide the information directly to the Commandant.

EMERGENCY LEAVE PROCEDURES

Emergency leave may be taken as needed.  American Red Cross verification is no longer required by AFI.  Emergency leaves are processed as follows:

1. During non-duty hours: Notify your Seminar Director (SD) and relay the following information:

1. Nature of emergency

2. Emergency leave address

3. Emergency leave phone number

4. Estimated number of days needed

If you cannot contact your SD, call your Senior Seminar Officer (SSO) and give him/her the same information.  The SSO will notify the SD or the Dean of Students (DO) at the first opportunity and relay the emergency leave information.  The SD or SSO will notify the DO ASAP.  Emergency Leave is only approved by the SD or DO.

2. During normal duty hours: Notify your SD of the situation.  Either the SD or SSO will contact the DO and inform him/her of the situation. You must have approval prior to completing any leave requests. Complete your leave request via Leave Web (or via AF Form 988 for non-active duty AF students).   If an ANG/AFRES, Army, Navy, or Coast Guard student takes emergency leave, the DO will notify the appropriate AU Advisor.

Emergency leaves for international officers must be coordinated through DOQ.

Students may depart on approved emergency leave without a processed leave form if the situation warrants.  In this case, SDs will contact DO and Commandant’s Support Staff the next duty day for leave form processing.

NOTE: If you plan to use space available military air at any point during an emergency leave, an approved leave form is required.
TEMPORARY DUTY TRAVEL

During the academic year, U.S. students may have the opportunity to take several class trips.  They and selected faculty advisors will participate on one of several field studies trips to various parts of the world as part of the Regional Studies.

Elective field trips are possible, but funding is not available from AWC.  Elective courses such as the Center for Strategy and Technology do receive outside funding for their field trips and TDYs.  In these cases students can be on TDY orders and receive reimbursement for the trip. 

To participate in AWC sponsored TDY travel, you must complete the AWC Request for Leave/TDY Cover Sheet to request TDY approval.  The AWC Request for Leave/TDY Cover Sheet (Appendix C) is available on the Student Drive in the Seminar Folders or on the K Drive under “Student Leave Request”.

The Seminar Director (SD) is the final authority for TDY approvals. If a situation requires the TDY to occur during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.   Obtain information concerning the purpose of the TDY (including applicable fund cite) and obtain SD approval by having the SD fill out their information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.   After approval, individuals will take the information to Student Operations to process the orders. 

ACADEMIC RESEARCH TDY

Students who wish to go TDY (either funded or at their own expense) for academic research will submit a request for approval via the Request For Leave/TDY Cover Sheet (Appendix C).  The request must indicate why the proposed research cannot be conducted from Maxwell AFB using Internet, fax, teleconferencing, E-mail, interlibrary loan, telephone, etc.  The Dean of Academics is the decision authority for academic TDYs.  The Seminar Director (SD) is the final authority for TDY approvals.
Students may travel permissive TDY using their own funds if they desire and the TDY is approved.  AWC has no funds for travel associated with CPSP.

Total research TDY will not exceed four duty days per student in the academic year.  Travel to or from the destination may coincide with a non-duty weekend to maximize available days for research.

Students will not request TDYs during AWC exercises, core course examinations, or regional studies trips.  Research trips will not be scheduled in conjunction with other TDYs (i.e. permissive house hunting) or leave.

Students approved for foreign travel TDYs are responsible for acquiring necessary passports, visas, orders, and Foreign Clearance Guide country/theater/special clearance request messages IAW specified lead times. 

To request TDY approval, the student must complete the AWC Request for Leave/TDY Cover Sheet (Appendix C).  The AWC Request for Leave/TDY Cover Sheet is also available on the Student Drive in the Seminar Folders or on the K drive under “Student Leave Request”.

If the TDY occurs during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  Students will bring the completed AWC Request for Leave/TDY Cover Sheet and TDY Worksheet to the SD.  After approval, individuals will take the information to CSS to process their Permissive TDY or to Student Operations for orders. 

PERMISSIVE TDY

HOUSE HUNTING PERMISSIVE TDY

Permissive TDY for house hunting is only for those who intend to live off base at the next duty station. The end of the AWC academic year is extremely busy with the Regional Studies trips, the war game exercise, and the National Security Forum.  In addition, academic classes are still going on and take priority.  Permissive TDY for house hunting is not a guaranteed right but will be extended if possible.  AFI 36-3003 covers permissive TDY. Prior to submitting a TDY request, the individual must have written notice (letter, message, RIP) of assignment.

The Seminar Director (SD) is the final authority for house hunting permissive TDY approvals.  First, obtain information concerning the purpose of the TDY and then SD approval by having the SD fill out their information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.  If a situation requires the TDY to occur during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  Students will bring the completed AWC Request for Leave/TDY Cover Sheet and attach an AF Form 988, Leave Request/Authorization (or appropriate services’ leave form) to the DO.  If there are questions, the DO will discuss the proposed TDY with the SD prior to initialing the AWC Request for Leave/TDY Cover Sheet.  After approval, individuals will take the information to CSS to process the orders.

ELECTIVE FIELD TRIP / APPROVED CLASS ABSENCE

Due to limited funds for elective field trips, instructors may opt to offer an elective field trip using an approved class absence for students.  Elective instructors must make the trip optional and require students to acknowledge that costs incurred for travel, lodging, and food will not be reimbursed by AWC.  Additionally, instructors must ensure students receive permission from their SDs and other instructors (Core/Elective) for courses they will miss during their absence.

Request permissive TDY approval, the student must complete the AWC Request for Leave/TDY Cover Sheet (Appendix C).  The AWC Request for Leave/TDY Cover Sheet is also available on the Student Drive in the Seminar Folders or on the K drive under “Student Leave Request”..

The Seminar Director (SD) is the final authority for permissive TDY approvals. If a situation requires the TDY to occur during academic periods, the SD will ensure that students have coordinated with their instructors and ensure that the instructors have completed their portion of the AWC Request for Leave/TDY Cover Sheet.  First, obtain information concerning the purpose of the TDY and obtain SD approval by having the SD fill out their information in the appropriate place on the AWC Request for Leave/TDY Cover Sheet.  After approval, the Seminar Director will maintain the AWC Request for leave/TDY Cover Sheet in the individual student’s training folder.

SEMINAR RECALL PROCEDURES

The Dean of Students will maintain seminar recall rosters. The Administrative Officer of each seminar will provide consolidated and current contact information to the Dean of Students and Student Operations.  It is critical that students keep their local contact information updated.  The SD will initiate seminar recalls and report results of the recall to the Unit Control Center (UCC).  The AWC UCC is located in the AWC Commandant’s Support Staff (CSS) (Room 2021).  UCC phone numbers are x3-2232 and x3-6602.  Students will report to their seminar rooms unless directed otherwise

UNIFORMS

The Air War College has a designated dress code for both faculty and students.  Unless specific direction is given, the normal duty uniform Monday through Thursday is as follows:


Male Military: AF blue short-sleeved shirt (without tie) or AF blue long-sleeved shirt with tie and trousers or other service equivalent.

Female Military: AF blue short-sleeved epaulet shirt (without tab) or AF blue long-sleeved shirt with tab and either slacks or skirt or other service equivalent.


Male civilian:  Long/short sleeve shirt with tie and trousers with or without suit or sport coat.

Female civilian: Business attire - dress, skirt, or slacks, as appropriate.

Friday is Air War College Warrior day and the duty uniform is as follows: 

Military: Utility uniforms (BDUs or flight suits).  Desert BDUs are not authorized.

Civilians:  Business casual  - short/long sleeved open collared shirts (golf/polo shirts are fine, to include shirts with the AWC Logo) and slacks or khaki type 

trousers/skirts, no jeans.

Note: The AWC Commandant can designate days other than Friday as an Air War College Warrior Day and the AWC Schedule will indicate the change.

On days that there will be an Active Duty Four Star General Officer (or equivalent) guest speaker, the Air War College uniform of the day will be:

Military:  AF blue long-sleeved shirt with tie and trousers or other service equivalent.

Male Civilian:  Suit or sport coat/trousers with long/short sleeve shirt with tie.

Female civilian:  Business attire - dress, skirt, or slacks.

Note: The Air War College Schedule will show a reminder of the uniform change.

NO HAT/NO SALUTE AREAS

Between the exits from Jones Auditorium and the rear entrances to the AWC building.  This applies only when entering/exiting Jones for scheduled events.

SMOKING AREAS

The AWC provides a smoke-free environment.  Anderson Hall (Bldg 1401) is designated a "no smoking" facility.  Consequently, we ask that you smoke only outside the building at the exits between rooms 1211 and 1209 (Magnolia St parking) and rooms 1110 and 1112 (CADRE side).  Do not smoke in front of the main entrance (the inner circle entrance) or the entrances on the Jones Auditorium side of the building.  Smoking receptacles will be placed at each area for the purpose of properly extinguishing and disposing of tobacco products only.  Only designated areas are to be used for smoking purposes.   All personnel using the designated exterior smoking areas must ensure that smoking materials are extinguished and disposed of properly.  Designated smoking areas are no hat/salute areas.  

AWC STUDENT EMERGENCY LOCATOR

For emergency student messages please call Student Operations at commercial 334-953-2119 and or DSN 493-2119.   If the caller identifies the call and or message as an emergency that requires immediate attention, all efforts will be made to immediately locate and notify the student.  

Each seminar has a phone with the ringer turned off but which is set up to accept messages. The Seminar Administrative Officer is responsible for establishing how messages will be checked and disseminated within the seminar. Please insure your family members, car mechanic, etc have your seminar number and don’t use the emergency number to get hold of you for routine messages.

	Seminar
	Room# 
	Seminar Ph #

	1
	2205
	4019

	2
	2207
	3998

	3
	2208
	4020

	4
	2033
	2967

	5
	2022
	2824

	6
	2031
	2961

	7
	2020
	2968

	8
	2029
	6204

	9
	2018
	2511

	10
	2027
	2948

	11
	2016
	2499

	12
	2017
	2315

	13
	2014
	2299

	14
	2013
	2426

	15
	2010
	8109

	16
	2011
	8139

	17
	2008
	5526

	
	
	


Additional student emergency only contact numbers are; DO executive assistant (Comm, 334-953-5190 or DSN 334-953-5190) or the Director of Student Operations (Comm, 334-953-5458 or DSN 493-5458).

PARKING

For permanent party personnel, there are a limited number of reserved parking spaces.  There are reserved spaces for the class president and senior international officer.  All other parking spaces are first-come, first-served.  Car-pooling is encouraged.

Bicycle racks are at the southeast end of the AWC building and the handicapped entrance (beside Burchinal Auditorium).

In compliance with the 42 ABW/CC policy, there is no overnight parking on the Academic Circle. If you leave your vehicle overnight at AWC while TDY or for other reasons, park in the AWC Bookroom/CPC parking lot, across the street from the AWC building.  The Security Police begin checking the parking lots on the Academic Circle at 2100 hrs.

SAFETY

Promptly report any mishap to your seminar director and seminar safety officer.  This includes all mishaps on or off duty, and on or off base.  Civilian personnel are required to report on-duty incidents.

PRIMARY AWC SAFETY REPRESENTATIVE

Ms. Shannon Crumpton, Duty Phone 953-4288, Room 1213 

ALTERNATE AWC SAFETY REPRESENTATIVE

Mr. John Brashears, Duty Phone 953-1396, Room 1018C
42 ABW SAFETY OFFICE

The phone number for the safety office is (334) 953-2001

TRAFFIC TICKETS

Report all traffic tickets (both civilian and military) to your Seminar Director.  The DO will be notified and will receive all traffic violations from law enforcement agencies and will contact the Seminar Director if action will be required

The following is important information:

1.  
Use of seat belts is mandatory on Air Force installations.  The security forces periodically check for seat belt use and will issue tickets for noncompliance.

2.
The base speed limit is 25 MPH unless otherwise posted.  The speed limit in 

housing areas and congested parts of the base is 15 MPH and is strictly enforced.

3.  
Parking is permitted only in designated spaces, i.e., those spaces clearly defined by white lines on both sides.  Do not park on grass.

4.
Alabama state law and AETC policy requires use of headlights whenever windshield wipers are in use.

PHONES

Phones within the AWC are to be used for official use only.  To place calls, use the following procedures:


On Base (Maxwell/Gunter) - dial 3/6 plus the 4-digit number.


DSN (Stateside) - dial 94, plus 7-digit number.

DSN (Overseas) - dial 0. An operator will come on line.  Give the overseas operator the country code and DSN number, your name, rank, extension, and organization.

NOTE:  DSN lines are limited, and heavy demand may make it difficult to obtain a line.  Early morning and late afternoon hours are usually the best times to access DSN lines.  If necessary, you can access DSN lines (both stateside and overseas) from your home phone.  To do this, contact the base operator (953-1110).


Local Area (Off-Base) - dial 99, plus 7-digit number.

Credit Card Calls - dial 99, then follow the instructions for your particular credit card.

PROMOTION CEREMONIES

Students who pin-on during the academic year may elect to have the AWC Commandant officiate the ceremony.  Student Operations will assist you with how to coordinate the event, arrange a room, moderator, and photographer.  Students are responsible for initiating the planning and arranging for any refreshments that might be served.  See the attached guidelines at Appendix A to aid you in setting up your ceremony.

AWARDS AND DECORATIONS CEREMONIES

Many of you will receive awards and decorations from your previous assignment.  Awards ceremonies will vary depending on the level of award (Legion of Merit, etc) and rank of presenter (AWC Commandant, SD, etc).  Family, friends and classmates are invited to award ceremonies.  See the attached guidelines at Appendix B to aid you in setting up your ceremony.

Chapter 6

Facilities, Services and Security

FACILITIES

The Air War College is located in Anderson Hall, Building 1401, and Building 1450.  

BUILDING MAINTENANCE

XRV is responsible for the coordination of building maintenance and upkeep.

BUILDING SECURITY

XRV is the office of primary responsibility for building security.

Building security is the responsibility of all assigned personnel.  The buildings will be open at 0700, Monday through Friday, and will be locked at 1700.  Anyone who requires access to the building outside these hours or on the weekend can sign out a building key from XRV (Room 1018).  Individuals using the facilities outside the normal hours of operation will ensure all windows and doors are secured and lights turned out when exiting the building.  

ROOM SCHEDULING

XRV is responsible for scheduling all AWC auditoriums.  The Commander’s Conference Room (CCR) is scheduled by AWC/CC secretary.  Seminar Directors should be contacted if their seminar rooms are needed for activities, other than core electives, during the academic year.  Personnel who utilize the rooms must ensure they are left in a neat and orderly fashion.

COMPUTERS

LAPTOP COMPUTERS
You will be issued a laptop computer at the beginning of the school year for use during the year.  You will be asked to sign a hand receipt, thus taking responsibility for your assigned computer and acknowledging that you will take measures to protect it from theft or damage.  Each seminar room is equipped with Local Area Network (LAN) jacks to allow laptop connection to the AWC LAN and Internet. No unauthorized software or games are to be loaded on the laptops.  The only additional external devices that can be used with your student laptop are (1) Personal Digital Assistants and (2) a computer mouse you individually purchase and install.  You must receive approval prior to connecting your PDA (see below); no approval is required to install a mouse.

PDAs.  Request approval to connect your PD to your government laptop using the form letter “Personally Owned PDA” located in the M:/PDAs folder.  Once you receive approval, use the “Air War College PDA Checklist” to properly set up your PDA with your government laptop.

GUIDANCE ON INTERNET ACCESS
Here is some guidance on use of government laptops to access the Internet (Ref: AFI 33-129, Para 6.1 - 6.3):

1. Make sure you always have the latest version of the virus protection software running on your laptop, with all updates.  This should happen automatically when you log onto the network through an automated script.  If the date of your latest anti-virus protection looks to be old (i.e., more than 7-10 days), please contact your seminar technical representative immediately.

2. Do not install or use Internet Service Provider (ISP) software on the laptop.  Dial-up access to internet service providers, such as America On Line, CompuServe, or others, is prohibited for users with internet access through base and deployed networks, except when an organizational subscription is established for official business and the account is specifically authorized by the unit commander.

3. You may not use your government laptop to access questionable sites (i.e., pornographic or hate related).  Storing, processing, displaying, sending, or otherwise transmitting offensive or obscene language or material is specifically prohibited. Offensive material includes, but is not limited to, "hate literature," such as racist literature, materials or symbols (for example, swastikas, neo-Nazi materials, and so forth), and sexually harassing materials. Obscene material includes, but is not limited to, pornography and other sexually explicit materials.

Other than the few limitations above, feel free to explore the Internet, and be sure to tell us of discoveries you think would be useful to your fellow students or faculty.  

AWC LAN DRIVES

AWC has four local area network (LAN) drives, each with a specific purpose.  None of these drives is for storage of personal files.  All personal files should be stored on your laptop computer.

K: drive, called the Media drive, is read-only to faculty, staff, and students.  It contains many briefings, documents, and other files of use throughout the year.  However, of most value to AWC students and faculty, is the K: drive index page.  It has links to material on all the other drives below as well as on the Internet.  It has hotlinks to the schedule, lesson plans, electives material, student and faculty handbooks, faculty expertise, briefings materials from Jones Auditorium, research tools, current news sources, forms, pubs, and other material relating to every aspect of AWC.  Many people have the K: drive index as the home page for their browsers.  It’s highly recommended that you familiarize yourself with its contents as soon as possible in the academic year.  

M: drive, called the Common drive, is accessible by faculty and staff (read/write), and students (read-only to most sections).  This is where faculty share core and elective course information with students.  It also includes other items of interest such as the National Security Forum, Jim Thorpe, Air Force Ball, the Bio Book, and copies of presentations given in the auditoriums.

O: drive, called the Faculty drive, is accessible only by faculty and staff and includes curriculum-related materials not releasable to students.  

U: drive, called the Seminar drive, is accessible by faculty, staff, and students.  This is where the students can share information within or between seminars.  Faculty and staff should not store files here.  Further, you should not use this drive to store copies of files already available on other AWC drives.  Instead, create shortcuts that will take you directly to files you want to access frequently.
COMPUTER PROBLEMS
In the event of computer hardware or software problems, you should first contact your Seminar Technical Representative.  If the Tech Rep is not available or cannot help resolve your problem, contact the Mission Support Division/

Information Technology (MSD/IT) (phone 3-3817, room 2212/2213).  They are available to answer detailed questions concerning computer operation, network issues, available hardware, and software.

MSD/IT does not provide service for non-government issued computers.  However, they do provide free Norton Antivirus software, which can be installed on your home computer.

MICROSOFT CAMPUS AGREEMENT

A Microsoft Campus Agreement allows students and faculty to check out and install certain software on their personal computers when used for official purposes.  As of June 2003, this included the following:


Operating Systems:  MS Windows 2000 Pro, XP Pro Office:  MS Office 2000, Office XP, Works 6.0, Office 98 for Mac, Office 2001 for Mac, Office 10 for Mac


Other:  MS Publisher 2002, Project 2002, VISIO 2002 Pro, Visual Studio 6.0, Visual

      Studio.NET

Copies of these may be checked out from the AWC Help Desk (MSD/IT).  This software is available only during the school year and must be removed from your personal computer upon graduation.
CLASSIFIED PROCESSING 

Classified processing is NOT authorized on AWC computers.  Contact the AWC Security Office (XRS) in room 2001 if you need access to a machine cleared for classified processing.  Under no circumstances will any AWC computer lab, seminar room, or privately owned machines be used to type classified material.

COPY MACHINES

The student copy machine is located in room 2026 on the second floor.  Any problems with the machine should be directed to the copy monitor listed on the wall by the machine.

FAX MACHINES

For outgoing faxes a fax machine is available in the Student Phone Bank.  The FAX number is DSN 493- 6593 or commercial (334) 953-6593.  Please do NOT use this machine for receiving faxes.

 For incoming faxes a fax machine is available in Student Operations.  Incoming faxes will be placed in the student mailbox upon receipt of a fax. The FAX number is DSN 493-7934 or commercial (334) 953-7934.  

Operating instructions are posted near the machines.  No classified faxing is authorized.  If classified material needs to be faxed in or out, this must be accomplished in Building 1406, Intel Vault.  FAX number in the vault is 493-7892 and incoming classified should be addressed to AWC/XRS, Attention: individual’s name.

SUPPLIES

The Admin Officer for each Seminar is responsible to coordinate with Student Operations for paper and toner for your Seminar printer as well as to maintain sufficient quantities of staples, tape, and paper clips on hand. Student Ops also maintains a small supply of pencils, pens, disks, etc for emergency use, however, if students prefer to routinely save work from their computer to disks, they will need to plan ahead and buy their own. 

LOST AND FOUND

Student Operations (Room 2025) is the designated location for turning in any found belongings, such as keys, glasses, cell phones, etc. Please check with this office if you

have lost something.

BOOK ISSUE

All books are issued from the AWC Bookroom in Building 1450, across the street (outside the Academic Circle) from the main AWC building.

Procedures for issuing student curriculum materials will be published in the student schedule.  All accountable books are to be returned to Building 1450 at the end of the course for which they were issued.  Accountable books not returned must be paid for.  Payments are accomplished in XRB, room 1120.

Book Room Hours: 0730-1630, Monday through Friday.

SECURITY

RESPONSIBILITIES
Everyone is responsible for the proper handling and safeguarding of classified information.  Access to classified information requires both the proper level of clearance and the need to know.  Security incidents (compromise, probable compromise, inadvertent access, and administrative security deviations) must be reported to supervisors, assistant security managers, security manager (or alternate), Vice Commandant, or Commandant immediately.  Report any suspected attempt by unauthorized persons to gather intelligence data to the Air Force Office of Special Investigations (AFOSI).

The NCOIC of Information and Personnel Security (XRS) is the security manager for the AWC and serves as the Top Secret Control Officer (TSCO).  The Chief of Audiovisual and Facilities (XRV) is responsible for entry control and physical security for Jones Auditorium.  

SECURITY CLEARANCES AND ACCESS
CLEARANCES
XRS will assist faculty, staff, and students with initiating requests for new clearances or updates to existing clearances.  Faculty/staff members are notified by XRS when an update is required and provided with a list of actions (fingerprinting, screening interviews, indoctrination) and forms to complete.

PASSING CLEARANCES TO TDY LOCATIONS
XRS will pass clearance data to TDY locations for faculty/staff members upon request.  Use the form letter at Appendix B to initiate the process.  XRS requires 10 working days to verify and pass the clearance.  Requests to pass clearance data on students must be coordinated through DON.  Information relating to clearances for Regional Studies (RS) field trips is contained in a separate handbook published by DF.

INTERNATIONAL OFFICERS
International officers are not normally authorized access to classified presentations or material.  However, DO, DF will jointly arrange for release of material in those special instances where it is warranted.

ACCESS TO CLASSIFIED INFORMATION AT THE USAF HISTORICAL RESEARCH AGENCY AND AIR UNIVERSITY LIBRARY
XRS provides copies of rosters identifying the clearance data of faculty/staff and students to the USAF Historical Research Agency, Air University Library, and Air Force Wargaming Center.  Updates are provided periodically.

CLASSIFIED PRESENTATIONS
JONES AUDITORIUM PROCEDURES
Auditorium Badge Control. Access to all classified presentations is regulated by a badge control system. XRS prepares and issues access badges to all faculty/staff and students.  Colored badges will appear on AWC schedule to represent the classification level of a presentation.

 Badges are color coded as follows:

	Yellow
	Individual has access to Sensitive Compartmented Information (SCI).

	Green
	Individual has access to Top Secret information.

	Blue
	Individual has access to Secret presentations


NOTE:  The Security Office will not create and distribute GREEN and BLUE badges.  Only YELLOW badges will be given to individuals with appropriate clearance.

Badges contain a photograph, name, Social Security number of the individual to whom issued, a control number, and an expiration date on student badges.  Badges must be carefully safeguarded.  If lost, notify XRS as soon as possible to receive another.

Personal recognition does not apply for entry to classified sessions with these exceptions:  The AWC Commandant does not require a badge nor do any high-level visitors escorted by the Commandant.  In addition, guest lecturers and members of their party escorted from the visitors lounge to the auditorium do not require access badges.

Auditorium Entry and Control Rules 

The following rules apply during all classified presentations:

· Entry and exit to the auditorium (except in emergencies) is through the two front entrance doors in the lobby only.  Late entry is not allowed through any door for classified presentations.  Nobody will depart while a classified session is in progress unless the presentation is stopped or in case of emergency.

· Badges and IDs are checked at control point prior to entry of auditorium before each classified presentation and checked again for those attendees who are returning to the auditorium after breaks.

· Once cleared into the auditorium, individuals must continuously wear their badge in a prominent place.  There are no assigned seating requirements although the last two rows and the booth are designated for faculty/staff only.  The first row is for visitors.

· Nobody may bring books, notebooks, writing supplies, briefcases, or any other sort of container into the auditorium during classified sessions.  Tape recorders, cameras, or other electronic devices are also prohibited.  Female faculty/staff, students, or visitors may bring purses into the auditorium but may be asked to open them for inspection upon entry.
PROCEDURES FOR CLASSIFIED SEMINARS, BRIEFINGS, WORKSHOPS, AND ADVANCED/ELECTIVE COURSES
Seminar rooms and auditoriums (other than Jones auditorium) in Building 1401 are limited to classified discussions and presentations at the Secret level only, and then only if the requirements discussed below are met.

Control and safeguarding of classified information and clearance verification are the responsibility of the individual in charge of the activity.  Seminar directors (or other teaching team members), in coordination with seminar security officers, are responsible for classified seminars.  Instructors are responsible for core elective classes and the individual conducting faculty workshops.  The following requirements must be met for all classified seminars, workshops, and core elective classes conducted in Building 1401:

· Close all windows.

· Do not allow IOs in the room.

· Do not use the blackboards or dry-erase boards.

· Unplug the telephones and computer LAN connection and do not allow use during the session.

· Make sure any classified material used in the room is removed and safeguarded after the session is complete.

Classified seminars and advanced/elective courses held in Building 1401 all require external control by hall monitors to ensure unauthorized persons are not in a position to hear the discussion in the rooms.  XRS appoints, provides a briefing of duties, and ensures hall monitors are posted.  Agencies request hall monitor support through XRS preferably at least one week before the event.

Instructors conduct classified advanced/elective courses in the Air Force Wargaming Institute seminar rooms if possible.  No external control measures are required at the Institute and the level of discussion is not limited to Secret.  DF coordinates the use of these facilities for all advanced/elective courses with the Air Force Wargaming Institute Support Division (WGX) at extension 3-7964.

HANDLING AND CONTROL OF CLASSIFIED MATERIAL
STORAGE
Storage Restrictions. SCI documents are not stored in any AWC safe or vault.  The special security office (SSO) in the Air Force Wargaming Institute (AFWI), Bldg. 1406, is the only location on Maxwell authorized to permanently store SCI documents.  Top Secret material and NATO classified documents are stored in the vault located in Room 1028B.  See XRS to make arrangements for storage of Top Secret and NATO.  Secret material and below may be stored in any AWC security containers.

DESTRUCTION

XRS has a shredder authorized for destruction of classified material (Room 2211) up to and including Top Secret.  Material generated by students is destroyed by XRS.  XRS stores any classified typewriter ribbons or computer discs ready for destruction and arranges for disposition of such materials.

REPRODUCTION
There are no copiers in Bldg. 1401 authorized for classified reproduction.  Any classified copying requirements will be worked through XRS.

WORD-PROCESSING AND TYPING
Contact Technology Support (42nd CS/SC in this building--3-3817) to arrange for classified word processing or typing.  See XRS for use of a classified computer.  Under no circumstances will any AWC computer lab, seminar room, or privately owned machines be used to type classified material.

HAND-CARRYING CLASSIFIED MATERIAL
AWC personnel must have written authorization to hand-carry classified material outside normal work areas (for AWC, this means outside Building 1401). Verbal authorization is NOT sufficient. The requirement to have written authorization to hand-carry classified material within the academic circle (Air War College, AF Wargaming Institute, Air Command and Staff College, Air University Library, AF Historical Research Agency, Squadron Officer School, and College for Aerospace Doctrine Research and Education) is waived for all AU students and faculty. If transporting classified material to any location not listed above, the individual hand-carrying the material must have written authorization or a DD Form 2501, Courier Authorization Card, signed by the CC, CV, DO, or DF. This letter or DD Form 2501 can be obtained from XRS.

Any individual who will be hand carrying classified material off Maxwell AFB must report to XRS at least 3 duty days prior to date required. This will allow for proper courier authorization.

Use cover sheets when carrying classified material within Building 1401.  When transporting classified outside Building 1401, protect the material with double wrapping or single wrapping and place it within a briefcase or other similar container.

DISPATCH AND RECEIPT OF CLASSIFIED ACCOUNTABLE MAIL
XRS is the transfer point for all classified material coming in or out of the AWC. Consult your administrative personnel for advice on dispatching classified material outside of the AWC. Students who have classified material forwarded to them must have the originator address the outside envelope to AWC/XRS, 325 Chennault Circle, Maxwell AFB AL 36112-6427 and address the inner envelope to the specific office and person to receive the material.  AF Form 310 is signed by the final recipient and returned to the originator.

NOTE:  Incoming official accountable mail (registered/certified) can be used to transmit classified documents and must be safeguarded until opened and the contents verified.  Even first class mail (if marked "Do Not Forward") can contain confidential information and must also be safeguarded.

SECURITY INSPECTIONS

Area security checks (using SF Form 701, Activity Security Checklist) are required in every AWC office with a safe at the end of each duty day.  Offices with safes must also use SF Form 702, Security Container Check Sheet, to record opening, closing, and end-of-day checks for all security containers.

TRAVEL TO HIGH THREAT OR HAZARDOUS AREAS

Faculty, staff, and students planning overseas travel, both official and unofficial, are required to coordinated with XRS to see if travel locations are considered threat or hazardous areas.  XRS will coordinate with SSO and OSI on an anti-terrorism and compliance briefing for any foreign travel.  Regional Studies (RS) field trips travel requirements are fulfilled with an anti-terrorism brief.

SIPRNET

A classified SIPRNET terminal is located in Room 1002.  Contact XRS to establish an account and gain access to this capability.

AWCOl 31-101

See AWCOI 31-101 for more details on AWC security procedures.

CHAPTER 7

OTHER ITEMS OF INTEREST

Air War College Social Event Planning

Throughout the academic year there will be a number of major social events; the “Moving-In” party, the Air Force Ball, the Class Holiday Party, and the Graduation Ball, to name just a few.  The Class Social Chairperson is responsible for planning these events.  To assist with the planning and decoration, the Dean of Students (DO) will assign 2 to 3 seminars to help for each function.  The details will be worked at the beginning of the academic year with the DO, the Class President, and Committee Chairs.
SPOUSES’ PROGRAM

The Spouses' Program is a broad term used to cover AWC educational activities that involve the spouses.  These include lectures, various advanced studies courses (space permitting), and other additional programs designed for the spouses.  Faculty, staff, and class member spouses are encouraged to participate in as many of these programs and social activities as possible.

Spouses may take advantage of opportunities to broaden their horizons during their time at AWC.  All unclassified lectures are open to spouses unless otherwise identified in the weekly schedule.  The lectures are usually scheduled during the morning hours so they are easy to attend.  Many elective courses are offered to spouses on a space available basis.

Spouses will have the exceptional opportunity during the year to participate in a program to assess their health, both physiological and psychological.  The AWC Health and Wellness Program measures selected coronary disease risk factors that predict susceptibility to heart attack and screens for overall well-being.  Results are confidential and do not become a part of your medical records.  The aim is to increase personal awareness and therefore provide the motivation needed to make changes to improve one's health and lengthen one's life.

Spouses may also participate is a series of special Enrichment Programs.  Along with the spouses from Air Command and Staff College, AWC spouses will have the opportunity to learn more about these different subjects: leadership, finance, health and wellness, and protocol.

Air War College Student Spouses’ Group

The AWC has an active social program for students' spouses.  Most AWC student spouse social functions are planned for the fourth Wednesday of the month, with an occasional exception.  Some of these luncheons will be at the Officers' Club while others may be at restaurants in Montgomery or surrounding communities.  You can find interest groups such as book clubs, bowling leagues, Bunco, etc. This can be through the Maxwell Officers' Spouses Club (OSC) or student spouses can start their own group.  There is a small steering committee consisting of student and faculty spouses.
Maxwell OSC

The Maxwell OSC is organized to promote social, cultural, and charitable activities and encourage fellowship among its members.  The Maxwell OSC sponsors luncheons and coffees and gives members an opportunity to participate in a wide variety of activities.  Most OSC functions are held on the third Thursday of the month.  Spouses will have the opportunity to join OSC at the AWC students' spouses’ orientation.

STUDENTS AND FACULTY SPOUSES’ ORIENTATION EVENING

A spouse orientation evening will be scheduled sometime during the first or second week of AWC and held in Jones Auditorium.  The evening usually includes a social time, brief introductions in your spouse’s seminar room, and briefings by the Dean of Students, the Commandant and others as well as time for questions and answers. 

IMPORTANT EVENTS

In Processing --   Location will be announced in advance.  Bring all your out-processing paperwork as well as vehicle information with you.  Start time depends on your last name and will be posted on the web in time for you to review it before departing your duty location. You are required to report to the AWC Orderly Room (Room2021) or Student Operations (Room 2025) prior to in-processing.  

Student Opening Ceremony -- Will be held in the afternoon after in-processing in Jones Auditorium, Bldg. 1401.  Service Dress or equivalent is required for the opening ceremony and spouses (but not children due to space limitations) are invited to attend.  

Commandant’s Reception and “Moving-In” Party -- The first social event of the year!  This event will be held at the Officer’s Club for you and your spouse soon after your arrival.  Each seminar will be given a show time.  The “Moving-In” Party is the first student-planned and executed party (Seminars 15,16, and 17).  The staff gets the club but the student social committee plans the evening.  The dress for the event is casual. 
Commandant’s Sports Days – If the academic schedule permits, the class will organize a Commandant's Sports Day in the fall.  The class athletic officer, the Jim Thorpe Officer and the seminar athletic officers will determine events and formats.  Formats vary, but families are invited and a cookout may be part of the afternoon. 

Air Force Birthday and ball -- It is just a coincidence that the AF birthday is the first one of the academic year!  The AWC AF Ball is held in mid September.  This will be your first formal event of the year.  (Seminars 12,13, and 14 will be in charge of planning and execution).

Navy Birthday and Ball -- The Navy’s birthday is 13 Oct.  Generally, the Navy has a ceremony at the school to celebrate.  In addition, the Navy officers at Maxwell plan and execute a formal ball.

Marine Corps Birthday and Ball – This is usually quite a ceremony – bagpipes and former Marines, cake cutting, honor guard, etc.  The Marines’ birthday is 10 Nov.  The Ball, planned and executed by the Marines at Maxwell, is a class event.  

Taste of America – Seminars select different regions of the United States and prepare food and drink particular to the region.  This is an opportunity for the US students to introduce the International Officers and their families to the many different foods the US has to offer.  The event is held at in one of the Maxwell AFB hangers. (Seminars 10 and 11 will head this one up).

Class Holiday Party -- A student planned event scheduled during December prior to the class break for the holidays. This will be the last class social event before the Christmas/New Year’s Break. The O’Club has been reserved ahead of time for AWC. (Seminars 7, 8, and 9 get to plan and execute this one)
International Officers Cultural Festival -- Definitely one of the highlights of the AWC year!  Held at one of the Maxwell hangars, each IO provides a cultural display of their country including food and drink.  Seminars will assist their International Officers where possible. 
Regional Studies Trip -- Two weeks in March.  The highlight of the AWC experience.  You will travel on one of about 14 different trips to countries all around the globe.

International Officer Trip – While the US students are on their Regional Studies Trip, International officers will travel to Nellis AFB, NV, San Diego, CA, and Hawaii.

NATIONAL SECURITY FORUM WELCOME DINNER – This will be the evening prior to the start of NSF (last week of AWC). (Seminars 5 and 6 are tasked to help plan and coordinate.)

Graduation Ball -- The last student planned social event of the year. This is a formal event held the weekend before graduation. (Seminars 2, 3, and 4 will be in charge of planning and decorating for the Ball.)

BACCALAUREATE CEREMONY – Held at Maxwell AFB Chapel 2 the last Sunday before graduation, this non-denominational service is lead by the AWC and ACSC Chaplains.  The service includes students and faculty from AWC, ACSC, and SAAS.  Service dress or equivalent is required.

Awards Ceremony – Normally held in Jones Auditorium the morning of graduation.  Seating is limited to students and families and friends of award recipients.  Service dress or equivalent is required.

Graduation Ceremony – Normally held at Polifka Auditorium the last day of the academic year.  Families and friends are invited.  Service dress or equivalent is required.

Out-processing - Mass out-processing will be held, in a location to be announced, approximately 10 days prior to graduation.  

Note:  Seminar 1 will be available to work any events or functions the class decides they wish to sponsor (i.e. 5k Fit to Fight Run).

APPENDICES

APPENDIX A:  PROMOTION CEREMONIES

CHECKLIST FOR PROMOTION CEREMONIES

1. Upon notification of the student's promotion effective date, contact the Orderly Room who will obtain a copy of the promotion orders about two weeks after the first of the month. Use the attached promotion orders to read during the ceremony.

2. Seminar Director should interview the promotee for their preferences concerning the promotion ceremony 

1. Number of people expected to attend 

2. Any Distinguished Visitors 

3. Who they wish to perform the pin-on (officiate) 

4. Time preferred 

e. Preferences for a reception afterwards (at promotee's expense)
3. Inform the promotee

1. They are required to provide a set of rank 
2. They need to arrange their own flowers/gifts as they desire 

3. They need to inform you of DVs planning to attend 

4. Uniform for the ceremony (official party only) will be service dress 

5. They need to provide a detailed bio for the officiating officer to review

4. Arrange a suitable location for the ceremony (in coordination with XRV) 
(most ceremonies are held in Brocks Auditorium-if music is desired, appoint someone to operate the computer system) 

5. Contact the First Sergeant to make a promotion certificate (if applicable). 

6. Coordinate with XRV for flags to be present at the location, and to be returned following the ceremony 

7. Arrange for photographer to be present 

a. Call the Photo lab at 3-7981 to schedule a photographer as early as possible 

b. Fill out an AF Form 833, bring it to Student Operations for signature, then take the form to the Base Photo lab (Bldg 926)

c. If the Photo Lab cannot support your request, they will develop pictures of the ceremony itself for the award recipients, but they still require the AF Form 833

8. Notify command section (schedule time if CC is to perform ceremony) 

9. Arrange for escorts for any DVs attending; escorts will meet and greet the DVs, escort them to the auditorium, then escort them to the door following the ceremony and any other duties that may be needed.

These action items will ensure an effective ceremony. However, individual preferences may alter the requirements. Try to make arrangements as early as possible and be flexible.
SEQUENCE OF EVENTS

PROMOTION CEREMONY

FOR

PROMOTEE

PLACE

(Brocks, Jones Auditorium etc.)

DATE

TIME EVENT

PROMOTEE, FAMILY MEMBERS AND GUESTS MEET WITH OFFICIATING OFFICER IN HIS OFFICE. DESIGNATED READER WILL DISCUSS CEREMONY PROCEDURES

READER CALLS ROOM TO ATTENTION FOR ENTRANCE OF OFFICIATING OFFICER AND PROMOTEE

OFFICIATING OFFICER ENTERS AUDITORIUM WITH PROMOTEE

READER ASKS AUDIENCE TO BE SEATED

OFFICIATING OFFICER MAKES BIOGRAPHICAL REMARKS ABOUT PROMOTEE (ALSO ON STAGE)

READER ASKS AUDIENCE TO STAND

READER READS PROMOTION ORDER 

ATTENTION TO ORDERS:

THE PRESIDENT OF THE UNITED STATES, ACTING UPON THE RECOMMENDATION OF THE SECRETARY OF THE AIR FORCE, HAS PLACED SPECIAL TRUST AND CONFIDENCE IN THE PATRIOTISM, INTEGRITY, AND ABILITIES OF LIEUTENANT COLONEL (Your Name). IN VIEW OF THESE SPECIAL QUALITIES AND HIS DEMONSTRATED POTENTIAL TO SERVE IN THE HIGHER GRADE, LIEUTENANT COLONEL (Your Name) IS PROMOTED TO THE GRADE OF COLONEL, UNITED STATES AIR FORCE, (Day, Month, Year), BY ORDER OF THE SECRETARY OF THE AIR FORCE.

READER ASKS AUDIENCE TO BE SEATED

READER ASKS FAMILY MEMBERS/GUESTS TO COME ON STAGE

OFFICIATING OFFICER AND/OR FAMILY MEMBERS AND GUESTS PERFORM PIN-ON - FAMILY MEMBERS ARE SEATED.

OFFICIATING OFFICER AND PROMOTEE FACE EACH OTHER

OFFICIATING OFFICER ADMINISTERS OATH OF OFFICE (Salute after shaking hands)

Officer's Oath of Office

"I (state your full name), having been appointed a Colonel, United States Air Force, do solemnly swear (or affirm) that I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I take this obligation freely, without any mental reservation or purpose of evasion; and that I will well and faithfully discharge the duties of the office upon which I am about to enter, so help me God."
PROMOTEE MAKES REMARKS

READER ASKS GUESTS TO CONGRATULATE PROMOTEE AND INVITES THEM TO REFRESHMENTS (IF PROVIDED)

CEREMONY ENDS

PHOTO OPPORTUNITY

FAMILY MEMBERS/GUESTS ATTENDING PROMOTION CEREMONY FORM A RECEIVING LINE

APPENDIX B:  AWARDS CEREMONIES

 AWARD DATA SHEET

FOR

RANK LAST NAME

1. The ceremony to award the ___________________(name of the award, MSM, etc.) will be held in _____________auditorium at _________hours on ___________________(day and date). 

2. The following family member(s)/guest(s) will attend the ceremony: 

Spouse:

Daughter(s):

Son(s):

Parents:

Guest(s):

3. Please fill out the above and turn in to your SD with your biographical information and sequence of events at least one week prior to the desired date of your ceremony. 
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CHECKLIST FOR AWARD CEREMONIES

1. Determine level of award. Generally, awards and decorations fall into the following 3 categories: 

· Group A: Legion of Merit, Distinguished Flying Cross, Purple Hearts, Defense Superior Service Medal, etc.

· Group B: Meritorious Service Medals (MSM)

· Group C: All awards below MSMs, Commendation Medals, Achievement Medals, etc. 

2. Seminar Directors (SDs) discuss student desires/options for award presentation.

· Group A awards should be presented by the Commandant at a suitable location depending on availability of family members and students

· Group B awards may be presented based on the recipient's desires, either during a ceremony or without a formal presentation

· If the recipient requests a formal ceremony, the SD or if requested, the Commandant would preside

· Advise recipients that the "Commandant would be honored to present the award" 

· At ceremonies in which the Commandant presides, plan to present no more than three awards 

· Group C awards may be presented based on the recipient's desires for a ceremony or without a formal presentation 

· If a ceremony is requested, the SD should be the presenter

3. SDs establish a seminar point of contact (POC) to set up the ceremony. 

4. The Award ceremony POC will ensure the following tasks are accomplished:

· For Group A awards ask the Commandant to preside 

· For Group B awards, if desired, ask the Commandant to preside 

· If the Commandant will present the award 

· Coordinate and schedule the ceremony with the Command Section 

· Provide the Command Section a biography on each of the award recipients, include go-by name

· Schedule a room and time for the ceremony with XRV, generally Brock's Auditorium 

· Move the flags to the location at the appropriate time. XRV has flags available. 

· Arrange for the base photographer to be present 

· Call the Photo lab at 3-7981 to schedule a photographer as early as possible 

· Fill out an AF Form 833, bring it to Student Operations for signature, then take the form to the Base Photo lab (Bldg 926) 

· If the Photo Lab cannot support your request, they will develop pictures of the ceremony itself for the award recipients, but they still require the AF Form 833

· Obtain the citation from the Orderly Room

· Make a copy of the citation to read, maintain the original in the blue folder to present to the recipient

· Arrange for someone to read the citation 

· Arrange for someone to hold the awards and give them to the presenter 

· Arrange for escorts for any DVs attending; escorts will meet and greet the DVs, escort them to the auditorium, then escort them to the door following the ceremony and any other duties that may be needed 

· Notify the Orderly Room of the date and time of the ceremony and the presentation medals needed. They will obtain the required "presentation" medals and tray; these medals have clips and must be returned to the Orderly Room after the ceremony 

· Inform the Command Section of family members and any DVs planning to attend 

· Complete/revise the attached sequence of event and develop a script; provide both to the Command Section along with the recipient's biography one week prior to the ceremony 

· Return all items (flags, medals, stanchions, etc) to point of origin


SEQUENCE OF EVENTS

AWARDS CEREMONY

FOR

(Rank First Name MI Last Name)

Day Month Year

TIME EVENT
1. Reader briefs principals on sequence of events

2. Award recipient(s) take their places on stage (in front of flags if one person or to the right side of the stage if more than one). Décor aide is on stage before principals take their places

3. Room called to attention for entrance of presiding officer (proceeds to center stage and faces audience)

4. Audience seated

5. Presiding officer makes biographical comments about the recipient(s)

6. Audience stands at attention while reader reads citation

7. Décor aide offers medal to Presiding officer who pins medal on recipient

8. Presiding officer and recipient(s) depart

9. Events repeated if others are presented awards at the same ceremony.

Family Members Present:

APPENDIX C: REQUEST FOR LEAVE/TDY COVER SHEET
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	       DEPARTMENT OF THE AIR FORCE
 AIR UNIVERSITY (AETC)

      MAXWELL AIR FORCE BASE, ALABAMA











           
Date of Request: ___________________

MEMORANDUM FOR SEMINAR DIRECTOR (SEMINAR #_____)

FROM:  _____________________________________ 

                                      Please Print

SUBJECT:  Request for Leave/TDY

I am requesting permission for Ordinary Leave, Temporary Duty Travel, or Permissive TDY from __________________________ to ___________________________, at the following location: ______________________________________________ for the following reasons:  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

I understand that if academic time will be missed, I am responsible for coordinating this request with each professor  before requesting leave or TDY.  This cover letter must be returned to the Seminar Director and it will be maintained in the student’s training folder.

SD:  ________________________________        Signature:  _______________________

                                      Please Print

PROF:  ______________________________      Signature:  ________________________

                                      Please Print

PROF:  ______________________________      Signature:  ________________________

                                      Please Print

PROF:  ______________________________      Signature:  ________________________

                                      Please Print

APPENDIX D:  AWC Executive Wellness Program

The AWC Executive Wellness Program is the focal point for the Commandant’s Fit to Fight Program to promote a healthier lifestyle for all AWC students.  The health benefits from an active lifestyle will increase productivity, optimize health, and decrease absenteeism while maintaining a higher level of readiness, the AWC Fit to Fight Program will be mandatory for all AWC students regardless of service affiliation or military/civilian status.  The program is designed IAW AFI 10-248.

There are two basic components to the Commandant’s Fit to Fight program:

1 - Aerobic and resistance exercise

2 - Physical fitness assessment

While routine stretching and healthy nutrition are important parts of a healthy lifestyle, the Fit to Fight program does require not specific documentation of these components.  The Executive Wellness Center (EWC) will provide educational information regarding these topics, and will offer individual or seminar counseling as requested.

Aerobic exercise is defined as activity using large muscle groups for a prolonged period and is rhythmic in nature.  Examples are: running, swimming, bicycling, skating, rowing, cross-country skiing, structured aerobic class, etc.  It must be at a great enough intensity such that talking is possible, but prolonged conversation is not comfortable (the “talk test”).  For those wishing to use heart rate monitoring to gauge intensity, the EWC will provide monitors and instruction.

Muscular fitness (resistance) exercises are defined as various rhythmic activities performed at a moderate speed, involving a full range of motion of all major muscle groups.  Examples are:  free weights, resistance machines, some calisthenics, etc.  Intensity should be such that muscle fatigue is reached during each 8-12 repetition set of approximately one-minute duration.

Exercise requirements and documentation:
Electronic spreadsheets will be set up for all student seminar groups to document each student’s individual exercise.  The Seminar Director and the Seminar Athletic Officer will monitor the seminar’s performance to ensure participation.  Each person must earn and document on their spreadsheet a minimum of 1 aerobics point on 3 different days each week, and 1 muscular fitness point on 2 different days each week:

· 1 aerobics point is earned for 20 min aerobic activity, and 1 additional 

point for each additional 10 minutes, up to max 6 points/day.

-
Aerobic activities include brisk walking, jogging/running, swimming, 

bicycling, skating, rowing, cross-country skiing, structured aerobic class, 

roller blading, etc..

· 1 muscular fitness point is earned for completing 1 set each of 10 separate muscular exercises.  These can include various exercises such as bench press, curls, squats, push-ups, crunches, pull-ups, dips, etc., and 1 additional point for each additional 10-set workout, up to max 6 points/day.

· At least 1 point each week must come from participation in a unit-based activity (work-out in EWC fitness room, work-out with classmates etc. are examples of unit based activities).

Fitness Assessment Testing:
The Dean of Students will establish dates for accomplishing the physical fitness assessment.  The assessment will be completed as outlined in AFI 10-248.  It consists of four components:


Timed 1 ½ mile run


One minute timed push-ups


One minute timed crunches


Abdominal circumference measurement

Medical Issues:
All medical issues for USAF students are specified in AFI 10-248.  Medical profiles should be turned in to the CSS (room 2021) for these members.

All non-USAF military and civilian students are expected to be fully medically qualified for fitness activities and testing on arrival at AWC.  If a student has any medical condition (see the list below) that limits their ability to fully participate in the AWC Fit to Fight program, they must provide medical documentation to the EWC.

If a student has one or more of the following medical conditions, a physician’s approval to participate in the Fit to Fight Program is required:

· Chest discomfort with exertion

· Unusual shortness of breath
· Dizziness, fainting, blackouts
Or 2 or more of these risk factors:

· Physically inactive (have not participated regularly during at least the last 3 months in moderate level aerobic exercise 3 days per week)

· Smoked cigarettes in the last 30 days
· Diabetes
· High blood pressure that is not controlled
· High cholesterol that is not controlled
· Family history of heart disease (father/brother before age 55 or mother/sister before age 65)
· Abdominal circumference > 40” for males; 35” for females
· Age 45 or older for males; 55 or older for females
If any of the above conditions are present, make an appointment with your Primary Care Manager or a civilian medical provider and then provide the EWC with a medical clearance or medical restriction letter prior to your participation in moderate or vigorous exercise.

REMEMBER; participation is a graduation requirement.  If you do not participate and have not turned in the appropriate written medical restriction, you will not have fulfilled this requirement.

Those members who have a valid medical restriction must still participate to the extent medically allowed, and will still take the Fitness Assessment with their score pro-rated based on the portions they can complete.

Fit to Fight Seminar Competition:   
Fitness points earned by each seminar will be prominently posted on the “Fit to Fight” tracking board located on the 2nd floor.  Both the weekly total and the combined total for the current 9 week session will be displayed.  Seminars will also compete for the highest average score on the AF Fitness Assessment.  
APPENDIX E:  AWC OPERATING INSTRUCTIONS (OIs)

AWCOI 16-101, International Officer Field Trip
AWCOI 31-101, AWC Security Program
AWCOI 31-102, Building Access and Physical Security
AWCOI 32-101, Fire Prevention and Protection
AWCOI 33-101, Computer Security (COMSEC) User Requirements
AWCOI 33-102, Computer Systems Management
AWCOI 36-101, AWC Recognition Program
AWCOI 36-102, AWC Resident Evaluation
AWCOI 36-106, Distinguished Lecturer Program (DLP) Guidelines
AWCOI 36-107,  AWC Awards 
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