SECTION N – EDUCATOR


CHAPTER 1

EDUCATORS’ VISIT CELL

1.  GENERAL.  The Educators’ Visit Cell plans, coordinates, and executes the educator visit portion of the WARRIOR FORGE. The Educator Visit program is an integral part of WARRIOR FORGE that shows campus influencers the importance of WARRIOR FORGE training, the quality of training that students receive, and enlightens them on the entire ROTC program. A positive experience for educators at WARRIOR FORGE pays untold benefits to the ROTC program and our cadets

2.  OBJECTIVES.  The primary objective of the Educators’ Visit program is to allow university personnel from our varied ROTC campuses an opportunity to observe instruction and leadership development training their students are experiencing at WARRIOR FORGE.  It is our goal to make these influencers active supporters of their campuses’ ROTC programs. When they depart, we want them to have a full understanding about the mission of WARRIOR FORGE. An enhanced benefit of the visit is to have educators interact among themselves and with military cadre. This is a great venue to discuss ideas and gain insight on how to better support respective ROTC battalions back on campus.

3.  CONCEPT.  The Educators’ Visit Cell performs the following functions in support of the Fort Lewis ROTC WARRIOR FORGE.


a.
Develops and staffs Cadet Command’s Memorandum's of Instruction (MOI) for the Educators’’ Visit, Nurse Educators' Visit and Professor of Military Science (PMS) Visit.


b.
Coordinates with the appropriate agencies for proper planning and execution of the Educators’Visit, Nurse Educators Visit and PMS Visit.


c.
Coordinates separate activities for the Nurse Educators Visit with the Cadet Command Chief Nurse and the Western Region Nurse.


d.
Coordinates and initiates the purchase of any memento items for the educators. Previous items purchased have included T-shirts and plaques.


e.
Organizes a welcome brief by the camp commander.


f.
Develops activity options for any free time the educators may have. 


g.
Coordinates educator escort transportation and link-up with their host school educators at Fort Lewis.

     h.  Provides transportation and logistical support during the WARRIOR FORGE PMS Orientation.

4.  COORDINATING INSTRUCTIONS. 


a.
Training Events.



(1)
The Educators’ Visit  Cell will coordinate all training events to be observed by educators through the WARRIOR FORGE Training Division. The goal is to give educators an all-encompassing view of the training each cadet receives.



(2)
Allow the Educators to participate in a sampling of “hands on” training. 



(3)
Coordinate an educator tour rehearsal with the WARRIOR FORGE training cell and the Commander.



(4)
Coordinate the selection and training of visit guides with the Commander. These individuals (normally senior WARRIOR FORGE cadre and PMSs) accompany educators on their tour buses to answer questions and provide information about WARRIOR FORGE training. They also assist educators with any other issues or problems that may arise. 



(5)
Coordinate all personnel taskings through the WARRIOR FORGE Training Division.


b.  Logistics.


(1)
Submit contract requirements for ground transportation, hotel lodging, meal, social, and banquet requirements through Region Resource Management to the installation contracting division.



(2)
Submit lunch meal requirements through 4th Region Logistics Branch.



(3)
Coordinate Educator Visit social functions, including the welcome social and the informal banquet at the hotel, as well as off-post functions during the PMS Orientation


c.
Educator Escorts.


(1)
 Identify and brief all educator escorts for the welcome social and the banquet.



(2)   Ensure educator escorts bring Class A uniforms and appropriate casual civilian attire to WARRIOR FORGE.

5.  STAFF DUTY DESCRIPTIONS.


a.  Chief.  Western Region Marketing and Operations Officer.  Overall responsibility for coordination and execution of the Educators’ Visit, Nurse Educators' Visit and PMS Visit.  Submit contract and logistical support requests during WARRRIOR FORGE Planning conferences.


b.  XO.  Primary contact to WARRIOR FORGE staff  operation sections and Executive Officers. 

Responsible for coordinating with WARRIOR FORGE Staff personnel for support and taskings concerning the Educators’ Visit, Nurse Educators' Visit and PMS Visit. This coordination includes:




(1) Educator escort coordination and briefings




(2) Educator  barracks tour/Meal with Cadets




(3) Protocol Coordination




(4) LNO coordination




(5) Tasker/ Personnel support requirements submitted through Training Division.




(6) Other staff coordination as necessary.  Maintain in coordination with the NCOIC all internal and external taskings. Ensure effective staff coordination is accomplished.


c.
Committee/Site Visit Coordinator.-Primary contact for coordination with committees that the Educators will visit. Responsible for educator schedule and timelines while visiting committee  locations and tours of other pertinent locations as determined by the Commander. Coordinates food service requirements at training sites.



d.
NCOIC.
 Ensure synchronization of  internal committee functions .  Ensure there are no shortcomings in supporting the mission. Acts as primary point of contact for logistical requirements    Directly coordinates all support requirements from F10 and F17 warehouses. Supports internal staff as required to ensure successful accomplishment of the mission. Coordinates the color guard, band, and other protocol requirements during social events.


e.  Hotel/Banquet Coordinator..   Responsible for all aspects of the hotel.  From inprocessing to meals and accommodations, this individual must ensure the hotel operations is fulfilling the requirements of the contract and closely monitors costs incurred in the contract.  Other responsibilities include:



(1)
Seating chart and nametags for social events and briefings



(2)
Payments for guests not included in the contract



(3)
Database management



(4)
Welcome packets



(5)
Set up equipment for meetings and briefings as required



(6)
All coordination with hotel staff

  f.  Transportation Coordinator.  Responsible for all transportation requirements.  

Duties include:

(1) Coordinate/execute Educator pickup and return to SEATAC airport.

(2) Coordinate/execute PMS Orientation participant pickup and return to SEATAC airport.

(3)  Coordinate/execute Educator Escort transportation requirements

(4)  Establish/monitor other transportation requirements  during the Educator Visit, Nurse Educator Visit and PMS Visit.

(5)  In coordination with Committee/Site Visit Coordinator, establish bus/van schedules for the Educators’ Visit, Nurse Educators' Visit and PMS Visit.

(6)  Closely monitor and coordinate transportation contract execution

(7)  Work with TMP personnel as required on all transportation requirements.

(8)  Train all driver support personnel on duties as required, to include necessary rehearsals and recons.


g.  Administrative Personnel.  Responsible for developing and maintaining the participant and escort databases  with 100% accuracy.  Key products that flow from the database include: transportation plans; nametags; visitor duty/professional titles; military meal headcount sheets; special room and meal requirements; educator guest lists and additional charges; educator escort rosters; banquet seating charts.
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