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DISN Services Training Course 
Host Guide
Thank you for your interest in hosting the DISN Services Training Course.  The course is an overview of DISN data, voice and video services and will provide the customer with a working knowledge of DISN services, processes, security initiatives, requirements and customer support options.  Typical students are involved in tech control, circuit actions, communications support, IA, budgeting or approvals.  Managers, administrators and technicians alike have found the class useful.  
To host a class, make a request to DISA NS23, (contact information below).  In the beginning of the fiscal year Combatant Commands and Services are invited to host classes for that year.  After the suspense date, classes are offered to any base/DoD organization on a first come, first served basis.  Fifteen classes a year may be scheduled. 

There is no charge for hosting/attending this course.  Typical class size is 40-80 students.

The intention of this flyer is to assist the POC in setting up the class and to ensure the right people have the opportunity to attend.  The POC responsibility boils down to two tasks:  facility support and recruitment.  

Facility Support

1. Identify venue
Identify a room that is available for 3 days that will seat 50-80 students comfortably.  The best venue has tables so the students can make notes in their manuals.  The manuals are large and heavy making it uncomfortable to hold in one’s lap for three days.  The class has been taught in movie theaters, small rooms, sizable rooms, and state of the art conference centers.  Movie theaters are the most challenging, because of the acoustics and resulting difficulty in getting class discussions going.  With extra hand held microphones for the students, this issue is reduced.  We will try to make any classroom setting work (We have even taught in the bar, with stacked high chairs as a podium).  A microphone for the instructor is essential, especially for a large class. 
The sooner the venue is scheduled the better, as most B/P/C/S do not have many facilities large enough to house this many students comfortably, and those facilities book early.  Class normally runs Tuesday-Thursday to allow the instructor to travel on Monday and Friday.  A M-W, or W-F schedule can be accommodated if necessary. 
As a host you may set up coffee/snacks for students and determine your own method for recovering cost.  

2. Equipment

· The venue must provide a podium, microphone, speakers, projection screen, and white board or flip chart.  Depending on the facility, a small table for the laptop and projector may be required and a power strip/extension cord. 

· The instructor will bring a laptop and projector.

· If the facility has a built in projector, please let the instructor know.

3. Certificates
The course host is responsible for providing administrative support for the class in the form of printing certificates.  At the end of day one, the host POC may use the sign in sheet to create the certificates.  The instructor will need the printed certificates no later than the beginning of lunch break on the last day of class.  (If the certificates are in alphabetical order, it makes handing them out much easier.)  
Recruitment

The course is open to all DoD Services and Agencies and their contractors.  As host, it is your responsibility to recruit students to fill the class.  If it is, for example, an Army sponsored class you may fill it with all Army students, but if it is not filling up, please invite personnel from your local area to attend, regardless of their military/agency affiliation.  If you need assistance in identifying to whom to send the invitation, please contact your DISA Field Office, or the instructor.  

1. Who to invite

· Administrators/technicians of the NIPRNet/SIPRNet network within an enclave (Node Site Coordinators, Tech control etc.)…

· Anyone who is involved in long haul telecommunications support on the B/P/C/S including business office, budget, engineering, managers, etc.. 
· Anyone involved with base/network security such as the IAM.
· Contractors may attend the class, however, they should have approval from their task monitor. 
· Participants must have a CAC or equivalent documentation.
2. What to put in a recruitment email/message
· Include class dates and start/end times.  Class usually runs 8-4. The POC may change this timing to accommodate issues on base.  If a 7:30 start is better for traffic, or parking, etc. then class from 7:30 – 3:30, or 8:30 – 4:30.
· Be sure to put the correct venue address in the information, and directions if necessary.
· Include the web page for information about the class: http://www.disa.mil/news/training/disn-services-training-course.

· Include registration procedures:  e.g. “To register, send an email to john.doe@army.mil. Include:  Name, rank/grade, organization, and email address.”

· Request recipients of the email to forward the notice to colleagues who might be interested in the class.
· Request that if students become unable to attend class, to please cancel to allow another student to attend. 

3. Send a reminder email before the class start date.

4. Instructor support – as soon as the class is confirmed:


· Identify POC for the class.  This is the person who will coordinate with the instructor and who will collect registration information for the participants.  Beginning FY12, we will post on the FY12 Schedule and Location portion of the DISN Services Course web page, the POC information that coincides with a class. For example:  Nov 8-10, 2011, Ft. Detrick, MD.  To register, contact: CML 703-555-0000, DSN 312-467-0000. Listed information will be phone number only unless you can provide an organizational email that can be published.
· Provide FedEx mailing address (street address, not APO or PO Box) for where to send the training manuals.
· Provide VAR POC information if necessary, to include JPAS code or commercial phone/fax numbers.
· If you have base maps, hotel information, etc. that can be helpful as well
· The day before class begins, the instructor will want to set up and test the equipment. This helps eliminate any unexpected issues the first day of class.  Let instructor know time and location to meet.
· A pre-class briefing for the instructor is also excellent to assist the instructor in determining what types of questions to expect and/or new issues facing the expected student body. 

· Provide student count to instructor 10 days in advance of the first day of class. 

POC information

1. The DISN Services Course is managed by the IP Services Branch, Data Services Division (NS23), Network Services Directorate, DISA: 

· Government lead: 
· DSN:  312-375-2711, CML:  301-225-2711

· Instructors:
· URS-APPTIS, Information Solutions Group
· 703-674-5306

· 703-647-2894
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