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Section 1

General Instructions

General

The Air War College Nonresident program requires you to complete three main courses, an elective, and a writing assignment. The main courses are covered in 38 lessons. Your seminar or study group is encouraged to cover one lesson per week. The elective and writing assignment can be completed independently anytime, but we anticipate students doing so between 24 and 30 months from beginning the program—less if the courses are completed more quickly. The papers are generally tied to the course that the paper’s topic is discussed in the Student Guide, and the Air War College Nonresident Studies (AWC/NS) Website Home-page have more details. This guidebook is to help chairpersons and vice-chairpersons lead/ administer their group. If a new chairperson or vice-chairperson replaces you, please pass along this guidebook.
Responsibilities

Seminar Chairperson is usually the senior officer, and you explain and maintain AWC policy and motivate your fellow students to the highest standards of academic and professional conduct. There is a direct correlation between seminar effective- ness and the quality of your leadership.
Vice-Chairperson (VC) documents and administers seminar activities. You provide continuity by serving in the chairperson’s absence. 
Discussion Leader duties rotate among all the students. The discussion leader guides the discussion of DLOs and “questions for study and discussion” to ensure proper under-standing of them. Seminar students’ higher graduation rate is largely due to the value of good discussions. A well-prepared discussion leader ensures the class can be valuable and rewarding. However, unprepared classmates can torpedo the best-prepared leader so all should come fully prepared to discuss the lesson. 
The discussion leader does not “teach” the lesson, but guides the discussion. All should actively participate in the discussion.
Seminar classes usually last two hours including a break, and cover all assigned objectives and administrative matters. Meetings with computer exercises or using videos may last longer.
Administrative Forms

Forms that the VC needs can be locally developed and used. Suggested record keeping is enrollment, attendance, and the lesson leader plan/schedule.
Section 2

The Chairperson

General

Every group needs a leader. You are the local expert and organizer/leader. The best place to learn about our program is in the Student Guide that each student has or on the introductory overview presentation on CD (both are also on our website under resources for this edition). 
Your first job is to choose a vice-chairperson. Many choose the second ranking individual as they do your job when you’re gone. 
As the Chair, you may bar any student whose non-participation or failure to make positive contributions merit such an action.  You also recommend whether a non-TDY absence is considered to be “excused.”
Organizational Meeting

Hold an organizational meeting the week prior to the first lesson meeting. Typically the Education Services Officer or their AWC POC hosts this meeting and suggestions for conducting this meeting are posted on our website in the ESO seminar recruiting package. Meet each other, set the meeting time and place, and review the instructions in Section 4 of this guidebook. 
Meeting Time and Place

Where and when do you meet? Make it convenient for the majority, normally after duty hours. You can have classes during duty hours, but most members find this too difficult to maintain in the long run due to duty requirements.
“Luncheon” meetings are usually a flop because the seminar can’t focus on the lesson. It is too difficult to disengage from the daily mental sprint and involve yourself in an academic discussion. Additionally, many folks, especially our civilians, cannot take up to two-hour lunch breaks. 
A suggested weekly schedule based on the initial availability of the latest, annual 15th Edition Program is described for each course.  However, you do not have to follow a weekly plan if desired. You may adopt any schedule and begin anytime that best meets your local needs. You may need to start later if students haven’t received their books.  You might adopt an every-other week schedule (will take more than a year to complete 38 lessons). Some units meet on weekends and cover several lessons on those weekends. You could meet daily (based on reading ahead) at various times. It’s all up to you. 
Some students have retained credit from work completed in previous editions. They may join your group to complete their remaining courses. Recruiting them can be a good way to maintain a viable study group if some members drop out.
Guest Experts and Speakers
Please invite guest experts or speakers to enhance seminar discussions.
· The objective of the seminar is interaction. The guest shouldn’t take the whole meeting. Leave time for discussion.

· The guest should deal directly with the lesson. “Speakers of opportunity” are great to listen to but often don’t contribute to this course of study.

· Nonattribution courtesies apply to guests. Explain it to them so that discussion flows freely.

Base Education Services Officer (ESO)

The ESO is a liaison between nonresident SDE activities and eligible personnel. They work publicity, counseling, arrangements for meeting rooms (most seminars find their own) and testing facilities. 
Nonresident Studies Faculty Visits

We may visit you! AWC/NS faculty advisors try to visit during the year and meet you. In the absence of a visit, the overview briefing on your video CD and on our website also contains much useful information and advice.
Lesson Leader Plan 

You need to build an agreed upon schedule of lessons and discussion leader assignments for each course. DO THIS EARLY! Pass the final version out to all members so that there are no “surprises.” Use your own locally-developed document or spreadsheet, or an AF IMT 3136. Identify the lesson number and title, the Lesson Discussion leader and an alternate leader. 
Section 3

The Vice-Chairperson
General

You act as Chair when he or she is absent. Primary Duties are maintaining class records/ plans, coordinating a visit to or by the base librarian, and coordinating for a computer room during Lessons 24 and 35. 
Student Roster 

Its very useful to establish a list of your classmates for communication, etc. Name, rank, organization, phone number and email addresses are commonly useful data that classmates will want to share.  Use any locally developed means—maybe just an email mailing list/group, a document, spreadsheet or AF IMT 3131, as desired.  
Attendance 

We recommend you stress how important participation is to everyone. You may wish estab-lish an agreement/commitment or “covenant” regarding attendance. Our suggestion is absences due to TDY are excused, and up to two “personal” absences per course. It’s up to you. You may want to track attendance—a handy form is the AF IMT 3130.
Academic Freedom and Nonattribution Policy Statement 
All students in AWC agree to an academic and nonattribution policy statement when they sign the enrollment application. If your seminar needs a refresher, it is in the Student Guide. Liaison with the Base Librarian
Visit the base librarian early in the program. Determine research capabilities available and brief the seminar. 
Critiques

Each discussion leader completes a critique of their lesson within four days. Most accomplish this immediately after the lesson. The Lesson Evaluation is on the AWC/NS Homepage. It takes less than five minutes and is very valuable as we revise the curriculum for subsequent editions. 
Everyone critiques each of the three courses, the elective, and the entire program. Encourage students to complete these critiques candidly and promptly. We use these comments to improve the program. You can find all of these critiques on the AWC/NS Homepage.
Section 4

Special Instructions for Strategy, Doctrine and Leadership Course
Suggested weekly schedule for Strategy, Doctrine and Leadership (SDL) Course

	Week of 2 Aug 04 
	Organizational Meeting

	Week of 9 Aug 04
	Lesson 1(Use semi-nar video demo of DLO 1

	Week of 16 Aug 04 
	Lesson 2 

	Week of 23 Aug 04 
	Lesson 3

	Week of 30 Aug 04 
	Lesson 4

	Week of 6 Sep 04
Labor Day: Monday.
	Lesson 5

	Week of 13 Sep 04 
	Lesson 6

	Week of 20 Sep 04
	Lesson 7

	Week of 27 Sep 04 
	Lesson 8 
Order SDL Exam

	Week of 4 Oct 04 
	Lesson 9 
Order ISS Course books

	Week of 11 Oct 04
Columbus Day -Monday
	Lesson 10


	Week of 18 Oct 04 
	Lesson 11(Last SDL Course lesson

	Weeks of 25 Oct–5 Nov 04 
	Strategy, Doctrine and Leadership Course Exam



Organizational Meeting 

(Strategy, Doctrine and Leadership Course Only)

Chairperson

1. This meeting is designed to establish the seminar, set the tone for the coming year, begin required administrative tasks, and get the members acquainted.
2. Prepare by reading the Student Guide and this handbook. Remember your seminar number.
3. Cover the following topics:
· Seminar Member Introductions. Introduce yourself and a brief sketch of your background, assignments, and interests. Ask each member to do the same. 

· Eligibility. Make sure everyone is allowed to be there. O-4s must have a line number for promotion to O-5. We will not waive this requirement. 
· Communication. Explain that it is important and easy to contact your faculty advisor whenever problems or questions arise. The Student Information System identifies your Advisor. Please contact us BEFORE a due dated has passed. The telephone numbers, fax numbers, and e-mail addresses are on the homepage, and on the cover, and in Section 2 of the Student Guide. 

· Remind your seminar to check the AWC/NS Website weekly. That’s where we post updates, errata and changes to the program. It is also a great way to contact us and to speed up your paper research (the instructions, a paper template and the bibliographies await you there). Our web address is on the cover and in Section 2 of the Student Guide. 

· Student Requirements. Briefly, review attendance, examination, and writing requirements—Section 2 of your Student Guide.

· Attendance is an individual responsi-bility. Only the VC records attendance. 

· Remind members to order before, schedule and take their examinations during the suggested weeks.

· The TWO weeks after the last lesson in each course is set aside for studying and completing exams, no class is typically scheduled for those weeks. Students are responsible for checking with the Test Control Facility (TCF) to confirm that their exam has been received and to schedule an appointment to take each exam. The VC can work with the ESO to confirm all members’ exams arrived.

· Members need to select their writing assignment subject early so they can gather information from readings and seminar discussions as they progress through the course of study.

One of the most important things students can do is to read the directions in the Student Guide. It has the information you need to successfully complete the program. Over-looking or not knowing requirements is insufficient excuse for non-compliance. We can accommodate almost any situation, provided you tell us in time. The require-ments, and other conditions are all in the Student Guide.    

· Lesson Readings.

· Everyone needs to read the readings for each meeting. They are the curriculum for a self-study program and give members information essential for productive discussions. Lesson object-tives and learning outcomes are attained by studying the text and are reinforced by active discussion. 

· Some readings may seem out of date. We choose readings that instill broad understanding of developments and concepts, enduring principles, theories, and strategies. Day-to-day changes are by definition, transitory. We have selected the best available readings and worked to ensure no lesson exceeds 100 pages of text.

· We don’t give “school solutions” to problems described in course materials. Readings on controversial subjects present both sides of the issue. 

· Video Presentations are included with some lessons—including a seminar demo for the first lesson. They are on the supplemental or video CD that comes with that course’s books. They each require either Realplayer of Microsoft Windows media player. Download a software program, the free version of RealPlayerTM, from the Internet (Website address is on the CD). You may need to check with the base communications squadron to load the program to an USAF computer. Lesson introductions will let you know if the lesson has a video. Use the video as part of the lesson study or to spark discussion at the seminar meeting.

· Computer Exercise. The last Seminar lesson, Lesson 38, Joint Force Employment, is a computer “game.” You need a room with overhead computer projection systems for greatest exercise effectiveness. You may also need to “clear” use of this software per local procedures, well in advance. Computers are also needed for individual preparation for these lessons.

· Seminar classes are not a staff meeting, briefing, lecture or confer-ence. It is a forum, learning takes place by members of a group talking and sharing knowledge, experience, opinions, and ideas. While the discussion leader has certain specific duties, each member also must fulfill certain responsibilities to derive maximum benefit. Emphasize the following:

· Start on time; schedule up to two hours. 

· The class is not a review of lesson articles in the text. All members should read the material before going to the seminar meeting. Discuss the material; provide ideas from knowl-edge and experience. If the class degrades to just a lesson or readings review, participants will stop reading the material. The discussion leader can ask questions to stimulate discussion. If group members do not read the material, and do not actively participate in the seminars, they will have more difficulty with exami-nations. 

· Lesson Leader Plan. This is your list of lessons by course matched with the names of discussion leaders. Have the students sign up for an equitable number of lessons. Establish a time, date, and place for Lesson 1 and designate a discussion leader. You may wish to lead the Lesson 1 discussion yourself in order to set a high standard for the other members.  Remember, you can show the Seminar Demonstration video to cover the first DLO of Lesson 1.

· Academic Freedom and Nonattribution. Review the policy with your seminar members.

· Academic Integrity. Stress both group and individual integrity. Group integrity means meeting for up to two hours so everyone has the chance to learn. Individual integrity entails putting an honest effort into all seminar activities 

4. Choose a VC (if you haven’t already) who will accomplish their job dependably.
5. More than 20 members per seminar are too many. Split up, select chairpersons and VCs, and set up separate schedules. Notify the ESO and your Advisor so a seminar number designator (B, C, and so on) can be assigned and an additional adminis-trative package can be shipped. 
Vice-chairperson

1. If you’ve reviewed this guidebook before the organizational meeting, start some of the administrative tasks outlined for Lesson 1. Be thoroughly familiar with this guidebook and the Student Guide by Lesson 1.
2. Advise the ESO of the chairperson and VC names, phone numbers, and meeting day, time, and place (including room number). Education office personnel need this information to assist TDY students. 
3. Each week track attendance. 
4. Each week ensure the discussion leader, completes a Lesson Evaluation at the AWC Homepage within four days of lesson completion.
Seminar Lesson 1

Chairperson

1. Have everyone briefly introduce themselves again. Name cards are useful.
2. Cover or complete anything you forgot at the organizational meeting. 
3. Work on the Lesson Leader Plan; it should be complete by the end of Lesson 3.
4. Remind members to check the Shipping List that accompanied their study materials to ensure they received everything. (The CD(s) is inserted into a book.). It takes at least 2 weeks, often more, for books to arrive from the time the student enrolled, so some may not yet have books.
5. Discuss the duties of the Lesson discussion leader. Especially the part about being prepared. Remind members that the discussion leader doesn’t “teach” but guides the discussion. All seminar members are expected to be prepared and to actively participate. Note: The seminar demo video for Lesson 1, DLO 1 illustrates effective discussion.
6. Briefly explain the requirements for the elective and writing assignment. Note that the elective can be completed anytime during the program but should be completed shortly after the last course or within 24–30 months.  Some groups pursue the elective together. 
Vice-chairperson

1. Discuss your attendance policy and procedures.
2. Create a Student Roster (signup sheet), 
4. Notify the ESO that you started the lessons for this course. Ensure that they know your meeting time and place. 
5. Start checking the AWC Homepage and the 15th Edition course news under 15th Edition resources, weekly.
6. Each week ensure the discussion leader completes the Lesson Evaluation on the AWC/NS Homepage and submits it to AWC/NS within four days of lesson completion.
Seminar Lesson 2

Chairperson

1. All members should be identified and enrolled by this meeting. 
2. Continue to work on the Lesson Leader Plan.
3. Encourage everyone to look for personnel or retirees with expert knowledge in areas covered by the various courses that you wish to invite as guest speakers.
4. Remind students to check the AWC/NS homepage each week.
Seminar Lesson 3

Chairperson

1. Continue to stress the importance of a professional approach to the discussion. Remind members to review the Student Guide on the conduct of the seminar.
2. Ensure all members know their assignments for this course. Each should have a copy of the Lesson Leader Plan.
Vice-chairperson

1. Give copies of the Lesson Leader Plan to each member. 
2. Visit the base library to familiarize yourself with the reference research capabilities available.
Seminar Lesson 8

Chairperson
Members should develop a personal schedule for completing their writing requirement. Hold each other accountable. 
· Review attendance requirements explained in the Student Guide. 
· Remind all to order their SDL Course exam online using the Student Information System.
· Remind all to order the next, ISS course using the online Student Information System.
Vice-chairperson  
Note, at some bases the ESO may be able to arrange for special “mass” testing of your seminar for your convenience.  Solicit this if desired.
Seminar Lesson 10

Chairperson
1. Strategy, Doctrine and Leadership Course exam is rapidly approaching. Schedule testing appointment(s) with the TCF. 
2. Discuss using guest experts for the next course. Ask members to look for experts who can contribute to the learning objectives of the seminar.
3. The International Security Studies Course seminar may begin during the week of 8 Nov 04(which includes the Veteran’s Day Holiday. You will begin with Lesson 12.
4. Determine who will serve as discussion leader for Lesson 12. Begin to build the International Security Studies Course Lesson Leader Plan.
Vice-chairperson
Have the Attendance Record up-to-date and with you so that the chairperson can review it with the members.
Seminar Lesson 11

Chairperson

1. The weeks of 25 Oct through 5 Nov 04 have been set aside to study and take the Strategy, Doctrine and Leadership Course exam and to begin working on Strategy Analysis Topic writing assignments. There should be no seminar meetings held during those two weeks. Remind Students to take the online practice test.
2. The seminar reconvenes for the first lesson of International Security Studies Course during the week of 8 Nov 04. (includes the Veteran’s Day Holiday)
3. Remind returning students of the date, time, and place for the Lesson 12 meeting. 
4. Ask the ESO if there are students who may want to join you for the International Security Studies Course. If so, notify them of the time and place of the meeting.
5. All members should complete the critiques for the Strategy, Doctrine and Leadership Course using the form at the AWC Homepage. 
Section 5

Special Instructions for International Security Studies Course
Important Dates during International Security Studies (ISS) Course

	Week of 8 Nov 04
	Lesson 12(includes Veteran’s Day Holiday

	Week of 15 Nov 04
	Seminar Lesson 13

	Week of 22–26 Nov 03
	Thanksgiving Break, no class

	Week of 29 Nov 04 
	Lesson 14

	Week of 6 Dec 04 
	Lesson 15

	Week of 13 Dec 04
	Lesson 16

	20–31 Dec 04
	Holiday Break, 

No classes held 

	Week of 3 Jan 05
	Lesson 17 

	Week of 10 Jan 05 
	Lesson 18

	Week of 17 Jan 05 
Martin Luther King Day: Monday 
	Lesson 19

	Week of 24 Jan 05 
	Lesson 20

	Week of 31 Jan 05 
	Lesson 21

	Week of 7 Feb 05 
	Lesson 22

	Week of 14 Feb 05 

	Lesson 23

	Week of 21 Feb 05 President’s Day: Monday
	Lesson 24
Last lesson of International Security Studies Course

	Weeks of 28 Feb–11 Mar 05
	No class these weeks. Complete ISS Exam (Lessons 12–24)


Administrative Instructions(Inter-national Security Studies Course

Seminar Lesson 12

Chairperson
1. Ask new members to introduce themselves. In addition to the normal AFI 36-2301 eligibility requirements, joining students should have completed Strategy, Doctrine and Leadership Course requirements from this edition or retained credit from a previous version. 
2. Continue work on the Lesson Leader Plan for this course; it should be completed by the end of Lesson 13.
3. Have members check the shipping list that accompanied their books to ensure that they received everything. In the event of shortages, suggest they advise the AWC Education Support Division. 
4. Review the duties of the Lesson discussion leader. Mention that discussion leaders should prepare far enough in advance to give special instructions or assignments well before their class. 
Vice-chairperson

1. Notify the base ESO that you started meeting for this course. Ensure everyone who enrolled knows your meeting time and place.
2. Review attendance-taking procedures. 
3. Remind Lesson Discussion leaders they need to complete a critique on their lessons within four days of lesson completion and submit this to AWC/NS.
Seminar Lesson 13

Chairperson

1. Complete the Lesson Leader Plan.

2. Encourage seminar members to be on the lookout for key personnel at your base and retirees who have expert knowledge in the areas being covered in this course. You may want to invite them to be guest speakers or guest experts.
3. Remind members to review appropriate pages of the Student Guide on the conduct of the seminar.
Seminar Lesson 14
Chairperson 
1. Ensure that all members know their discussion leader responsibilities for this course. Each member should have a copy of the Lesson Leader Plan. 
2. Remind seminar members there are no seminar meetings for the period 20 Dec 04–31 Dec 04. You should resume the week of 3 Jan 05.
Vice-chairperson

Give a copy of the Lesson Leader Plan to each member. 
Seminar Lesson 22

Chairperson
The International Security Studies Course exam (Lessons 12–24), is rapidly approaching. Order this exam, the next WAR Course (3) using the Student Information System and schedule testing appointments. 
Seminar Lesson 23

Chairperson

Begin the Seminar Plan for the Warfighting Course.
Seminar Lesson 24

Chairperson

Complete the International Security Studies Course exam in the next two weeks, there will be no classes held. Remind students to take the online practice test. 
Vice-chairperson

1. Ask the ESO if there are students who will join you for the Warfighting Course. If so, notify them of the time and place of the meeting.
2. Remind all students to complete the International Security Studies Course course critiques at the AWC NS Homepage. 
Section 6

Special Instructions for Warfighting Course
Important Dates during Warfighting (WAR) Course

	Week of 14 Mar 05 
	Lesson 25

	Week of 21 Mar 05 
	Lesson 26

	 Week of 28 Mar 05
	Lesson 27

	Week of 4 Apr 05 
	Lesson 28 

	Week of 11 Apr 05 
	Lesson 29

	Week of 18 Apr 05 
	Lesson 30 

	Week of 25 Apr 05 
	Lesson 31
Order desired Elective exam, as needed

	Week of 2 May 05 
	Lesson 32

	Week of 9 May 05
	Lesson 33

	Week of 16 May 05 
	Lesson 34

	Week of 23 May 05 
	Lesson 35 

	Week of 30 May 05
Memorial Day: Monday
	Lesson 36


	Week of 6 June
	Lesson 37

	Week of 13 June
	Lesson 38 JFE Wargame Exercise

	Weeks of 20 Jun–1 Jul 05
	Take Warfighting Course exam (Lessons 25–38)


Administrative Instructions—Warfighting Course

Seminar Lesson 25
Chairperson
1. Ask new members or guests to introduce themselves. 
2. Continue work on the Lesson Leader Plan for Warfighting Course; complete it by the end of Lesson 26.
3. Remind members to check the Shipping List that accompanied their study materials to ensure that they received the specific items. Shortages should be reported to AWC Education Support Division. 
4. Review the duties of the lesson discussion leader. Mention that all discussion leaders should prepare for their class far enough in advance to give special instructions or assignments well before the seminar meetings. The JFE simulation/wargame will require more advance preparation than most lessons. Remind the volunteer discussion leader to review that lesson now.
5. Remind the students to check the AWC Internet Homepage and Course News weekly.
6. Encourage students to critique the ISS course candidly and promptly. The critique form is available on the AWC NS homepage.
Vice-chairperson

1. Notify the ESO that you started meeting for this course. Confirm your meeting time and place.
2. Each week ensure the lesson discussion leader, completes a Lesson Evaluation Critique Form at the AWC/NS Homepage within four days of lesson completion.
Seminar Lesson 26

Chairperson

1. Complete the Warfighting Course Lesson Leader Plan.
2. Encourage members to keep a lookout for personnel at your base or retirees with expert knowledge in the areas being covered in this course—you may want to invite them as guest speakers or guest experts.
3. Continue to stress the importance of a professional approach to the discussion. Remind members to review appropriate pages of the Student Guide on the conduct of the seminar.
Vice-chairperson

Ensure that all members know their lesson discussion leader responsibilities for this term. Each member should have a copy of the Lesson Leader Plan.
Seminar Lesson 31

Chairperson

1. Remind students to “finalize” their Elective choice and Writing Assignment topic, and their plan to complete the exam and paper, respectively.
2. Remind Lesson 38 (JFE Wargame) discussion leader to arrange a room that permits computer display for this lesson the week of 31 May (including Memorial Day). 
Seminar Lesson 36

Chairperson
1. The discussion leader for Lesson 38, Planning and Employment of Joint Forces, needs to review planned activity for the JFE simulation. 
2. Confirm the Lesson 38 discussion leader has reserved a computer-equipped room.
· Advise members where the last class will be held.
· Time to order the Warfighting Course (3) exam and make a testing appointment.
Seminar Lesson 38

Chairperson
1. The next AWC Edition Seminar program starts 8 Aug 05, and your ESO is recruiting. Help by “talking up” this method for completing the nonresident program to eligible individuals. 
2. Remind Students to take the online practice test.
3. Remind everyone to critique the course and the overall AWC Nonresident Studies Program. 
4. Remind all students they must complete all AWC requirements as listed on the inside cover of the Student Guide before they can graduate.
5. Thank everyone for their participation and plan a graduation “party” if desired.
Vice-chairperson

Remind the discussion leaders, they should complete Lesson Evaluation Critique Forms at the AWC Website within four days of lesson completion.

