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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #15-04, Visitors Book

1.  References.



a.  TRADOC Reg 350-70, 9 Mar 99, Training; Systems Approach to Training Management, Processes, and Products.



b.  FLW Reg 351-1, 1 Oct 01, Instruction Certification, Development and Recognition Program.



c.  GTA 05-08-012, 2 Dec 02, Individual Safety Card.



d.  TRADOC Reg 350-18, 26 May 00, Total Army School System (TASS).



e.  FLW Reg 385-4, 14 Jan 02, Safety Soldier Movement on Foot.



f.  FLW Reg 385-5, 15 Jan 02, Safety Risk Management.



g.  FLW Reg 385-6, 26 Jun 02, Safety Program



h.  FM 3-0, 14 Jun 01, Current Operation Environment

2.  Purpose.  This policy establishes the minimum standards for Visitor Books.

3.  Procedures.



a.  Visitor Books are a requirement for BCT, OSUT, AIT, WOBC, and EOBC within the realms of training for 1st Engineer Brigade.  Visitors Books will document training, and provide a record of formal and informal Quality Assurance Visits for all classrooms or training sites.  Each section in the visitors book will be tabbed according to the table of contents.  Additional books for courses conducting concurrent training at separate locations are also required.



b.  Visitor Books will contain the following:





(1)  FLW Form 880 (Training Center Attendance Record).  Responsible units will keep  the document current throughout the training day.





(2)  Student Roster.





(3)  A copy of the instructor certification course certificate for all instructors.





(4)  A copy of the current approved lesson plan, as applicable.





(5)  A current signed and approved training schedule.  Whenever changes occur to the training schedule, the training unit will attach FLW Form 414 (Request for Training Schedule Change) to the amended training schedule.





(6)  Visitor Sign-In sheet.  The sheet will contain spaces for name, rank, unit, reason for visit, date and time.





(7)  An approved and signed Deliberate Risk Management Worksheet.





(8)  An approved and signed Daily Risk Assessment.





(9)  GTA 05-08-012, dated 2 Dec 02, Individual Safety Card.





(10)  Copy of Training Certificate of personnel who have completed Combat Lifesaver Course and a Memorandum signed by Commander for annual re-certification.





(11)  Working monthly inventory sheet of contents of Combat Lifesaver bags, and annotated with latest inventory not to exceed 30 days.  Special emphasis on expiration dates of medical supplies.





(12)  A copy of the Demo Certification stamp, when applicable.





(13)  A copy of the Range Safety Course, when applicable.





(14)  Inclement weather training plan and troop movement.





(15)  Medical evacuation (MEDEVAC) plan tailored to each training site, annotating emergency notification phone numbers, and emergency route.





(16)  Medical evacuation training plan and a schedule depicting monthly training, rehearsals, and briefings as applicable.  Each training site will conduct monthly briefings to ensure safety is the number ONE priority.





(17)  A Training Area SOP establishing Accident Reporting, evacuation procedures, and appropriate forms (DA 285-AB-R, U.S. Army Abbreviated Ground Accident Report (AGAR) and FLW Form 662-E, Supervisors Civilian Accident Investigation and Reporting).  When an accident does occur, records must include the following:  the type of accident or injury, during what block of instruction, instructor on the platform at the time of the accident, and summary of the accident or injury.

4.  The POC for this memorandum is the Brigade DME at 596-0815/5458.

5.  Post a copy of this policy on all bulletin boards.
2 Encls











PAUL W. KELLY

1. QC Checklist









COL, EN

2.  Visitor Book Checklist






Commanding

DISTRIBUTION:

ALL ORGANIZATIONS

1ST ENGINEER BRIGADE WEB PAGE

DEPARTMENT OF THE ARMY


HEADQUARTERS, 1ST ENGINEER BRIGADE


1243 IOWA AVENUE


FORT LEONARD WOOD, MISSOURI  65473-8897











PAGE  

