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School for Family and MWR Online Course SOP



MG ROBERT M. JOYCE 
SCHOOL FOR FAMILY AND MORALE, WELFARE AND RECREATION

2280 SIGNAL ROAD, BUILDING 4022

FORT SAM HOUSTON, TX  78234

ONLINE COURSE DEVELOPMENT & MANAGEMENT

I. PURPOSE.  This Standing Operating Procedure (SOP) prescribes procedures for 
the development and management of courses available online at www.imcomacademy.com.  
II. REFERENCES.

a. School for FMWR Goals and Objectives
b. IMCOM Regulation 350-1, IMCOM Training and Leader Development, 1 June 2010
III.  APPLICABILITY. This SOP applies to G7 School for Family and MWR personnel, G9 personnel, and others involved in the development and management of the School for Family and MWR online courses. 

IV. POLICY AND PROCEDURES:

a.  Annually, the School for Family and MWR - Branch Chiefs will request that G9 
Program Managers, Region and Garrison staff identify and prioritize training requirements 
for the following FY, including online course requests.  The Professional Development 
Program (PDP), G9 Program Managers, Region and Garrison staff will be used to drive 
and confirm need for new training requests.

b.  Once all requests for online training have been submitted from external and 
internal sources,  School employees will determine need and feasibility of such projects 
based on PDP review of current learning elements associated to new training request 
competencies, -budget, manpower, and other resources. Those courses meeting select 
criteria will be approved for inclusion in the School for Family and MWR staff workload.
c.  The School for Family and MWR will initiate approved training projects using the 
widely recognized ADDIE instructional design model. The five phases of the ADDIE

     Model are:  Analysis, Design, Development, Implementation, and Evaluation.  (see Appendix 1)
1.  ADDIE Phase 1: Course Analysis - Identify the Training Need
A. Designer(s) –a School for Family and MWR staff member will be identified as the 
primary course lead/designer. Until the end of the pilot stage, this staff member will be the Project Manager (Primary Pre-hand Off).
B. Course Manager – A School for Family and MWR Academy staff member will 
be identified as the primary course manager.  This staff member will be the Project Manager/Course Manager after the initial pilot stage.
C. Subject Matter Experts (SME) – The Subject matter expert will provide 
content input and critical review.
D. Course Accreditation liaison- A School for Family and MWR staff member responsible for coordinating course accreditation will be part of the project team.
E.  During the Analysis Phase, the Project Team will: 

(1) Establish the project plan 

(2) Identify new behavior outcomes
(3) Determine the course delivery method (i.e.: Online Course; Blended Course) 

(4) Establish milestones and timelines 

(5) Set up a wiki space for Project Team collaboration and record keeping 
(6) Gain concurrence from the G9 program proponent 
F. The Project Manager will establish the “Online Course Project Planner” for the 
identified course (See Appendix 2). The Project team will document on planner as 
project progresses. Planner includes sections for:

(1)  Overview notes on course scope; initial ideas

(2) List of project team members and contact info

(3) Kick-off Meeting: Date, time, location, agenda

(4) Course Goals & Objectives & evaluation method  
(5) Needs Assessment 
(6) Course Content ideas 
(7) Milestones and major target dates
G.  Project Manager arranges a “Kick-Off” Meeting (part analysis, part design). The 
purpose of this meeting is to bring ALL team members together to come to initial 
agreements.  

(1) Set up in depth meeting with the SME.  Find out:   

· What the SME’s want out of this course? 
· What results do the SME’s want the students to walk away with?

· Is a formal needs assessment necessary?

· Who is the target audience? (Identify and analyze learners)
(2) Determine Course Goals & Objectives
· Define goals as measurable business metrics

· Write Terminal Learning Objectives (TLOs) 
· Write Enabling Learning Objectives (ELOs)
(3)  Determine content sources; obtain (or request) course content from SME

(4) Identify and review resources
H.  Project team will set milestones & major target dates for fielding and handoff. 
Milestones should include: 

(1) Preliminary meetings and progress reviews 
(2) Development stages

(3) Fielding (pilot)

(4) Hand Off (from Designer to Course Manager as project lead)

(5) Revisions/updates targets 
I.  Project Manager will develop a specific On-line work plan:
(1) Assign tasks to team members and establish deadlines 

(2) Provide checklist, set Due Dates, Completion Timelines

(3) Use wiki space to share content and document course development 
(4) Rework/update Plan Checklist as necessary
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2.  ADDIE Phase 2: Course Design
A. Members of the project team staff, in consultation with and concurrence from the 
G9 program proponent, will develop an instructional design document called the course training template. This becomes the road map for the course.  The Project Lead for this phase is the Course Designer.
B. Project team will design the course using identified competencies for the target 
audience. Most competencies can be found in the PDP function within  http://www.imcomacademy.com. 
C. The project team will:  

(1) Plan instructional strategy including user interface and user experience

(2) Review and revise objectives (if necessary) (TLOs) and (ELOs)
(3) Develop assessment instruments

(4) Plan student exercises. Ensure they correspond to learning objectives.
(5) Write training template
(6) Store training template and course syllabus in Project wiki space 

· Outcome of the Design Phase is the completed Instructional training 
template design document with concurrence from the G9 program proponent.
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3.  ADDIE Phase 3: Course Development
A. The project team creates and assembles the content assets outlined in the 
design phase.  This is when the course is actually written.  The team will:
(1) Create storyboards, templates and/or prototypes
(2) Write and develop content using SCORM authoring tool and create both 
SCORM and Section 508 compliant versions 
(3) Develop student activities

(4) Create demonstrations and scenarios
(5) Develop discussion points

(6) Create pre-assessment and post-assessments
(7) Upload SCORM and Section 508 compliant content to LMS

B. As appropriate, project team will request G9 program proponents and Garrison 
staff to supply case studies and other relevant resources.   Program proponents or select high performers from the Regions may be content presenters using audio or video assets.
C. The course description will be written and posted in LMS. The description should 
include test taking policy/review, course prerequisites, outcomes/course objectives, student expectations and student activities/course-work involved, instructor name and credentials, IACET CEUs and ACE awarded (if applicable) estimated time to complete.  
D. The Course Designer will upload and test course content, create course structure 
and menu in LMS.  Course will be set as "inactive" to remain hidden from users.  Permissions will be set in LMS to keep course closed allowing access to only those in Quality Control (QC) review team.   
E. To ensure Quality Control prior to launch, project team will review and revise 
project according to any feedback given by team members, program proponents and Garrison staff.
F. The Quality Control process consists of at least three reviews.
(1) Use the standard Course Review Form during all reviews (Appendix 3)
(2) Conduct initial review individually, evaluating content flow, technical 
functionality, readability, grammar and spelling errors and information accuracy. 
(3) The second review will occur after changes resulting from first review have 
been made. The second review will be completed by non-project team members such as other School staff, Service Culture Educators and/or garrison staff volunteers. During this review, care should be taken to ensure that the course is being tested at multiple geographical locations.

(4) Project Team members, using the review form, will conduct the final review 
individually, after issues identified in second review have been addressed, with a suspense date assigned by the project lead. Each member will track how long it takes to review for CEU calculation.
G. Additional quality controls to be completed by Project Team:
(1) Develop On-line Course Survey and attach survey to course in LMS
(2) Complete CEU and ACE Accreditation packages, including syllabus
(3) Store course content package, including all assets and original core 
development files (Storyline, Captivate, SimWriter, PP, engage, flash) on School sever located here: www.imcomacademy.com/archives.  Naming convention is course name, last revise date, i.e. Accountability_12Jan2017
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4.  ADDIE Phase 4: Implementation Course Delivery & Management
A. This is the course delivery phase. The outcome of this phase is a trained student.
B. Execute the marketing plan, the project team works on getting the word   
out about the course using the following media elements: 

(1) School Newsletter (if applicable)
(2) IMCOM Academy Homepage

(3) Integrated communication avenues 
(4) IMCOM Newsletter

(5) ArmyMWR Webpage

(6) Service Culture Educators
(7) Regional SME’s place link on respected Intranet Webpage (if available)

(8) Marketing to advertise internally and externally 
C. Project team will request program proponents and Region staff assistance in  
identifying students for courses to ensure the correct target audience participation. They can also promote participation at appropriate levels.  If course is required, request G9 develop and communicate guidance regarding mandatory requirement.  This may require writing an OPORD.  For recurring annual course requirement, course will be set up each year with date, Course Name, Date (CYS Accountability and Supervision 2017)
and LMS activity date set from 1 January to 31 December. See CYS Accountability and Supervision as an example.  
D. Prepare to Launch and set “Go Live” date. 
E. Program Manager will notify Registrar to open course in course catalog (internal 

and external) and to review course description for required elements.
F. Initial project leader remains course manager for this initial period
G. Branch Chief of Learning Solutions notifies SMEs, internal school staff and 
G9  that course is launched.  
H. The first 3 months the course is “Go Live” and serves as pilot 
for online courses.  Project Lead (Designer) works as the course manager and lead for this pilot period. 
I. Two  weeks prior to the hand off to the Course Manager, the entire project 
team will hold a formal meeting to review and identify any problems 
J. The project team will keep records of all meetings and major actions.
(1) Ensure wiki course space includes all meeting minutes, QC documents and 
course materials

(2) Confirm course package and associated files are located on School Server 
and include current version date.  
K. Designer (Project Manager), –Course Manager and Registrar will 
discuss what they have learned during the pilot period and document for future use.
(1) Course glitches

(2) Difficulty trends related in end course survey or through help desk requests
(3) Post Assessment issues  

(4) Documentation from initial 3 months, pilot timeframe
L.  Course Management 

(1) Official implementation begins after first three month (pilot).  Project Team 
Designer and new Course Manager will meet to hand off Course Management responsibilities. 
(2) At the handoff meeting the following topics will be discussed: 
· Are all corrections complete?

· Pulse of comfort level with the course

· Student survey and telephone call issues

· Feedback to students & student files  

· Review marketing needs

· Add testimonials

· Ask SME about any needed revision requirements

· Registrar will change name of the course manager in the LMS
     M.  Use “Collaboration Space” for additional references and communication 
with students. Course Manager will set-up and manage this space. Examples of what to include:

· Rubrics 
· Syllabus

· Established Blogs

· Articles and reading
· Students work - assignments or projects uploaded  
· Shared Best Practices
N.  Course Manager Responsibilities:

(1) Coordinate G9 SME review of managed courses annually, capture feedback 
and recommended changes to include in annual business cases. 
(2) Review course content for changes/updates needed annually and include in 
business case (Appendix 5).  Work with Branch Chief and online lead to schedule course updates 
(3) Market and recruit for online courses using mass email, SCEs, flyers, 
webpage news articles, garrison and other website announcements and other chosen marketing techniques    

(4) Write a newsletter article or flyer about your course annually or when you 
need to communicate changes/updates 

(5) Maintain course CEU packet and update annually upload to wiki CEU space
(6) Provide and develop materials to support ACE review as required  

(7) Answer student questions and troubleshoot any access problems 
(8) Use online course management space as a repository for course 
information (training template, syllabus, rubric, course development/revision documentation, etc.) 

(9) Maintain an email folder with student communication 
(10) Maintain student work in a collaboration space (if not captured within online 
course) 

(11) Run 2 reports annually 31 March and 30 September showing enrollments, 
completions, in-progress status using online report template (appendix 6) level 1 survey results, trends and comments.  Upload to online course management wiki page located here: https://cloud.mwr.army.mil/wiki/display/Training/Online+Course+Management 
Reports are DUE:  31 March (run dates- 1 October through 31 March) and 30 September (run dates- 1 April through 30 September). First report is inputted into  annual Business Cases and uploaded to wiki by 31 March (Site URL: https://cloud.mwr.army.mil/wiki/display/54/Academy+Business+Cases.) 
(12) Work with online lead to develop and send level 3 /4 survey if your course is 
assigned
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5.  ADDIE Phase 5: Course Evaluation

A. Evaluation of the course is present in each stage of course design and 
development, as each element is reviewed and critiqued. 
B. The School uses the four level Kirkpatrick Model to evaluate course outcomes.
(1) Level 1 (reaction-what students thought and felt about the training),  

(2) Level 2 (learning- what students learned in the course), 

(3) Level 3 (behavior-what new skills or behaviors students can apply on the 
job), and  

(4) Level 4 (result-what is the effect on the business or environment as a result of 
student’s completing the course.) 
C. Online course evaluation: The project team will develop an evaluation plan that 
includes:

(1) Level 1 end of course survey which the students must complete before 
receiving their certificates. The Course Manager will monitor the surveys bi-weekly and resolve any pressing difficulties identified. 

(2) The course manager monitors student success in completing Level 2 
assessments including test re-sets. Should keeps statistics on pass/fail rates.

(3) Levels 3 / 4 and ROI may be conducted periodically according to the School’s 
evaluation plan.  The Course Manager will develop questions and recommend target audience for such evaluations and annotate in annual business case.

(4) With input from the Program Proponent/SME, the Course Manager will 
complete annual Business Case using online business case template by 31 March of current FY.  
(5) The Business Case serves dual roles of Business Case and After Action 
Report (AAR). The content items include:
	· Executive Summary 







  

	· Background




   



       

	· Course Description

	· Resource Considerations                                                                                                                                                                                                                                                                                        

	· Conclusion and Recommendation

	· Appendix B: Student Feedback


(6) Upon approval from the School for Family and MWR leadership, the Business 
Case will be submitted through the G7 Chain of Command to the G9 leadership for information purposes.
(7) The Business Case serves to point the way ahead for the online course by 
identifying required changes in scope, content, and/or availability.
(8) Based on the requirements identified, the course will be added to the staff 
workload for revision.
D.  Perform Revisions and Updates
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Appendix 1: ADDIE Model Instructional Design Flowchart
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ADDIE Flow Chart steps
	1.Analysis:


	2. Design
	3. Develop
	4. Implement
	5. Evaluate

	· Discover existing resources

· Review resources with client

· Conduct instructional analysis

· Analyze learners and content

· Define goals as measurable business metrics

· Write performance objectives

· Review performance objectives

· Revise performance objectives (if necessary)
	· Plan instructional strategy

· Choose delivery method

· Write instructional design document

· Review instructional design document

· Revise instructional design document (if necessary)


	· Develop prototype

· Review prototype

· Produce training materials

· Conduct tabletop review

· Revise course content (if necessary)

· Pilot the course

· Client feedback from pilot


	· Launch course
	· Evaluate results

· Gather feedback from learners

· Measure improvement and gaps

· Measure business results

· Revise course and conduct gap training as needed




Appendix 2: Project Planner Sample
	Course Name

	Overview notes on course scope, initial ideas, etc.

	Department X has requested a course on ____________ be developed to address _____________. Initial idea is to incorporate case study simulations using SiFMWRiter. Once the course goes live it will be manadatory for certain employees to complete the training. Anticipate approximately 300-500 students in the first year. 


Blah, Blah,,,,,Perhaps you could even paste text from email traffic outlining the orignal course request.

	
	
	
	
	

	
	
	
	
	

	Project Team

	 
	Name
	Email
	Phone

	Primary from Desgin Team (Project Manager)
	Gretchen Luongo
	gretchen.luongo@us.army.mil
	571-243-3257

	Secondary from Desgin Team (if applicable)
	 
	 
	 

	Instructor/Course Manager
	 
	 
	 

	Subject Matter Expert
	 
	 
	 

	ACE Accreditor
	 
	 
	 

	Other
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	Kick-Off Meeting

	Meeting Date: 3/25/08                                     Location: Wood Room

	The purpose of the Kick-Off Meeting is to bring ALL team members together to come to an agreement on the following:
Agenda Items
    1. Course Goals & Objectives
    2. Obtain Course Content from SME
    3. Determine if Need Assement is necessary
    4. Set Milestones & Major Target Dates for Fielding and Handoff

	1. Course Goals & Objectives (for later use in course Macro)

	Goal/Objective
	Description, notes, or any additional info

	Teach students to properly complete a DAR.
	As identified by the SME this has been an ongoing problem and command has determined online training would best address this need.

	 
	 

	 
	 

	 
	 

	2. Course Content 

	Source
	Content
	Location

	AR 215-1, Military FMWR Programs and NAF Instrumentalities
	Appendix G, G-2: Cash Registers
	In-house/Online

	Cashier Handbook
	Locally produced document in use at Fort Loyalty, step-by-step instuctions for FMWR cashiers.
	SME will email by Fri 3/28/08

	FMWR Basic Manager Course
	Module 2: ?????
	LMS

	 
	 
	 

	3a.  Is a Needs Assessment Necessary?
	YES

	Why or why not?
	Although some of the needs are clear for this training it was decided by the Project Team to complete a needs assessment to ensure that all needs are addressed by this training

	3b. Completing the Needs Assessment (if applicable)

	Task
	Lead
	Target Date
	Actual

	Create questions & agree
	Project Team 
	4/1/2008
	4/4/2008

	Distribute & collect responses
	SME
	4/15/2008
	 

	Coordinate follow up meeting to discuss results
	Project Manager
	4/17/2008
	 

	4. Milestones & Major Target Dates

	Task
	Lead
	Notes
	Target Date
	Actual

	MACO Meeting
	Design Lead
	Draft MACRO for further review by team. Set up meeting.
	5/1/2008
	 

	Course Design - 1st Draft
	Design Lead
	Design first draft of course for review by team.
	6/15/2008
	 

	Quality Control 1
	Design Lead initiates, team participates
	Individual reviews of course and changes submitted back to Lead Designer.
	 
	 

	Quality Control 2
	Design Lead initiates, team participates
	Team review of course and changes submitted back to Lead Designer.
	7/15/2008
	 

	Quality Control 3
	Design Lead initiates, team participates
	Final Team review of course and changes submitted back to Lead Designer.
	7/30/2008
	 

	Course Survey
	 
	 
	 
	 

	CEU Packet Assembly
	 
	 
	 
	 

	Notify Registrar to put Course Descirption in the catalog.
	 
	 
	 
	 

	Marketing 
	 
	Email, Newsletters, Academy homepage…
	 
	 

	Go Live
	 
	 
	 
	 

	Course Hand Off
	 
	 
	 
	 

	1st AAR Due
	Course Manager
	 
	 
	 


Appendix 3: Standard Course Revision Form

Installation Management Academy, School for Family and MWR 
Training Review Document
Course: Course Title

Instructions:  To access the course modules, login to the LMS and search for Add Course Title.  You've been added to the course permissions, along with administrators, for reviewing purposes.   
START TIME: 



	Lesson
	Slide Header Text
	Says now:
	Should say:

	Home
	Objectives page...
	Only after you have successfully completed each lesson ….
	Only after you have successfully completed each lesson and the post assessment ….

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STOP TIME:



Continued on next page…

1. How well were the objectives of the module met:  (1=poor, 5=excellent): 



2. Did you feel engaged throughout the module: (1=not at all engaged, 5=very engaged): 


3. How would you rate the technical ease of navigating through the module? (1=poor, 5=excellent): 



4. How beneficial was the narration of the module? (1=not at all beneficial, 5 = very beneficial) :   

 
5. Any other feedback you would like to provide?  Use the space provided below.
Appendix 4:  Training Template 
MG Robert M. Joyce Installation Management Academy, 

School for Family and MWR

CYS Services Mobilization and Contingency Planning
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Course Development Plan (MACRO)

MG Robert M. Joyce Installation Management Academy

School for Family and MWR

2280 Signal Road

Fort Sam Houston, TX  78234

Effective Date:  July 2007

Course Approval Authority:

Army: As authorized by the Division Chief, U.S. Army, MG Robert M. Joyce Installation Management Academy, School for Family and MWR, Fort Sam Houston, Texas 78234

Course Creation Date:  2006-2007

Implementation Date:  July 2007

Approval Date:  July 2007

Course Manager:  Peggy Letizio

Course Designer:  Kim Rodrigues

Course Developer:  Kim Rodrigues & Linda Harwanko 

Design and Evaluation Chief:  Janis Smith


Development and Delivery Chief:  Pamela Jones

Change Record

	Item to Change
	Description
	Date Approved
	Date Completed
	Name  / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I:  General Course Information

A. Description:  The CYSS Mobilization and Contingency Planning online course teaches CYSS staff how to ensure continued care and supervision for children and youth during deployments, natural disasters, and other emergencies. Based on the highly-regarded Mobilization and Contingency (MAC) Workbook and consultation with a variety of experts, the CYSS Mobilization and Contingency course is designed as a practical exercise for developing an actual MAC Plan. A student interactively analyzes their local Garrison environment, develops a plan and then learns how to monitor, implement, and evaluate it. Expanded course information includes prevention and containment strategies for a pandemic outbreak. Mobilization and contingency is addressed as a CYSS functional proficiency competency.
B. Learning Outcome(s):  At the completion of this course the student will have a working Mobilization and Contingency plan to refer to when faced with a threat.
C. Length (Hours):

1. Pre-course Assignments (Hours):  NA

2. Homework Assignments (Hours):  NA

3. Course Length (Hours): 15 

D. Training Location(s):  www.imcomacademy.com

E. Target Audience:  This course is designed and targeted at CYSS Coordinators, Child Development Center, Family Child Care, School Age Services, Middle School/Teen, Outreach and SKIES Unlimited Program Directors and any others who need to develop a solid contingency plan in case of an emergency.
F. Constraints and/or Parameters:  

G. Prerequisites:  NA

H. Security Classification:  Unclassified.
I. Accreditation:  (if applicable)
1. ACE:  www.acenet.edu
a. ACE Number:  MMWR-0039
b. ACE CREDIT Recommendation:  1 hour

c. ACE CREDIT Recommendation Date:  2008-present

2. IACET:  www.iacet.org
a. Current CEUs:  1.5
b. Award Date:  5 Dec 2008

II: Course Synopsis

A. This course consists of multiple lessons/topics.  All lessons/topics must successfully be completed and students are required to submit their completed Installation Mobilization and Contingency plan in order to pass this course.

B. Instructor to Student Ratio:  NA
C. Lessons:

	Topic Title
	HOURS

	
	Lecture / Didactic 
	Lab / Practical
	Online
	Audio-Visual
	Written Test
	Practical Test
	Other
	Total

	Module 1
	
	
	
	
	
	
	
	

	Lesson 1 — The MAC Plan
	
	
	2
	
	
	
	
	2

	Lesson 2 — The MAC Planning Process
	
	
	1
	
	
	
	
	1

	Lesson 3 — Pulling It All Together
	
	
	2
	
	
	
	
	2

	Module 2
	
	
	
	
	
	
	
	

	Lesson 1 — Working Your MAC Plan
	
	
	2
	
	
	
	
	2

	Lesson 2 — Planning for Widespread Future Contingencies
	
	
	2
	
	
	
	
	2

	Lesson 3 — Evaluating and Revising your MAC Plan
	
	
	1
	
	
	
	
	1

	Lesson 4 — Stress Experienced by Children
	
	
	2
	
	
	
	
	2

	Lesson 5 — Discover Community Resources
	
	
	1
	
	
	
	
	1

	Final Assignment – Upload Your MAC Plan for Instructor
	
	
	
	
	
	2
	
	2


D. Course Length:

	COURSE HOURS
	TYPE
	TOTAL

	
	Lecture / Didactic
	

	
	Laboratory / Practical
	

	
	Online
	13

	
	Audio-Visual
	

	
	Written Test
	

	
	Practical Test
	2

	
	Other
	

	
	Administrative
	

	TOTAL INSTRUCTIONAL HOURS
	

	TOTAL ADMINISTRATIVE HOURS
	2


E. Course Schedule:  Online course. Students take course on their own schedule.
F. Student Materials/Equipment:  Computer with access to www.imcomacademy.com; Installation Mobilization and Contingency plan.

G. Student Syllabus:  NA
H. Pre-course Assignment(s):  NA
III. Course Module(s)

A. Module 1:

1. Title: Intro to the MAC Plan
2. Module Description:  Students will learn what a Mobilization and Contingency (MAC) Plan is, why the plan needs to be viable, and the importance of planning for mobilization. They will learn about the MAC Plan process, including development, monitoring, implementation and evaluation and understand the complexity of MAC situations and how important a thorough and comprehensive MAC Plan is to the success of dealing with mobilization or an emergency contingency situation.
3. References / Regulations:  

Title:  US Army Child and Youth Services Installation Mobilization and Contingency (MAC) Plan Workbook

Author:  US Army Child and Youth Services

Publisher Year:  n.d.

Edition:  NA

Volume: NA


ISBN:  NA

Publisher: NA

Quantity:  NA
4. Materials/Equipment:  Installation MAC plan,  Computer, Internet, www.imcomacademy.com account
5. 
Terminal Learning Objective:  
**Note**See glossary for the various competencies, instructional methods, level of learning and evaluations.

	TLO
	Competency
	Assessment
	Outcome Application
	Outcome Assessment

	Examine the CYSS Mobilization & Contingency plan and processes needed to have a thorough and comprehensive MAC Plan in any situation. 
	Functional Proficiency
	
	
	


6. Enabling Learning Objective:

	ELO
	Competency
	Instructional Method
	Level of Learning
	Evaluation

	
	
	
	C
	P
	A
	

	1. Explain the purpose of the MAC plan and why planning for mobilization and contingency situations are important. 
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	2. Describe the importance of using a team approach. 
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	3. Define the various types of MAC situations.
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	4. Identify the MAC Planning Process phases.
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	5. Recognize tasks within each phase.
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	6. Illustrate the connection between ICYSE and the MAC Plan
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	7. Name the types of MAC Planning Tools that are available
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	8. Recognize the importance of having a well developed MAC Plan to use when a crisis arises.
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	9. Contemplate and plan for unknown variables to create a successful MAC Plan for future use.
	Functional Proficiency
	Online Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	


7. Distribution of Contact Hours:

	Topic Title
	HOURS

	
	Lecture / Didactic 
	Lab / Practical
	Online
	Audio-Visual
	Written Test
	Practical Test
	Other
	Total

	Lesson 1 — The MAC Plan
	
	
	2
	
	
	
	
	

	Lesson 2 — The MAC Planning Process
	
	
	1
	
	
	
	
	

	Lesson 3 — Pulling It All Together
	
	
	2
	
	
	
	
	


B. Module 2:

1. Title: Develop the MAC Plan

2. Module Description: Students will work through various contingency scenarios identifying required elements for a MAC Plan. Students will learn to identify stress indicators and behaviors expressed in children and how caregivers and parents can help children cope during stressful conditions. Students will identify and compile installation agencies, agency roles, and community resources available to assist in a crisis. Students will compile all information and formulate a workable Installation MAC plan.
3. References / Regulations:  

Title:  US Army Child and Youth Services Installation Mobilization and Contingency (MAC) Plan Workbook

Author:  US Army Child and Youth Services

Publisher Year:  n.d.

Edition:  NA

Volume: NA


ISBN:  NA

Publisher: NA

Quantity:  NA
4. Materials/Equipment:  Installation MAC plan,  Computer, Internet, www.imcomacademy.com account
5. Terminal Learning Objective:

	TLO
	Competency
	Assessment
	Outcome Application
	Outcome Assessment

	Given the MAC planning Process, develop the Mobilization and Contingency plan for your installation.
	Functional Proficiency
	Completed MAC Plan
	
	Viable MAC plan


6. Enabling Learning Objective:

	ELO
	Competency
	Instructional Method
	Level of Learning
	Evaluation

	
	
	
	C
	P
	A
	

	1. Given a variety of contingency scenarios, identify required elements for successful MAC planning
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	2. Consider planning for a widespread contingency threat by working through a Bird Flu Pandemic Scenario 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	3. Relate how CYS fits within the Garrison Emergency Operation Command team and the State and Federal Emergency Operations plan 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	4. Recognize that your MAC plan is a living document requiring frequent evaluation/revision. 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	5. Identify indicators of stress in children. 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	6. Understand strategies and methods used to mitigate stress in children. 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	7. Identify the importance of information on community resources 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	

	8. Develop a usable reference list of community resources available at your installation 
	Functional Proficiency
	Lecturette, Knowledge checks, Scenarios and practical application
	X
	
	
	


7. Distribution of Contact Hours:

	Topic Title
	HOURS

	
	Lecture / Didactic 
	Lab / Practical
	Online
	Audio-Visual
	Written Test
	Practical Test
	Other
	Total

	Lesson 1 — Working Your MAC Plan
	
	
	2
	
	
	
	
	

	Lesson 2 — Planning for Widespread Future Contingencies
	
	
	2
	
	
	
	
	

	Lesson 3 — Evaluating and Revising your MAC Plan
	
	
	1
	
	
	
	
	

	Lesson 4 — Stress Experienced by Children
	
	
	2
	
	
	
	
	

	Lesson 5 — Discover Community Resources
	
	
	1
	
	
	
	
	

	Final Assignment – Upload Your MAC Plan for Instructor
	
	
	
	
	
	2
	
	


IV.
Grading Policy:
A. Minimum Passing Score:  75% (C)
B. Minimum Standards:  Students will be required to achieve a grade of C or better in order to pass this course and receive credit for completion. Students are required to send in their updated MAC plan to the course instructor at the completion of the course in order to receive full credit for completion and eligible for ACE recommended credit.

V. Instructor Qualifications:  On file
VI. Trainer’s Guides:  NA
Appendix 5:  Online Business Case Template
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This online course is designed to provide Family and MWR Commercial Sponsorship professionals the
skills they need to run a successful sponsorship program. This eight module course covers all aspects
of commercial sponsorship in Family and MWR from history and regulations to pricing methods to
writing successful proposals. This course addresses the Commercial Sponsorship functional
competency. Simulations and knowledge checks found within each module test the student’s skills as
they progress through the training.

The course was designed in-house, avoiding a cost of approximately $240,640 had the course been
developed by an outside vendor, and originally launched on October 1, 2008. Course manager is
Gretchen Luongo. Course proponent POC at IMCOM G9 Corporate Sponsorship is Robert Vogl.

Total .

Completions to FY17 (_21 Projected _FY17 CEU ACE L_evel 1 Average
Date: Completions Completions Rating (1-5) Grade
895 kil 124 16 20 = 91%

Background & Needs Analysis

Commercial Sponsorship training had previously been conducted in the classroom, sporadically and at
high costs to Family and MWR. Corporate Partnerships at IMCOM G9 requested an on-line course that
would reach Commercial Sponsorship and Marketing employees in the field to provide them with
training on the methods and guidelines surrounding Family and MWR Commercial Sponsorship.

A thorough needs analysis was conducted in 2008 to determine the priority of content for the course.
The survey was sent to Marketing and Commercial Sponsorship Staff across Family and MWR world-
wide. For each of the topics presented, the survey participants were asked to rate both how important
they found the topic to their profession, and how confident they felt in performing the tasks associated
with the topic.

Of the 20 topics covered in the survey, we were able to determine that all topics presented were valid
for inclusion in the course. It was also possible to use this data to determine the amount of time spent
covering each subject based on the results.

The course content was provided by Corporate Partnerships program proponent Gabriele Drechsel and
was based primarily on the Corporate Sponsorship Desk Reference Guide. It was published in 2008.
The first major update occurred in FY12 to reflect changes in Commercial Sponsorship structure in
regard to terms and logos, etc.

The second major update was completed in FY15, with updated content and authored in an improved
authoring tool — Articulate Storyline. The new version publishes the course as one SCO per module
instead of one SCO per lesson greatly simplifying the publishing process. As a result updates to the
course in the future will be easier.

The course need continues to justify the comparatively low cost to deliver for the following reasons: 1)
this course is required training for all Commercial Sponsorship Managers within Family and MWR; 2)
the importance of understanding the regulations and guidelines for Family and MWR Commercial
Sponsorship; 3) the need for continual enrolliment since turn-over rate of target audience is
approximately 25%; 4) the potential for e-learning to reach a broader portion of the market; and 5) the





[image: image4.jpg]inclusion of the course element in the Family and MWR Academy’s Professional Development Plan
(PDP).

Course Description and Objectives

Goal: The Commercial Sponsorship Online Training is aimed at giving Family and MWR Commercial
Sponsorship professionals the skills they need to run a successful sponsorship program. This eight
module course covers all aspects of commercial sponsorship in Family MWR from history and
regulations to pricing methods to writing successful proposals. This course addresses the Commercial
Sponsorship functional competency. Simulations and knowledge checks found within each module test
the student’s skills as they progress through the training.

Learning Objectives:

Module 1: History, Guidelines Overview - Examine Commercial Sponsorship and it's history in the Army.

¢ Define Commercial Sponsorship and its + Differentiate between solicited and
history. unsolicited sponsorship.
+ Relate Commercial Sponsorships and its s Describe Army MWR Commercial
role to the army. Advertising.
s |dentify roles & responsibilities. * Review written agreements & standing
contracts

Module 2: Financial Management - Recognize Financial Management guidance and procedures within the
Commercial Sponsorship Program.

s Describe Commercial Sponsorship * |dentify the appropriate uses of NAF.
accounting procedures. * Recognize the rules regarding gifts &
» Interpret Financial Management operating donations to the NAFI.
guidance.

Module 3: Program Planning - Design a successful commercial sponsorship program.

e Formulate a systematic approach. * |dentify intangible and tangible sponsor
 Document the target market. benefits & relate to event equity and ROI.
e Construct an opportunities menu. o Describe pre-event, at-the-event and post
e Develop an annual solicitation marketing event tactics.

piece. * Create levels of sponsorship.

Module 4: Pricing - Determine value and pricing of commercial sponsorship

e Explain pricing theory. e Estimate values per impression.
s Outline a pricing plan.

Module 5: Successful Proposals - Create a successful proposal.

s Assemble a successful proposal. * Write tailored proposals.
* Develop creative packaging.

Module 6: Finding & Evaluating Potential Sponsors - Examine methods to find and evaluate potential
sponsors.

s Calculate event goals & deliverable results. + Systems for management, documentation &
e Practice cold calls. evaluation.
* Prepare for meeting & making the sale.





[image: image5.jpg]Module 7: Event Management - Manage events successfully.

* Plan an event using the overall planning s Formulate a Media Plan.
worksheet. * Prepare an action plan.
e Examine communication tools and
marketing components.

Module 8: Sponsor Support - Support the sponsor.
» Manage sponsor involvement in planning

e Prepare for event day
* Write post-event report

Method(s) of Instruction

The course uses Level 2 and 3 Interactivity with simulated forms. Knowledge checks are placed
throughout to focus on objectives. Students are tested at the end of each module with a 75% correct
response required to pass.

Commercial Sponsorship Online Training is an interactive online course that uses a combination of
presentation and simulation based learning, placing the student in common situations they may find
themselves facing on the job. The simulations allow the students to choose how they would react to
certain situations and the training provides feedback based on their choices. The course also provides
students with downloadable job aids, web resources and samples to enhance the learning experience
and provide students with a toolkit they can immediately use on the job.
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Action Plan

Develop and Sustain the Family and MWR workforce by providing high quality e-learning,

performance support, and a professional development program.

KEY ACTION WHO QTR # of HOURS What are you doing
Course Course
Management | Manager
Update Course 1st FY17 | 120
course —CS | Designer/devel
Refresher oper
Version
Level 3/4 Course

Manager FY17

Total Man hour Requirements (total

from above) X FTE ($65)

Contract/Vendor costs

Total LMS allocation
(Spreadsheet tab 4)

Total Other Costs

$11,700.00
s |
$14,493.54 |

Conclusion and Recommendation

Conclusion:

In FY17, the estimated resource requirement to host and provide course management plus
develop a 1-2 hour refresher version of the course is approximately
trend analysis and number in target audience, it is projected that an average of - students will
complete this required course in FY17. This calculates to projected per student cost of $- As
more students complete the course, the cost to deploy the course decreases. Course
completion numbers indicate a continued need for the Commercial Sponsorship Online Training
and outcome metrics exceed standards. High student test scores show mastery of the material
presented, and high satisfaction scores indicate the course meets student expectations and the
content remains relevant to Commercial Sponsorship and Marketing Managers and supporting

staff.

Recommendation:

. Based on the

Recommend online fielding of the Commercial Sponsorship Online Training in FY17 and
develop a 1-2 hour online refresher version of the course.
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