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Office of the Division Surgeon
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30 July 2007              

     MEMORANDUM FOR RECORD

     SUBJECT: Classroom Reservation Policy (Policy Letter 2)  

1.  The primary mission of the Bridgewater-Vaccaro Medical Simulation Training Center (MSTC) is to provide realistic, standardized training to active duty, reserve, and National Guard 68Ws and combat-ready forces prior to mobilization and deployment. The secondary mission is to provide medical training resources to the Fort Drum community with a continuing education and certification focus. 

2.  Classrooms within the MSTC can be reserved and used for medical training by organizations that are associated with Fort Drum and the 10th Mountain Division. Organizations requesting training space must use the following procedures.
3.  MSTC staff will make every effort to accommodate class room reservation requests; however, space may not be available for the time frame requested. Units should consider planning their training when it does not conflict with the training currently scheduled and conducted by the MSTC staff.

4.  A memorandum requesting classroom space must be submitted to the MSTC not later than four weeks prior to the unit’s scheduled training.  The request must include the following information:  

     a.  Unit conducting the training.      

     b.  Name and contact information of the NCO or Officer in charge of the training who will be responsible for the training, equipment, and conduct of the trainers and students.

     c.  The type of training to be conducted. A certification course requires a Medical Director which must be provided by the unit conducting the training.  

     d.  Number of students to be trained. 

     e.  Names of instructors and their credentials.  

     f.  MSTC equipment needed to conduct the training. For example: mannequins, simulators, textbooks, and tests.  

     g.  A lesson plan must be submitted along with the request so the MSTC staff can review the plan to ensure that it follows approved doctrine.

5.  The classroom and equipment that belongs to the MSTC must be signed for by the OIC/NCOIC of the training (NOT a subordinate). Equipment that belongs to the MSTC will not be removed from the facility for any reason.

6.  Cancellation of classroom reservations should be done NLT five working days prior to the start date of the training. If the training is cancelled less than five working days from the training start date, or if the organization fails to honor the reserved time, the reservation will be cancelled and all future classroom reservation requests will require signature of an O-5 or higher within the unit chain of command.  

7.  POC is Mr. Harris at 772-6148 or email at daryl.lyle.harris@conus.army.mil .






     //ORIGINAL SIGNED//
BRADLEY D. FREY


CPT, SP

OIC, MSTC 
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