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General Information

On behalf of the Proponent Sponsored Engineer Corps Training (PROSPECT) Program, we
want to welcome and thank you for participating and realize that success of PROSPECT and
success of the USACE Learning Center (ULC) depends heavily on you and support from your
Division/District. We are here to assist you in any way we can.

Your primary goal as an instructor/facilitator is to deliver planned information using approved
lesson plans in a professional course environment that promotes learning and improvement in
job performance. Your preparation and openness to delivering instruction in efficient ways
using existing technologies provide the key to the success of your course(s).

To aid you, please become familiar with this checklist of “Things to do.” These items provide
key PROSPECT Program policies and procedures that PROSPECT instructors/facilitators
should follow to support requirements of International Association of Continuing Education and
Training (IACET), American Institute of Architects (AlA), National Society of Professional
Engineers (NSPE), American Institute of Certified Planners (AICP), Project Management
Institute (PMI), and USACE PROSPECT.

Occasionally, a ULC course manager or quality assurance/control representative will evaluate
instructor delivery and courses for content, methodology, curriculum applicability, and
compliance with Systems Approach to Training (SAT) requirements. The ULC will notify the
lead instructor prior to a scheduled visit.

Again, thank you and your organization for participating in and supporting PROSPECT.

ot et —

ohn E. Barnett
Chief, USACE Learning Center



PROSPECT Instructor/Facilitator Qualifications

(Adapted from Jacques LeCavalier's (le groupe Mentor inc., Montreal) “Commonsense Criteria”
for SMESs)

Mastery of subject content and tasks.

Knowledge of the target audience to be trained.

Knowledge of the project context.

Enthusiasm.

Availability.

Credibility with the organization, management and, specifically, with the students to be
trained.

Communication skills.

“Understanding of the organizational big picture” and its business processes.

Desire to see adult learners succeed.

PROSPECT Instructor/Facilitator Requirements

A prior graduate of course of instruction.

Attend an instructional techniques course.

Monitor one class session prior to scheduling full instructor responsibilities.

Use “PROSPECT Instructor Toolbox” located on ULC website under “How Do I... View
References/Tools: http://ulc.usace.army.mi/PROSPECTToolbox.aspx.

Be familiar with Student Guide — Standards of Conduct (Arrival/departure, attendance, attire,
academic integrity).

(Anonymous): Effective instruction/facilitation of learning is far more challenging than
briefing. Instructors/facilitators take responsibility to guide student learning using interacting
and engaging techniques that encourage and challenge learners to meet lesson objectives.



(THINGS TO DO)

M Before You Arrive

Ensure you have and/or know the following:

A.

Course Manager-provided information to include Instructor Information Sheet, pre-course
student roster, packing list, Student Reporting Instructions (SRI) and accommodations for
physically-challenged learners that may require assistance/support.

This Instructor Handbook.

Approved orientation lesson plan (available on ULC website under PROSPECT Instructors’
Toolbox): http://ulc.usace.army.mil/PROSPECTToolbox.aspx.

. Approved Lesson Plan(s) and Training Aids. NOTE: Your training aids should be relevant

and in good taste.

Student Guide — Standards of Conduct (Arrival/departure, attendance, attire, academic
integrity)

NOTE: If your course offers Learning Units (LUs) from the American Institute of Architects
(AIA), there are four required AlA slides, and an additional “AlA Course Attendance Roster
(Template), all available in PROSPECT Instructors’ Toolbox:
http://ulc.usace.army.mil/PROSPECTToolbox.aspx. Have AIA members (only those that
have AIA membership numbers) fill out the AIA Course Attendance Roster in addition to the
ULC attendance roster and return it to ULC along with all other material.

M Standard of Conduct

When you instruct/facilitate in the PROSPECT Program, you are representing the Chief of
Engineers; therefore your actions and dress should reflect accordingly.

M Day Before the Course Starts

A.

B.

Ensure the classroom name and session starting time are posted for students.

Verify arrival/availability of course material and support equipment, e.g., audiovisual
equipment, screens, easels, and set up/be prepared to set up the classroom.

NOTE: SECURITY OF WRITTEN TESTS: Written tests are included with course materials
for course sessions delivered outside of Huntsville, AL. In this case, immediately locate all
test materials (test booklets, scoring key) and secure them away from the classroom and
outside of student view (e.g. hotel/motel room safe/safe location) until it's time to administer
pre- or posttest to students. Never leave test material out in the open or unattended
where students can gain access. Immediately notify your course manager if any test
material is lost/compromised. For course sessions delivered in Huntsville, AL, your



course manager will ensure test security, but you must ensure test security if/when test
material is given to you to administer/proctor.

. Check the requirements to determine authorized equipment and services such as typing and
reproduction. DO NOT ASK FOR OR RENT ANY EQUIPMENT REQUIRING PAYMENT
BY THE USACE LEARNING CENTER WITHOUT PRIOR APPROVAL.

. Ensure equipment operates properly and that you have a spare bulb.

Locate fire exits, evacuation staging locations, restrooms, hotel facilities, and local
restaurants, for the next day’s welcome and orientation.

Identify points of contact/procedures to secure classroom and equipment during lunch and
after class.

M First Morning of the Course

. Arrive at least 15 minutes before class starts and ensure all is ready. Provide
accommodations for students with disabilities.

Remember, all test materials (test booklets, scoring key) should be secured and secured
away from the classroom and outside of student view (e.g. hotel/motel room safe/safe
location) until it's time to administer pre- or posttest to students. Never leave test material
out in the open or unattended where students can gain access.

. Introduce the course using the “Welcome and Orientation” lesson plan. Some key points:

. Inform students when the session starts and ends as indicated in the Student Reporting
Instructions. The policy of the PROSPECT Program is to end the course at the scheduled
time to ensure course completion and retesting if required. We discourage making
exceptions in this matter except in case of an emergency. Flight/airline conflicts are not
emergencies.

Inform students they must be present and on time for the entire course session as stated in
the Schedule of Instruction. Students that miss more than 5 percent of a course are not
eligible for a completion certificate, unless absence was due to a valid emergency or illness.
See Student Code of Conduct in PROSPECT Instructors’ Toolbox. If any attendance
problems, ilinesses, or emergencies occur, notify the course manager before taking any
action; make a record of the incident; and forward the report to the course manager. If a
student leaves the course before it officially ends, withhold the completion certificate and
forward it to the course manager with a note explaining, in as much detail as possible,
student departure time, reason, and any extenuating circumstances.

Inform /assist students of/with the following:

(1) Use the provided #2 pencil to complete all scan forms. Recomplete pen-marked scan
forms. Refrain from making any extraneous marks, avoid bending or folding, erase any
changes or corrections completely and mark response clearly, and complete all
information and blacken the corresponding ovals.



(2) Review the pre-course roster and make necessary changes or additions.

(3) Assist students in completing registration forms to eliminate commonly found mistakes
(consider writing these on white board or placing on slide:

(a) Don't space between letters of name; e.g., enter “SMITH”, not “SM I T H".

(b) Enter session number as (FY and 2 digit session number; e.g., “1502” (FY 15,
session 2). Do not enter “0002”.

(c) Identify correct occupational codes (Appendix A).

(4) Faxing SF Form 182s or other training forms to the Registrar’s Office, 256-895-7469, if
payment has not been made by credit card.

G. Check payment receipt i.e. pay.gov, funded SF 182.

H. Collect and verify accuracy of registration forms, pre-course student roster, other training
forms, and pretests (if applicable). Fax or email the corrected Pre-Course student roster to
the course manager/technician not later than the end of the first day. Fax number will be
provided by course manager/technician.

M During the Course

Secure USACE equipment and after class and during lunch breaks. Some equipment, such as
laptops and projectors may need to be stored in a locked room or in the guest rooms.

Reminder: Never leave test material out in the open or unattended where students can
gain access. Immediately notify your course manager if any test material is
lost/compromised.

M Last Day of the Course

A. When all students have completed all training, critique the tests by reading the question
stem and the correct answer. When applicable, be prepared to work individually with
students that score below minimum passing. Allow students to retest only after providing
specialized individual instruction.

B. Have students complete the end-of-course evaluation, and stress the importance of their
feedback, used to evaluate their reaction to course delivery factors. NOTE: ACCOMPLISH
THIS BEFORE PRESENTING CERTIFICATES OF COMPLETION.

C. Place the annotated/corrected pre-course student roster, registration forms, test
booklets/answer sheets, and course evaluations in the envelopes provided along with
material that will be used again. Return audiovisual aids and reusable publications using
the return mailing label provided.



Please call the mailing service by 10:00 a.m. on the last day of the course for pickup of
boxes. Be specific as to address, number of boxes, and account number. Pre-addressed
labels are provided.

Return envelopes and boxes to the following:

US Army Corps of Engineers
550 Sparkman Drive

Tom Bevill Center

ATTN: ULC Warehouse
Huntsville, AL 35816

D. If USACE equipment was used in your training secure the equipment with cables, remotes,
and microphones in the case provided and place it in an area separate from other
equipment (rental or hotel) for pickup by the mailing service no later than one hour after
class ends on the last day of the course.

E. Key ULC staff phone numbers are at Appendix B. Contact us if we may assist in any way.



Appendix A

Most Used Occupational Series -
General Schedule (GS)

Miscellaneous (GS-000)

Safety Manager.........cccoeeeeeeeeiieeeeeee 018
Safety Technician ............cccoeeeieeieeee. 019
Community Planner..........ccccccceiiiiennnennes 020
Community Planner Technician ............. 021
Outdoor Recreation Planner................... 023
Park Manager .........cccccveiiiiieeeiieiiin 025
Park Technician ........cccccccvvvviiiiiiinnnnnnnn. 026
Environmental Protection Specialist....... 028
Environmental Protection Assistant........ 029
GUIE .. 090
Training and Education ........................ 1750
Social Sci/Psychology/Welfare (GS-100)
ECONOMISt.....coovviiiiiiiiiiiiiiiiie 110
Geographer......ceeeieeeiiiiieieeeeeee, 150
HIStorian.........oovvvvviiiiiiiiiiiieee 170
SOCIOIOGISt ... 184
Recreation Specialist ...........cccccvvvvvennne. 188
Anthropologist...........oooviiiiiiiiii. 190
Archeologist.........coovvvvviiiiiiiiiiiiiiiiiiiieeee, 193
General Admin/Clerical/Ofc Svc (GS-300)
Project Assistant ...........coevvvvevviiiiiiiiinnne. 301
Mail and File Clerk ..........ccovvvvviiiiiinnnnnn. 305
Support Services Administrator.............. 342
Management Analyst .............cceeevvennnnnn. 343
Management Clerk/Assistant ................. 344
Program Analyst ..........ccccvvvvvvennnnne. 343/345
Biological Sciences (GS-400)

2] 0] (o]0 | ] AT 401
Microbiologist...........ooovviiiiiiii 403
Biological Technician ..............ccccccvvneen. 404
ECOIOQISt....ccevviiiiiiiiiiiiiiiiiiee 408
Z00I0QISt ...coeeiiiie e 410
Entomologist .........oooveeiiiiiiiiien 414
Plant Protection Technician.................... 421
Botanist.........ccovvviiiiiiiiiii 430
Plant Pathologist............cccovviiiiiiiiiiiinnnn. 434
Plant Physiologist............ccccoeeviiiiiiiinnnnn.. 435
Plant Protection and Quarantine ............ 436
Horticulturist.........cooovvviiiiiiiiiiiii 437
Range Conservationist...........cccccceveeeeen. 454
Range Technician..........ccccccovvvvviiinnnnnn. 455
Soil Conservationist ............cceeeeeeeeeeeeennn. 457
Soil Conservationist Technician ............. 458

Irrigation System Operation.................... 459

FOrester......oouieiiee e 460
Forestry Technician/Aid.......................... 462
S0il SCIENtISE......evvveeeiiiie 470
AGrONOMIST.....ccoeiiieieeeeeeeeee e 471
Fishery Biologist............ccccoeeiiiiiiiie. 482
Refuge Manager .............ccoceeeeeeeeeeeeee, 485
Wildlife BiologiSt..............vvvvveviiiiiiiiiiiinnes 486
Accounting/Budget (GS-500)

Staff Accountant.................eeeveeiiiiiiiinnnnn. 510
Account TechniCian............cccoeeeeeeeeeeeenn. 525
Budget Analyst/Officer..............ccceeeeen. 560
Medical/Hosp/Dental/Pub Health (GS-600)
Sanitarian ...........evveeeeiiieiiie 688
Industrial Hygienist..............ccccoeeeieeeen. 690
Environmental Health Technician/Aid.....698
Histopathologist/Cytology Tech.............. 646
Engineering and Architecture (GS-800)
General Engineer............cccccvvvvviiiiininnnns 801
Engineering Technician/Aid................... 802
Safety ENQINEer..........uvvviiiiiiiiiiiiiiiiiiiiens 803
Fire Protection Engineer......................... 804
Materials Engineer............ccccoeeeiiieieeen. 806
Landscape Architect..............ccoeeeeeeeenn. 807
ArChIteCt ... 808
Construction InSpection....................eeeee. 809
Civil ENQINEET.....ovviiiiiiiiiiiii 810
Surveying Technician............cccccvvvveenenee 817
Engineering Draftsman........................... 818
Environmental Engineer......................... 819
Construction Analyst ..............eevvvveennnnnns 828
Mechanical Engineer.............cccccoeeeeeeen. 830
Nuclear ENgin€er ...........cccceeeeeeeeeeeeeeeen 840
Electrical Engineer...........cccccoeeeeiieeee. 850
Electronics Engineer ............cccccoeeeeeeee. 855
Electronics Technician ........................... 856
Biomedical Engineer ..............cocoveevinnnnnn. 858
Aerospace Engineer...........cccccoeeieeieeen. 861
Naval Architect...........cccoeeeiiii, 871
Ship SUNVEYOTr ... 873
Mining Engineer ............cccceee 880
Petroleum Engineer.........ccccoooeevvieeninnnnnn. 881
Agricultural Engineer.........ccccccooooeeiiieee. 890
Chemical Engineer..........cccccvvvvviiivinnnnnns 893
Welding Engineer..........cccccvvvvviiiiiiinnnnnnns 894
Industrial Engineering Technician........... 895



Industrial Engineer.........cccccccvvvvvviiennnnn. 896

Legal (GS-900)

General AttOrNEY .......oooeevveeiiiiiiie e 905
Contract Representative ........................ 962
Paralegal Spec..........ccccoovviiiiiiiiiiiiiinn 950
Information (GS-1000)

Public Information .............coevvvviiiiiinnnns 1081
Technical Writer............cccc 1083
Business and Industry (GS-1100)
Contract & Procurement Specialist....... 1102
Purchaser ..........coovvveviiiiieieiiiiiiiiiiiiis 1105
Procurement Clerk & Assistant ............ 1106
Realtor Specialist............ccoevvevviiiiiinnnns 1170
Appraiser & ASSESSOr.........ccevveuveennnnnnn. 1171
Physical Sciences (GS-1300)

General Physical Scientist.................... 1301
Hydrologist.........coooeeiiiiiiieeiiee e 1315
Hydrologic Technician...............cc....... 1316
GEOIOGISE..... 1350
GEOUESISL..... e 1372
Land SUrveyor........ccccccvvvvveeeviiieeiieennne, 1373
Geodetic Technician ..............ooeeeeeen. 1374
Science Technician...........ccceeeeeeeeeeenn. 1311
ChemiSt......ccooee 1320
Metallurgist .........ooovvvvviiiiiiiiiiiiiiiiiiieeee 1340
Meteorological Technician.................... 1341
Oceanographer.......ccccoeeeeeeeeeeeeeeeeeeeennn 1360
Library and Archives (GS-1400)
Librarian...........coovvviiiiiiiiiiiiiiiiiis 1410
Library Technician..........ccccccccvvvvvnnnnnn. 1411
AMCNIVIST ..o 1420
Archivist Technician ...........ccccvvvvvveenne. 1421

Quality Assurance Inspection & Grading
(GS-1900)

Quality ASSUranCe ..............eeevveennnnnnnnnns

Quality InsSpection.............ccccevvveviiinnnnns

Appendix B

Key ULC Contact Numbers

DIr€CLOI'S OffICE ... e 256-895-7400
DT 01014V 1] £ ! (o] S 256-895-7403
=T 0 11 =Y S 256-895-7425
Engineering and Construction Training DiviSion ..............ccccccceeeenn... 256-895-7426

Installation Support (was Plans and Operations) Training Division .. 256-895-7407
ULC FaX NUMDET ...ttt 256-895-7465



USACE Learning Center
Attn: CEHR-ULC
P.O. Box 1600
Huntsville, Alabama 35807-4301
Telephone: (256) 895-7401
Fax: (256) 895-7465
Web Site: http://ulc.usace.army.mil
Facebook: http://www.facebook.com/USACELearningCenter




