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      July 2007
DIRECTORATE OF MORALE, WELFARE, AND RECREATION 

STANDING OPERATING PROCEDURES (SOP)

SPONSORSHIP TRAINING
1.
Purpose: Prescribe procedure for administering the Army Community Service (ACS) Sponsorship Training.
2.  Reference:  


  a.  AR 608-1, Army Community Service Center, para 4-29, 
06 December 2006.

  b.  AR 600-8-8, The Total Army Sponsorship Program, 4 April 2006.
3.  Scope:  To provide ACS Staff guidance on conducting Sponsorship Training.

4.  General:  The Relocation Readiness Manager (RRM) shall oversee the Sponsorship Training Program on Fort Leonard Wood (FLW).

5.  Procedures:


  a.  The Relocation Readiness Assistant or designee will provide a 1-hour class on Sponsorship Training from 1300-1400, the second Thursday of every month in Building (bldg) 470.  Instructor should provide classroom space and a television and VCR.

  b.  The classroom will be scheduled telephonically or electronic mail (e-mail) to the Building Manager of bldg 470 on a monthly basis.  The Building Manager will confirm the scheduled classroom space through an e-mail message.  


  c.  Training dates and times will be disseminated through the post e-mail system on a monthly basis to all operations sergeants of all units (Annex B).


  d.  Units will be required to schedule attendees for the class by calling 596-0212 or 6-4347.  
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    e.  The classroom will accommodate 30 students.  When the class if full, students will be scheduled for the next available Sponsorship Training class.

    f.  A television and VCR will be set-up prior to the training, in room designated.  If the room does not have a permanently affixed television or VCR, the Relocation Readiness Office bldg 470, room 1126 has a television that can be used for Sponsorship Training.

    g.  Sponsorship Training will be conducted as outlined in the Sponsorship Training Lesson Plan (Annex A).
    h.  All class attendees will be required to sign the ACS Group Sessions Log, DA Form 5900 (Annex C).  All attendees will also be required to complete ACS Training Evaluation, FLW Form 65 (Annex D).





                            TAMMY E. CALL

                                 Director, Morale,

Welfare, and Recreation

Annex A:
Sponsorship Training Lesson Plan

Annex B:
Training Notification Message

Annex C:
DA Form 5900, Army Community





Service (ACS) Group Sessions Log

Annex D:
FLW Form 65, Army Community





Service Training Evaluation

Annex E:
The Sponsor’s Guide

ANNEX A

Sponsorship Training

Lesson Outline
SECTION 1 - Introduction 

Method of Instruction:
Training

Time of Instruction:
1 hour

Training Aids:


Television/VCR

Videos:  Sponsorship Help for Those on the Move (RT 5 min)
              The Total Army Sponsorship Program (RT 18 min)
     Handouts:  The Sponsors Guide

 Loaner Closet hand receipt

 Army Emergency Relief (AER) Brochure




 Exceptional Family Member Program

Primary Learning Objective

    (At the completion of this lesson the student will…)

Action:


Increase knowledge of army regulation 600-8-8 on the Total 





Army Sponsorship Program

Conditions:  


Give information about requirements of a sponsor, what they 





can obtain from the Relocation Readiness Office to assist.  






Provide a sponsors guide to follow

Standard:


Ensure that attendees have the proper tools and information





to effectively sponsor newly arriving personnel to FLW 

Evaluation:


Class participation by questions, and answers.  Formal 
evaluation for participants to fill out.

SECTION II – Presentation
Instructional Lead-In:








1.  “Welcome to Sponsorship Training.”  Introduce self… inform attendees that they will be viewing a video presentation, and receiving information that will be helpful in performing the duties of a sponsor.

2.  Pass around the Group Sessions Log, DA Form 5900 and have all attendees sign in.  Pass around the Sponsors Guide booklet.

3.  Place the videotape in the VCR for the presentation on 
Sponsorship Help for Those on the Move, and The Total Army Sponsorship Program.


4.  Ask if there any questions from the video.  

5.  Show class sample SITES booklet (provides information geared to the mover from Location, Employment, To Helpful Moving Tips and Plan My Timeline), FLW welcome packet (show information that is provided in welcome packet). 



6.  Inform class that the Lending Closet has many items available to assist newcomers with household items until their household goods arrive.  Pass around a Lending Closet Hand Receipt (Annex E).  Explain that items can be checked out for 30 days.  Extensions can be granted.  Vacuum Cleaners and Carpet Cleaners are on a 24-hour check out only.
7.  Explain that Army Emergency Relief (AER) is available to those personnel relocating who are having trouble with initial rent and deposits.  Also, explain that there is also a Waiver of Utility Deposit Program located in Housing Room 1208.
8.  Provide class with handouts on EFMP, Employment Readiness and Financial Readiness.  Explain that all these programs are tools they can use as a resource when assisting newly arriving personnel they are sponsoring.

9.  Ask if there are any questions.

10. Pass out Training Evaluation forms (FLW form 65)
ANNEX B
      

Sponsorship Training is conducted every month at 1300-1400 in Bldg 470, Room 2221*. Training is 
one hour in length. The next training is on 12 July 2007. 

Please call the Army Community Service (ACS) Relocation Readiness office at 596-5627 to schedule your personnel for the next Sponsorship Training. 

We ask that you call and sign up to ensure that enough class material is prepared, thank you for your assistance. 

* Room Subject to change, please call to verify Room number. 

ANNEX C

	ARMY COMMUNITY SERVICE (ACS)
GROUP SESSIONS LOG

	1. TITLE OF SESSION

        Sponsorship Training 
	
	2. DATE (YYYMMDD)

                      

	3. GIVEN TO

        

	4a. LAST NAME 
	4b. FIRST NAME
	4c.          SSN
	4d. STATUS 

(Active Duty, Reservist, Retired, Family Member, Civilian Employee)
	4e. SPONSOR   

         RANK
	4f. SPONSOR 

          UNIT
	4g.   1st  

    TERM

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


DA Form 5900
ANNEX D

Army Community Service

Feedback/Evaluation Form
Name of Training:                                                                                          Date: _______ 

Name of Instructor:  


Please check appropriate boxes:

· Service Member:  Rank                      Unit     

· Family Member   






· Retiree  

· Family Member of Retiree

· DoD Civilian

· Other  

Please circle the appropriate response for each of the following:       Strongly


           Strongly
	Content and presentation……
	Disagree
	
	
	  
	Agree  

	1.  The session was well designed.

(Pacing, adequate time for Q & As, etc.)
	1
	2
	3
	4
	5

	2.  The handouts/training materials provided useful content both in the session and for future reference.
	1
	2
	3
	4
	5

	3.  The instruction met the stated objectives.
	1
	2
	3
	4
	5

	4.  Content met my expectations.
	1
	2
	3
	4
	5










       Strongly


      Strongly
	The Instructor……
	Disagree
	
	
	
	  Agree

	1.  Demonstrated knowledge of content.
	1
	2
	3
	4
	5

	2.  Used effective presentation skills.
	1
	2
	3
	4
	5

	3.  Involved students in discussion.
	1
	2
	3
	4
	5


Please tell us….

	1.  What did you like best about this training?


	
	
	
	
	


	2.  What would you do to improve this training?
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