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CHAPTER 2

COMBINED ARMS AND SERVICES STAFF SCHOOL

STAFF PROCESS COURSE

(701-1-250-C10)

(701-1-250-C10/2A IDT and 701-1-250-C10/2B)

______________________________________________________________________________
 1.  MISSION


The mission of the Combined Arms and Services Staff School (CAS3) is to train Active Component (AC) and Reserve  Component (RC) Army officers to function as staff officers in the field.  CAS3 is the proponent for the STAFF PROCESS COURSE (SPC), the second phase of the Captains Career Course (CCC) under the Captain Professional Military Education Program.

2.  COURSE GOALS

The goals of the Staff Process Course are to:


--Improve an officer’s ability to analyze and solve military problems.


--Improve an officer’s communication skills.


--Improve an officer’s ability to interact and coordinate as a member of a staff.


--Improve an officer’s understanding of Army organizations, operations, and procedures.

3.  DESCRIPTION

     a. The SPC is an educational requirement for AC and RC officers. For most AC officers, Phase II of the CCC is completed immediately following their branch school training.  Reserve Component (RC) officers are encouraged to program their Staff Process Course of the CCC as soon as possible upon completion of their branch school training.

b.  Relationship of nonresident and resident courses.

(1) The SPC is conducted in residence at Fort Leavenworth and at Professional Development (PD) brigade schools throughout the United States and overseas (see Appendix C).  SPC for AC and selected RC officers is an intensive five week resident course at Fort Leavenworth.  PD brigade classes for RC and selected AC officers (only three AC officers are allowed per RC staff group) consists of 29 days of  intensive instruction conducted at Professional Development (PD) Brigade Schools or other locations throughout the US and overseas.  The 29 days of instruction is divided into two phases (Phase IIA and IIB).  Phase IIA classes are normally conducted during Inactive Duty Training (IDT) assemblies.  These classes are scheduled one weekend per month (16 hours) and referred to as a Multiple Unit Training Assembly (MUTA) 4.  On a limited basis, Phase IIA classes may also be conducted during one fourteen day Active Duty Training (ADT) period.  Phase IIB classes are conducted during one fifteen day ADT period.   When SPC is conducted in two ADT periods of 14 and 15 days, there must be at least three weeks between the two ADT periods.  Curriculum descriptions of the SPC are found on the CAS3 web page (https://cgsc2.leavenworth.army.mil/cas3/index.asp).

           (2)  Military education level (MEL) code “N” indicates completion of SPC for both AC and RC officers.

     c. Course structure
         (1) The Staff Process Course has a scenario-based curriculum.  Each class is organized into a 12-person, combined arms staff group led by an experienced field grade officer called a staff leader.  It is an interactive, hands-on course  emphasizing problem solving, communication,  and staff coordination.  The course stresses higher cognitive skills such as analysis, synthesis, and evaluation.  

         (2) The scenario is divided into exercises beginning with a course in staff techniques and proceeding to increasingly complex problems in training management, mobilization and deployment, preparation for combat, and Operations Other Than War.  Leadership subjects, such as Army values and ethical decisionmaking,  are also key components of the curriculum.  Each student must demonstrate an ability to communicate verbally and in writing throughout the course.


  (3) RC staff groups conduct the same Program of Instruction as AC staff groups at Fort Leavenworth, with some minor exceptions due to copyright issues or the absence of institutional support facilities.  They are organized, manned, and conducted under the guidance and supervision of The Army School Systems’ (TASS) Divisions of Institutional Training (DIVITs), which have Professional Development (PD) brigades.  Each PD Brigade is the headquarters for both the CGSOC and CAS³ battalions, which are responsible for administering and conducting CGSOC and CAS³, respectively. USAR staff leaders assigned to the CAS3 battalions conduct their training and certification at Fort Leavenworth with AC staff groups and in their TASS regions with USAR staff groups. The Directorate of NonResident Studies, Command and General Staff College, provides administrative support for RC students enrolled in CAS³.  At the end of the course each student receives a certificate of completion and a diploma.  Because of course structure, students must begin and complete the Staff Process Course with the same staff group.   

4. ENROLLMENT CRITERIA
      a.  All AC and RC Army officers must meet the height and weight standards prescribed by AR 600-9, TRADOC Regulation 350-18 (Training--The Army School System (TASS)), and DA Message 01 11 081650Z, Mar 95. Overweight officers will be returned to their units.  


b.  All AC and RC officers must have satisfactorily completed their branch phase of the CCC.  If an officer has been granted constructive credit for OAC and/or the branch phase, a copy of the document awarding credit IAW AR 350-1 (Army Training and Education), usually a DA Form 1059, must be in the officer’s personnel file.

    
c.  Department of the Army civilians may not attend the Staff Process Course.


d.  Sister services and international officers may not attend the Staff Process Course.

5.  SELECTION AND ATTENDANCE AT FORT LEAVENWORTH


a.  Active Component 
officers are automatically given an ATRRS reservation for the SPC when they enter the branch phase of the CCC.  If the officer 
is under the old system, he needs to present an OAC Completion Certificate to the unit ATRRS officer to receive a reservation to the Fort Leavenworth classes.


b.  If the officer does not attend at Fort Leavenworth directly from the branch phase, unit commanders must ensure that travel orders are not published and that students are not allowed to depart their units unless they have completed their Officer Advanced Course and/or branch phase and are fully qualified in all other respects.  Students attempting to in-process at Fort Leavenworth who have not completed an OAC or the branch phase will be returned to their units.

6.  SELECTION AND ATTENDANCE AT CAS3 Battalion SCHOOL 


a.  It is especially important that students note the requirement to complete the branch phase of the CCC before attending the SPC.  The student will present an OAC completion certificate, Academic Efficiency Report, or the CAS3 battalion will check ATRRS for a record of the student’s completion of OAC.

      
b.  IAW TR 350-18 and DA Message 01 11 081650Z, Mar 95 (APFT and Height/Weight Requirements), overweight officers reporting for Phase IIA or IIB will be returned to their unit.

      
c.  Attending a nonresident CAS3 staff group does not, by itself, constitute automatic enrollment in the Staff Process Course.  Until an officer’s ATRRS reservation is approved by DNRS, that officer is not officially enrolled on the course proponent’s data base which is the official record holder for the Staff Process Course.  Both the student and the CAS³ battalion staff and faculty must ensure prospective students meet all eligibility criteria before obtaining an ATRRS reservation or attending the SPC.  No credit is given for course work while attending in an ineligible status.

     
d.  The academic year begins on 1 October of each year and ends 30 September of the following year.  The year is normally divided into two instructional periods (Phases IIA and IIB).



(1)  Phase IIA usually begins on 1 October of each year and usually ends in May.  Instruction is normally conducted one weekend per month (MUTA4).  Times and locations are specified by the CAS3 Battalion.  CAS3 Battalion Commanders may configure the Phase IIA in any two or more day increments, with approval of the proponent.



(2)  Phase IIB is normally a 2-week (15 day) period of instruction conducted at various locations in the seven TASS regions and overseas.  Phase IIB sessions are usually conducted between the beginning of June and the end of September.  Students must complete Phase IIB within 12 months from the first day of Phase IIA.


e.  CAS3 Battalion Commanders establish course dates for their classes.  Students should contact their unit’s ATRRS quota manager, their personnel manager, CAS3 Battalion Commanders, or go to the DNRS home page (https://cgsc2.leavenworth.army.mil/nrs) to view class locations and start dates.  


f.  Students should complete Phase IIA and IIB of the Staff Process Course with the same staff group in which they began due to the uniqueness of course structure and the need for staff cohesiveness and group dynamics.  Students/instructors must receive approval from the proponent for transfers from one staff group to another.  Transfers are DISCOURAGED.


g.  In accordance with CAS3 Bulletin No. 7, Student Absences and Early Release from CAS3, a student who misses more than 3 days of instruction for any reason will not be granted credit for attendance.  This is a cumulative total of both Phase IIA and IIB.  Battalion commanders may request exceptions to this policy from the proponent.  Below are some examples of such situations.  



(1)  If a staff group has 7 monthly MUTA4s of 16 hours each (total of 112 hours), a student may be absent for only one of the 16-hour (MUTA4) assemblies.  Staff leaders must arrange make-up sessions with the absent student.



(2)  If a staff group has 80 hours of class time during Phase IIB, a student may be absent for 6 hours.  Instructors need to arrange make up sessions with the absent student.  


h.  CAS3/DNRS must be notified of any student who discontinues the course:



(1)  Battalion Commanders/staff leaders need to notify DNRS prior to ATRRS correction that a student is not attending.


      
(2)  If the disenrolled student causes the class size to fall below the minimum class size requirement, a written waiver request needs to be submitted to CAS3 through the Training Brigade Commander and DNRS.  With the approval of Director CAS3,classes may be disbanded or joined with another class if the class size falls below the minimum number of eight.  

7. ENROLLMENT PROCEDURES


a.  Successful student enrollment in a CAS3 Bn School is accomplished by:

         
(1)  Knowing the ATRRS class schedules.

        
(2)  Completing a DA Form 1058-R or an ATRRS Automated Training Application System (AATAS) worksheet.  (Neither one of these forms asks for enough information to determine whether the student officer is eligible for the course; units should request copies of OAC Completion Certificate and APFT card.)

         
(3)  Giving the application to the proper ATRRS operator.

          
(a)  TPU officers give it to their unit ATRRS operator.

          
(b)  IMA and IRR officers give it to their AR-PERSCOM personnel manager.

          
(c)  ARNG officers give it to their TAGs ATRRS operator.

          
(d)  AC officers send their application to the PERSCOM ATRRS operator.  Only three AC officers are allowed per staff group for a CAS3 Bn class.


b.  After classes are underway, DNRS may request a CGSC Form 59 or a word processing sheet on each student to get the correct administrative data for the official record.

8. ACADEMIC STANDARDS AT A CAS3 BN SCHOOL  


a.  Students must complete all requirements of the Staff Process Course, demonstrate IMPROVEMENT to their staff leaders, and meet their staff leaders' established standards.


b.  Students must meet the academic ethics standard as described in chapter 1 of this catalog.


c.  Attendance is important!  IAW CAS3 policy, students must attend scheduled SPC classes or the CAS3 BN CDR will recommend disenrollment to DNRS/CAS3.  Accreditation officials will check the attendance rosters on their visits.  Occasionally, DNRS will request copies of the attendance rosters.

   
d. Detailed procedures are found in CAS3 Bulletin No. 4, Evaluation of Student Performance, 18 March 2003.

9. TIME LIMITS FOR COMPLETION AT A CAS3 BN CLASS

Students must complete the Staff Process Course within an academic (training) year (1 Oct to 30 Sep) or one 12-month period.

10.  DISENROLLMENT FROM A CAS3 BN CLASS  

   
a.  PD brigade commanders, in conjunction with CAS3 battalion commanders, have the authority to deny enrollment to overweight officers.   The officer will be returned to his unit and a memorandum addressing the officer’s failure to maintain height/weight standards will be forwarded by the PD brigade commander to the first general officer in the overweight officer’s chain of command.


b.  The Commandant, USACGSC, is the final approving authority for dismissal due to violations of academic ethics, failure to maintain height and weight standards,  or any other recommendation for dismissal.  Students are disenrolled for the reasons summarized below:



(1)  Students whose personal conduct is such that their continuation in the course is not appropriate will be disenrolled.  No formal adjudication of guilt by a military or civilian court or by a commander under the Uniform Code of Military Justice (UCMJ), Article 15, is necessary to support a dismissal under this paragraph.

(2)  Students whose academic progress, demonstrated motivation, attitude, or conduct (although not cause for formal disciplinary actions):



(a)  Are prejudicial to the interests of other students or the US Army.



(b)  Make it extremely unlikely that the student can successfully meet the standards established for graduation. 


c.  Dismissal of students can be either an unqualified release or an elimination action.  



(1)  Unqualified release refers to a dismissal on the basis of compassionate or emergency situations.  In these instances, the appropriate PD Brigade Commander or CAS3 Battalion Commander will verify the circumstances and expedite the dismissal.  Students who cannot complete 90 percent of the course will be disenrolled.  The Directorate of NonResident Studies must be notified of any disenrollment.



(2)  Elimination refers to a dismissal for cause.  There are many reasons for dismissal for cause.



(a)  Regulatory (failure to meet  weight standards).



(b)  Special situations such as courts-martial, serious civil convictions, AR 15-6 investigations, medical, parent command requests, and voluntary withdrawal for cause (conduct or academic).



(c)  Personal conduct (disciplinary actions or academic ethics violations).



(d)  Failure to make academic progress.



(e)  Demonstrated motivation, attitude, or conduct that (although not requiring formal disciplinary action) that is prejudicial to the interest of other students, the CGSC, or the US Army; or where it is unlikely that the student can or will successfully meet the standards established for graduation.



(3)  CAS3 Battalion Commanders will follow the procedures outlined in chapter 1 of this catalog for unqualified releases and eliminations.  Forward disposition requests to:













Directorate NonResident Studies







280 Gibbon Avenue







Fort Leavenworth, KS  66027‑2314


d.  The future of students eliminated for cause is dependent on a recommendation of an academic board and a final decision from the CAS3 Director and/or CGSC Deputy Commandant.

11. REENROLLMENT IN A CAS3 BN CLASS


a.  Students disenrolled as an unqualified release may reenroll once.  


b.  Students apply for reenrollment through their units and by obtaining an ATRRS reservation.
12.  CRITERIA FOR CAS3 BN CLASSES


a.  All students must remain with the same staff group unless a written exception to policy is granted by Director, CAS3, through DNRS.


b.  All students must complete all course requirements within one training year.


c.  All academic requirements are met as verified by the CAS3 staff leader and CAS3 Bn Cdr.  


d.  IAW CAS3 policy, CAS3 Bn students must attend their classes while enrolled.


e.  All students must meet the height/weight standards in accordance with Army regulations.

13.  CAS3 BN CLASS GRADUATION PROCESSING


a.  Battalion Commanders must annotate on ATRRS that the students completed training by assigning a "G" by the student's name.  Staff leaders should call their regional coordinator at DNRS to indicate their class has the "G" annotation.  If there are any discrepancies, DNRS will call the Battalion.


b.  Students must have their correct name, rank, and address on ATRRS to receive their graduation paperwork (Diploma and Completion Certificate).  To ensure students receive their diploma and completion certificate in a timely manner staff leaders will send an accurate student roster, complete with student mailing addresses to NRS.  The roster can be mailed or faxed to the Regional Coordinator at NRS.  The fax number is (913) 758-3402.


c.  DNRS will use the ATRRS class ending date for the graduation date.


d.  Battalions may have graduation ceremonies; however, the students will receive their diplomas and Staff Process Course Completion Certificates through the mail.

14.  NR SPC REPORTS AND RECORDS
      A summary of reports prepared and distributed for CAS3 students follows:












INDIVIDUAL
  AR-PERSCOM        PERSCOM   
NGB

Notice of Enrollment Report
X*


Disenrollment      

X*


SPC Completion Certificate
X*
                X
                     



Diploma                     

X*

NOTE:  *Sent to student's home address.

15.  ACADEMIC CREDIT HOURS (RC Students Only).


a.  The term "academic credit hour" is used for retirement and participation points only.  There is no relationship between "academic credit hours" and "semester hours," "quarter hours," or other similar terms to determine equivalent college credit.


b.  Students enrolled in PD brigade option receive retirement/participation points for attending IDT assemblies and ADT.  PD Bde Cdrs/CAS3 Bn Cdrs are responsible for reporting participation points earned for IDT and ADT attendance to the agency responsible for the student's personnel records.


c.  Students must attend at least 90 percent (26 of 29 days) of the classes to receive credit.


d.  No participation points are awarded to students ineligible to receive instruction or to personnel not enrolled in the course.
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