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Institutional Characteristics 

1. Name of Institution: Defense Information School (DINFOS) 

2. Institutions Address: 
6500 Mapes Road, Suite 5620 
Fort George G. Meade, MD 20755-5620 
Telephone: (301) 677-2173 
Web site: www.dinfos.dma.mil  

3. Branch Campuses: N/A 

4. History of Public Affairs and Visual Information Training 
Record, briefly, the history of the institution. Be sure to include such data as: 
a. Date of charter authorization. 
b. Date first students were in attendance. 
c. Date the institution graduated its first class. 
d. Type of control (state, county, city, federal, proprietary, industry, independent, etc. - see 
Form of Ownership pages of this manual). Establish as an exhibit a copy of the institution’s 
charter or enabling legislation/regulation along with the institution’s bylaws, etc. 
Several different schools provided formal training for military members to document and 
communicate their service story over the last 80 years. The consolidation of the Defense 
Information School and the Defense Visual Information School in fiscal 1996 and further 
consolidation with the Defense Photography School in fiscal 1998 created unified training for 
the Department of Defense. Advancements in information technology, base realignments, 
and closure initiatives have contributed to the evolution of DINFOS as it is seen today. The 
result is a single school dedicated to producing trained professionals in public affairs, 
broadcasting and visual information career fields. 

History of Public Affairs Training 
Prior to World War II, the armed forces’ public affairs mission was done through the civilian 
press.  The Army Information School, Carlisle Barracks, Pa, began training service members 
in 1946 to support formal communication training. The Army Information School operated 
through 1947, with the Navy, Air Force, and Marine Corps sending small numbers of 
students to the school. The Air Force operated a public information school at Craig Air Force 
Base, Ala., and the Navy established a journalism school at Great Lakes Naval Training 
Center, Ill.  

In 1951, the Armed Forces Information School attempted to establish a combined service-
training program, replacing the Army and Air Force’s information schools, which was 
unsuccessful. The idea was revisited by Secretary of Defense, Robert McNamara, and the 
Assistant Secretary of Defense for Public Affairs, Arthur Sylvester.  This lead to the 
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Department of Defense chartering the Defense Information School February 21, 1964 at Fort 
Benjamin Harrison, Ind.  

In 1992, the Deputy Secretary of Defense approved the consolidation of service training for 
public affairs, visual information and broadcasting under the direction of the American 
Forces Information Service (Exhibit: Memorandum Jul 1992). The Defense Information 
School moved to Fort George G. Meade in 1995. 

History of Visual Information Training 
The Army recognized the value of aerial photography during World War I and began training 
at Langley Field, Va. in 1917. The school moved to Chanute Field, Ill. in 1922 and activated 
a branch of the Air Corps Technical School in 1938 at Lowry Field, Colo. The Marine Corps 
and Navy sent small numbers of students to Lowry as well to receive training in a variety of 
photography-related courses. Lowry made history on January 28, 1943 as the first group of 
women to be trained at a military technical school was sent from the Women’s Army 
Auxiliary Corps to Lowry’s photography school to become laboratory technicians. In 1979, 
training for illustrators was consolidated from the Army signal school with Air Force training 
at Lowry Air Force Base.  In 1992, the Defense Visual Information School (DVISCH) was 
created from elements of the 3420th Technical Training Squadron and the Army 560th 
Signal Battalion at Lowry Air Force Base. DVISCH, under the direction of the American 
Forces Information Service, moved to Fort George G. Meade, Md. in 1994.  

The Navy also saw the importance of training photographers for documenting aircraft testing, 
accidents and other aviation-related activities. Walter L. Richardson, a photography 
enthusiast, became the Navy’s first designated photographer in 1918.  Richardson, a former 
ship cook, was commissioned and appointed to organize the first Naval School of 
Photography at the Naval Air Station in Miami FL. The school closed temporarily after the 
war and reopened in 1920 at Naval Air Station Anacostia, near Washington, D.C. In 1923, 
naval photography returned to its place of origin, Pensacola Naval Air Station.   

As of October 1, 1992, the Department of Defense consolidated all photographic training 
within the military, and the Naval Schools of Photography became the Defense Photography 
School, under the direction of the American Forces Information Service (AFIS) which was 
disestablished on October 1, 2008 and replaced by the Defense Media Activity.  

Consolidation of Joint Service Training 
The Inter-Service Training Review Organization (ITRO) study in 1991, requested by AFIS, 
proposed consolidating the three schools providing public affairs, visual information, and 
broadcast training in a joint facility. In 1992, AFIS requested the Army Corps of Engineers 
audit the requirements for the consolidated school. The Base Realignment and Closure 
program funded the movement of the Defense Visual Information School (Lowry) and the 
Defense Information School (Fort Benjamin Harrison). After the study was completed in 
1992, the deputy secretary of defense approved the functional transfer and consolidation to 
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be located at Fort George G. Meade, Md. On November 1, 1993, the Defense Visual 
Information School advance party occupied temporary facilities at Fort Meade.   

Training ended at Lowry Air Force Base with the first class of the Basic Television 
Equipment Maintenance Course beginning on Fort Meade Aug. 9, 1994. Training ended at 
Fort Benjamin Harrison the first class of the Basic Journalist Course began July 25, 1995.  
On October 3, 1995, the Defense Information School and the Defense Visual Information 
School consolidated as the Defense Information School. On June 12, 1998, the Defense 
Photography School consolidated with the Defense Information School in a new facility on 
Fort Meade, Md., completing the consolidation process.  

5. Give an overall summary of the following: 
a. The total number and type of technical educational courses/programs offered (computer 
science, electronics, etc.) 
b. The level of offerings for students and type of credentials awarded (certificates, diplomas, 
and associate degrees) 
c. Overall enrollment number that reflects a typical calendar year 
d. Total number of full-and part time administrative and instructional staff employed by the 
institution 
e. Summary of non-traditional programs (tech prep, continuing education, adult literacy, 
etc.) 
 

5a.  The total number and type of technical educational courses/programs offered 
(computer science, electronics, etc.). DINFOS educational programs are consistent with 
the military Services’ mission areas of public affairs and visual information supporting 
initial, intermediate, and advanced skills courses, all of which are considered post-
secondary education. DINFOS also offers a specialized instructor training course. 

 

DINFOS Training Department Total No. of Courses 

Public Affairs Department 5 

Public Affairs Leadership Department 8 

Broadcast Operations & Maintenance Department 7 

Visual Communication Department 7 

Faculty Training and Development 1 
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*Indicates courses with welcome letters 

Course Title Acronym ADL # of Days 
Broadcast Operations and Maintenance Department (7 Courses)   

Advanced Electronic Journalism Course AEJC  20 
Basic Television Equipment Maintenance Course BTVEM  124 
Broadcast Communication Specialist BCS  77 
Broadcast Communication Specialist – US Air Force Only BCS-USAF  86 
Broadcast Management Course BMC  12 
Broadcast Radio and Television System Maintenance Course BRTSM  71 
Electronic Journalism Course EJC  20 

Public Affairs Department (5 Courses)   
Basic Photojournalist Course- US Air Force Only BPJC-USAF  87 
Basic Public Affairs Specialist Course BPASC Yes 56 
Content Management Course CMC Yes 8 
Intermediate Public Affairs Specialist Course IPASC  10 
Intermediate Photojournalism Course* IPC  40 

Public Affairs Leadership Department (8 Courses)   
Coast Guard Public Affairs Course – US Coast Guard Only CGPAC  5 
Combat Camera Leadership Course* CCLC  10 
Joint Contingency Public Affairs Course* JCPAC  10 
Joint Intermediate Public Affairs Course* JIPAC  27 
Joint Senior Public Affairs Course* JSPAC  10 
PA Course for International Students* PACIS  25 
PA Qualification Course PAQC Yes 46 
Visual Information Management* VIM Yes 10 

Visual Communications (7 Courses)   
Basic Mass Communication Specialist Course – US Navy only BMCSC-USN  122 
Basic Multimedia Illustrator Course BMIC  47 
Basic Multimedia Reproduction Course-US Marines Only BMRC-USMC  52 
Basic Still Photography BSP  60 
Digital Multimedia Course DMC  35 
Intermediate Videography Course IVC  25 
Video Production and Documentation VPD  72 

Faculty Training and Development  
Instructor Training Course  (Internal Course) ITC  15 
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5b.  The level of offerings for secondary and postsecondary students and type of credentials 
awarded, e.g. certificates, diplomas, associate degrees. DINFOS offers technical 
training courses designed to prepare those in public affairs or visual information 
positions. Graduates are awarded a course completion diploma and recorded in the 
Army Training Resource Requirements System (ATTRS), transferred into the service 
member’s training record. DINFOS is not authorized to award post-secondary degrees, 
however most of the courses are evaluated for college credit under the American 
Council on Education (ACE) program so students can apply their training toward 
degree requirements from accredited institutions. 

5c. Overall enrollment number that reflects a typical calendar year. The School’s yearly 
enrollment is reflected in two ways – actual enrollments and average on board under 
institution (AOBUI). Actual enrollments are the total throughput of students enrolled 
in DINFOS courses throughout the fiscal year. AOBUI is a measure of the average 
number of students in session throughout the year, similar to a public institutions full 
time equivalent (FTE). The average number, from 2013 to present, of students on a 
daily base is 368.   

5d. Total number of full- and part-time administrative and instructional staff employed by 
the institution. DINFOS staff is comprised of military, civilian full-time employees 
and contractor employees.  The total number of staff and faculty is over 400.  Of that, 
200/204 are Military (enlisted), 15/19 Military (officer), 99/111 Civilian (GS), and 
88/90 Contractor employees. 

5e. Summary of non-traditional programs (tech prep, continuing education, adult literacy, 
etc.).  DINFOS does not offer non-traditional instruction e.g. tech-prep, continuing 
education, adult literacy or the like. However, we offer mobile training based on 
customer needs, such as, if a unit needs to refresh service members quickly, before 
deployment, we can send a Mobile Training Team (MTT) to provide the necessary 
training on the customer’s site.  

6. Indicate which calendar system is used at the institution (quarter, semester, trimester, 
12-month, other). 
DINFOS, as with most military technical training centers, does not utilize a traditional 
academic calendar system (quarter, semester, trimester, etc.). Training offerings are provided 
twelve months of the year and are scheduled on a fiscal year basis (starting October 1 and 
ending September 30 of the following year). Each DINFOS course of instruction has a 
prescribed number of training days, which is determined by the time required to meet the 
objectives outlined by the Training Program of Instruction (TPI). Multiple iterations of a 
single course can run simultaneously throughout the year.  
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7. Explain what constitutes a typical full time student in class hours per week for 
secondary and postsecondary students.  
Students at DINFOS are considered full time for the duration of their course of instruction. 
During training, students are assigned in either a temporary duty status (TDY) or permanent 
duty status, depending on the course length. Throughout, students are assigned only those 
duties related to successful course completion. The typical duty day is from 7:50 a.m. to 4:30 
p.m. but can expanded if necessary. Training is conducted Monday through Friday, but 
weekends can be utilized if necessary.  

8. List the name and length of summer sessions, which do not classify as regular terms.  
The concept of summer sessions is not applicable to DINFOS educational programs. 

9. Briefly describe the delivery systems the institution uses (traditional classes — lecture, 
lab, work-based activities; continuing education; distance education media; internet; 
etc.).  
DINFOS courses use a variety of systems and technologies. The majority of DINFOS 
training is currently delivered in the traditional resident training. In resident training, students 
come to a central location with instructors, classrooms, laboratories, and the field-training 
site. The instructor delivers content to a class between four and 60 students, with a majority 
being class sizes ranging from eight to 24 students. Instruction is typically comprised of both 
lecture and practical exercises designed to prepare students for tasks they will perform in the 
duty assignment. Students train on the same or similar systems and equipment utilized in the 
performance of the duties in the field or in the fleet.  
Other variants include MTT, where the instructor(s) travel(s) to the students. This delivery 
method greatly reduces the travel costs of delivering training while at the same time, 
increases the access of assigned personnel to the required training.  
DINFOS offers some courses in Distance Learning via Blackboard. Students participate in 
conference lectures, discussions, demonstrations, practical exercises, and case studies. The 
qualification courses require students to complete a two-week resident phase where they are 
taught required practical skills. The resident training is further enhanced by guest speakers 
and a faculty who bring a real-world experience to the classroom. The final two days of these 
courses are devoted to a field training exercise during which the students use the skills 
developed throughout the course to perform the public affairs function for a simulated joint 
operation.  
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Community Characteristics 

1. Describe the geographic area (town, cities, counties, etc.) served by the institution.  
The Defense Information School does not serve a single geographic area; it serves the Army, 
Navy, Marine Corps, Air Force, Coast Guard, Department of Defense (DoD) and Federal 
employees, in the continental United States and abroad. In the context of physical location, 
DINFOS is located at Fort Meade, MD with no additional training locations.  

Staff and faculty are mission-focused on the entire Department of Defense public affairs and 
visual information communities, the school’s staff, faculty, and students and serve the local 
Fort Meade area communities. This public service is an integral part of the military culture 
and is strongly emphasized and participated in by the DINFOS family. Examples of such 
service includes (but is not limited to) support of the Anne Arundel County Special Olympics 
programs, participation in the local Habitat for Humanity projects, support of the Combined 
Federal Campaign, participation in various civic and religious organizations throughout the 
Fort Meade area, and in the various outreach programs of the Army Community Services 
program on Fort Meade.  

2. Describe the population of the areas served by the institution. Show total population of 
service area.  

When speaking of the “population served”, it is more accurate to describe the military 
Services and the Department of Defense rather than a particular geographic area. The public 
affairs and visual information communities of the military Services and the Department of 
Defense is made up of officers, enlisted personnel and civilians serving in a variety of 
individual specialty fields. In the Army and Marine Corps these are known as Military 
Occupational Specialties (MOS), in the Air Force they are known as Air Force Specialty 
Codes (AFSC), and in the Navy and Coast Guards they are known as designators (for officers) 
and ratings (for enlisted personnel). DINFOS has the responsibility for all training associated 
with officers and enlisted designators/ratings as listed below: 

 
Military 
Service 

Common Title  Designator  Military 
Service 

Common Title  Designator 

USMC Broadcaster/Combat 
Correspondent 

4313  USA Graphic Artist 25M 

USAF Broadcaster 3N032  USA Still & Motion 
Photographer 

25V 

USA Broadcaster 46R  USAF Still Photographer 3N034 

USA Maintenance 
Technician 

25R  USMC Combat Photographer 4641 
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USA Public Affairs 
Specialist 

46Q  USMC Combat Videographer 4671 

USAF Public Affairs 
Specialist 

3N031  USA Public Affairs Officer 35P 

USMC Combat 
Correspondent 

4311  USAF Public Affairs Officer 35P1 

USN Mass 
Communications 
Specialist 

MCC  USA Public Affairs Officer 46A 

* Army students complete both Basic Still Photography and Video Production for their 
MOS 

 

3. For institutions that serve contiguous geographic areas, indicate the rural-urban 
distribution of population in the area served.  
As explained above, DINFOS does not serve a contiguous geographic area. A rural-urban 
distribution of population is not applicable to DINFOS and its training. 

4. Describe any important population characteristics in the community served which affect 
the institution and its services.  
DINFOS serves the entire Department of Defense and by extension, the United States. The 
Department and all the military Services are equal opportunity employers, drawing upon the 
nation’s talents and population as a whole for both our students and our staff. All prospective 
students are screened and evaluated by the Service’s Recruiting and Training Commands in 
accordance with their own established requirements.  

5. Describe basic changes anticipated in the size or characteristics of population in the area, 
which may affect the nature of the institution’s services.  
The 2014 Quadrennial Defense Review (Exhibit: - QDR) Execution Roadmap for Strategic 
Communication summarized the constraints necessary to align to the proposed defense budget. 
The Department of Defense is facing a changing and equally uncertain fiscal environment. 
Beginning with the Fiscal Year (FY) 2012 appropriations, the Department began absorbing 
significant impacts from the $487 billion, ten-year cut in spending due to caps instituted by the 
Budget Control Act (BCA) of 2011. The BCA also instituted a sequestration mechanism 
requiring cuts of about $50 billion annually. The Bipartisan Budget Act of 2013 provided modest 
immediate relief from sequestration, but unless Congress acts, annual sequestration cuts are set 
to resume in FY2016.  

To protect the security interests of the United States most effectively while recognizing the fiscal 
imperative of deficit reduction, the President’s FY2015 Budget reduces projected defense 
budgets by about $113 billion over five years compared to levels requested in the FY2014 
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Budget. The President’s Budget provides a balanced and responsible path forward given 
continuing fiscal uncertainty. It reflects the strict constraints on discretionary funding required by 
the Bipartisan Budget Act in FY2015, but it does not accept sequestration levels thereafter, 
funding the Department at about $115 billion more than projected sequestration levels through 
2019. (Exhibit: - 2014 QDR report) 
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Conditions Check Sheet – Federal Institution Version (2015) 

CONDITIONS Y N NA 

1. The institution demonstrates that it satisfies each of the eligibility requirements to 
become a Candidate for Accreditation. (See Handbook of Accreditation) 

   

2. The institution conducts its affairs with acceptable standards of honesty and 
integrity. 

   

3. The institution meets all lawful obligations imposed by federal agencies.    

4. The institution offers pre-baccalaureate (degree and/or non-degree) postsecondary 
instruction in career and technical education. 

   

5. The institution maintains a permanent accreditation file which contains items set 
forth in the Commission conditions. (See Handbook of Accreditation) 

   

6. The institution is legally authorized to operate within the jurisdiction in which it is 
located.  

   

7. The on-site administrator or other full-time employee at the main campus attended 
required workshop(s) within six to eighteen months prior to hosting the accreditation 
visiting team. (See Handbook of Accreditation) 

   

8. The institution has informed the Commission of all planned and unplanned 
substantive changes. 

   

9. Innovative or experimental courses and/or programs operated at variance with the 
standards have received Commission concurrence prior to implementation. 

   

10. Documents the institution has filed with the Commission accurately represent the 
status of the institution. (NOTE: If this statement is checked “NO”, documentation 
which demonstrates the institution’s misrepresentation must be submitted with the 
team report.) 

   

Item 11: Accredited Institutions ONLY 

11. The institution’s use of the accreditation seal is in compliance with Commission 
conditions. (See Handbook of Accreditation) 

   

12. All media used by the institution for marketing purposes are truthful and presented 
with dignity to avoid any false or misleading impressions of the institution, its 
programs and services, and are in compliance with Commission conditions. (See 
Handbook of Accreditation) 

   

13. A catalog and/or other official publications, which are published in hard copy or 
provided online, provide information specified in the Handbook of Accreditation (items 
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a. 1 through 16), and are readily available to students, prospective students, and other 
members of the interested public. 

14. If the institution employed a consultant for the purpose of assisting in the 
accreditation process, it submitted a copy of the consultant’s resume within 7 days after 
employment was secured. 

   

15. There is a clear indication that the faculty and staff were primarily responsible for 
the preparation, editing, and revision of documents required in the accreditation 
process. 

   

16. The institution’s accreditation liaison officer is a permanent staff member located at 
the main campus. 

   

Status with Other Agencies:  A “YES” response for statements #17-21 signifies that the 
institution is in compliance with the Commission’s Conditions. 

17. The institution has not voluntarily withdrawn its candidacy or accreditation while 
not in good standing from a nationally recognized accrediting agency. 

   

18. The institution has not had its candidacy or accreditation withdrawn or been placed 
on public probation by a nationally recognized accrediting agency. 

   

19. The institution is not the subject of an interim action by another accrediting agency 
potentially leading to the suspension, revocation, or withdrawal of candidacy or 
accreditation. 

   

20. The institution has not been notified of the loss of any agency’s accreditation even 
if the due process procedures have not been completed. 

   

21. If the institution is presently accredited by another nationally recognized 
accrediting agency, it describes itself in identical terms to each agency with regard to 
identity (i.e., main campus, branch campus, branch campus to main campus 
relationship), mission, governance, courses and/or programs, diplomas, certificates, 
personnel, finances, and constituents. 

   

Campuses Other Than the Main Campus: General 

22. Branch or extension names that have been expanded from the name of the main 
campus to clearly identify different locations or specific courses and/or programs have 
been approved by the Commission. 

   

23. The complete name of the main campus is identified in all publications and 
advertisements when referring to a branch campus, extension campus, or instructional 
service center. 

   

24. Duplicate records on personnel, financial matters, student attendance, and 
educational progress for branches, extensions, extended classrooms, instructional 
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service centers, and/or auxiliary instructional sites are kept at the main campus. 
(NOTE: Institutions capable of maintaining and accessing records electronically may 
keep all records previously mentioned at the main campus.) 

Campuses Other Than the Main Campus: Branch Campuses 

25. The on-site branch administrator reports to the on-site chief administrator at the 
main campus. 

   

26. Courses and/or programs offered at branches are described in the main campus 
catalog or branch supplement. 

   

27. Courses and/or programs offered at the branch that are not offered at the main 
campus are described in the main campus catalog. 

   

Campuses Other Than the Main Campus: Extension Campuses 

28. All extensions are located within a 50-mile radius of the main campus.    

29. All extension courses and/or programs are included in the main campus catalog.    
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Standard 1 – Institutional Mission 

Introduction: 

The Defense Information School (DINFOS) is an element of the Defense Media Activity (DMA) 
with the exclusive mission to train all of the Department of Defense (DoD) Public Affairs (PA) 
and Visual Information (VI) communicators for all five military services.  DMA provides 
planning, programming, budget, and execution oversight for DINFOS.  

Operating under the authority of the Assistant Secretary of Defense for Public Affairs (ASTD-
PA) through DMA, DINFOS core mission is to provide basic and advanced training in the career 
fields of Public Affairs (broadcasting, journalism, desktop publishing, media relations, editing) 
and Visual Information (still and video photography, electronic imaging, combat camera, graphic 
arts, image processing, and equipment maintenance). The Defense Information School offers 
training to selected officer and enlisted personnel as well as civilian employees of the 
Department of Defense, the Coast Guard, and a limited number of persons from other federal 
agencies and foreign nations. 

DINFOS resides on Fort George G. Meade under a support agreement with the Commander, 
Directorate of Resource Management. 

Standard 1 Criteria YES NO 

1. The primary mission of the institution is to instruct students to such 
competency levels essential to success in their occupations, including job 
knowledge, job skills, work habits, and/or attitudes.  

  

2. The institution’s mission is clearly and concisely stated in written form and 
represents the official statement of the institution.    

3. The institution has an appropriate hard-copy and/or online publication which 
it uses to accurately presents its mission statement and the educational courses 
and/or programs offered to achieve its mission.  

  

4. The current mission statement is consistently used by the institution and is 
made available to the community that it serves (i.e. DoD, Navy, Army, USAF, 
USMC, Federal Agencies, etc.). 

  

5. The institution promotes its mission to the community that it serves.   
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Analysis: 

1. The primary mission of the institution is to instruct students to such competency levels 
essential to success in their occupations, including job knowledge, job skills, work habits, and/or 
attitudes.  
The Defense Information School’s mission is to provide public affairs and visual information 
training to all five military services of the Department of Defense as well as other federal 
agencies and international military services. DINFOS offers our international partners a 
specialized course tailored to meet their needs. 

All DINFOS courses are open to military and civilian personnel affiliated with any of the five 
military services, Army, Air Force, Navy, Marines, and Coast Guard with special considerations 
for other federal organizations. The school follows policies outline in DoD directive 5105.74, 
and 5160.48 (Exhibit: DoD directive 5105.74, and DoD Instruction 5160.48). 

DINFOS trains officer and enlisted PA and VI specialists from cradle to grave providing them 
with transferable skills that will see them in a successful career after leaving the military 
(Exhibit: Career Net Web Link and Civilian Jobs - O Net. Completion of a DINFOS course 
establishes the student’s proficiency and ability to accomplish their assigned duties and qualifies 
them for future advancement 

2. The institution’s mission is clearly and concisely stated in written form and represents the 
official statement of the institution.  
DINFOS is currently undergoing a significant change in management principles and is 
sandwiched between the current status quo and the upcoming new direction.  We are currently 
marching under the 2017 strategic plan (Exhibit: 2017 strategic plan), which defines DINFOS 
expectations from all levels as well as identifying key leadership paths. We are introducing the 
new approach called DINFOS one vision one voice. (Exhibit: one vision one voice flow chart).  
DINFOS proudly announces their mission statement, goals, and objectives on our public website 
and consistently update our Facebook page to reflect the here and now adventures throughout the 
school (Exhibit: DINFOS website and Facebook page). 

3. The institution has an appropriate hard-copy and/or online publication which it uses to 
accurately presents its mission statement and the educational courses and/or programs offered 
to achieve its mission.  
DINFOS  hosts a home page, LinkedIn, Facebook, Instagram, and several videos on YouTube. 
Our approach to keep the public informed has significantly improved over the years and is 
managed by a full time onboard public affairs officer. The website is readily available to 
everyone and includes complete course descriptions and entry requirements. DINFOS courses 
are also found on ATRRS –using school code 212.  

Additional information is available to the public on each military website such as, Army.com  

http://www.careerinfonet.org/moc/
https://www.onetonline.org/
http://dinfos.dma.mil/
https://www.facebook.com/defenseinformationschool
http://dinfos.dma.mil/
https://www.facebook.com/defenseinformationschool
https://www.atrrs.army.mil/atrrscc/
http://army.com/info/mos/all
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4. The current mission statement is consistently used by the institution and is made available to 
the community that it serves (i.e. DoD, Navy, Army, USAF, USMC, Federal Agencies, etc.). 
The mission statement is publicly available through the Internet at the Defense Information 
School home page, http://www.dinfos.dma.mil. The DINFOS mission statement is in the 
DINFOS POPMAN, Chapter 1 (Exhibit: DINFOS home page, Facebook, Instagram, etc. (We 
have significantly improved on this one since 2010!) 

Anyone can also find out more about DINFOS through these other agencies: 

• Wikipedia 
• Army 
• Navy 
• Yelp 
• Fort Meade website  
• DMA’s website  

 

5. The institution promotes its mission to the community that it serves. 
DINFOS serves not only the military services, but also America, and the surrounding 
community. We have hosted high profile visitors such as: 

• Senator Barbara Mikulski’s Visit  
• Gov. Larry Hogan’s visit covered by the Capital Gazette 
• Gov. Larry Hogan’s Visit Covered by CBS  
• The most influential visitor would be when DMA hosted “Troop Talks” with our current 

president Barack Obama   

Challenges and Solutions: 

Challenge: DINFOS is changing management approaches, which is introducing new forms, 
directions, and requirements at all levels. Change in any organization is a challenge, but major 
changes in management are special challenges.  

Proposed Solution: Change takes time and considerable effort and opens a need for stronger 
communications between management, staff, and faculty. The commandant has opened quarterly 
sensing sessions and is taking a serious look at the concerns of the staff and faculty at each level 
of operations. The new policy calls for as much transparency as possible and a reduction in 
leadership levels.  

Challenge: Keeping abreast of changes in the DoD system, politics, and the defense budget are a 
constant challenge to DINFOS. Additionally, changes such as, hiring freezes and sequestrations 
play a significant role in decision making at DINFOS. 

http://dinfos.dma.mil/
https://www.facebook.com/defenseinformationschool
https://en.wikipedia.org/wiki/Defense_Information_School
http://www.goarmy.com/soldier-life/being-a-soldier/ongoing-training/specialized-schools/defense-information-school.html
http://www.navy.mil/local/dinfos/
http://www.yelp.com/biz/dinfos-defense-information-school-fort-meade
http://www.ftmeade.army.mil/pages/partners.html
http://www.dma.mil/
http://www.ftmeadesoundoff.com/news/10472/american-treasures%20/
http://www.capitalgazette.com/maryland_gazette/ph-ac-gn-dinfos-0131-20150130-story.html
http://baltimore.cbslocal.com/2015/01/30/hogan-visiting-fort-meade-for-tour-and-proclamation/
https://www.youtube.com/watch?v=uAoUVS6jGqo
https://www.youtube.com/watch?v=uAoUVS6jGqo
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Proposed solutions: DINFOS continuously engages with their stakeholders at all levels to 
provide the latest in training techniques to the customer. DINFOS one vision one voice efforts 
are well aligned to help keep up with leadership challenges. 

Summary 

While DINFOS mission statement has not changes in the 50 years we have been training our 
service members, the way we accomplish the tasks are constantly presenting new challenges. 
DINFOS remains open and flexible to meet and tackle any challenge that may come our way to 
stay ahead of the latest in training venues and remain the premier PA and VI training institution.  
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Standard 2 – Educational Programs 

Standard 2 Criteria YES NO N/A 

Admissions/Recruiting 

Information about the institution’s academic courses/programs, prerequisites, 
and associated policies are:  

1. Published; 

   

2. Clearly stated;    
3. Consistently communicated to students;    
4. Made available to its students prior to enrollment; and,    
5. Any changes to these publications are communicated in a timely 

manner. 
   

6. The institution clearly defines and publishes a policy on the transfer of 
students between programs within the institution and the transfer of students 
from other institutions.  

   

7. Course and/or program requirements offer reasonable expectations for 
successful completion regardless of the delivery mode.    

   
8.  Prior to admission, students are informed of the equipment, services, time, 

and technical competencies, if any, required by the program, including if 
applicable, personal data collection and processes, and charges associated 
with verification of student identity. 

   

9. Orientation of technology is provided and technical support is made 
available to students. 

   

10. For all coursework delivered via distance education: The institution has 
processes in place to establish that the student who registers for a distance 
education course or program is the same student who participates in and 
completes the program and receives the academic credit. 

   

Programs 
Occupational education courses and/or programs are congruent with:  

1. The governing organization 
   

2. The mission of the institution; and,    
3. The occupational needs of the people served by the institution,    

4. The objectives for each educational course and/or program are evaluated 
annually.  

   

5. Each occupational education course and/or program has clearly stated 
objectives, defined content relevant to these objectives and the current needs 
of business and industry, and assessment of student achievement that aligns 
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to the course and/or program objectives.  
6. For all coursework delivered via distance education: The institution’s 

distance education courses and programs are identical to those on campus in 
terms of the quality, rigor, breadth of academic and technical standards, 
completion requirements, and the credential awarded. 

   

7. The institution continues its courses or programs, regardless of the delivery 
mode, for a period sufficient to enable all admitted students to complete it 
within the allotted timeframe. 

   

A systematic process has been implemented to document:    
8. That the objectives and content of courses and/or programs are 

current, and 
   

9. That coursework is qualitatively and quantitatively relevant.    
Each course and/or program offered by the institution:    
10. Is approved and administered under established institutional policies and 

procedures with oversight from an appropriate campus administrator. 
   

11. Has appropriate and continuous involvement of on-campus administrators 
and faculty in planning and approval. 

   

12. Has one or more relevant and applicable evaluation methodologies, as 
determined by the institution, that reflects established professional and 
practice competencies. 

   

13. Has measures of achievement of the student learning outcomes.    
14. Has individual student records, including period of enrollment, and 

educational course and/or program records, permanently maintained by the 
institution, parent headquarters, agency, and/or Service. 

   

15. Is described in appropriate catalogs or brochures and include relevant 
requirements for enrollment, academics, and related information 
technology. 

   

16. Provides for timely and meaningful interaction among faculty and students 
as evidenced by student evaluations of instruction, instructor observations, 
etc. 

   

Instruction 
1.  Academic competencies and occupational skills are integrated into the 

instructional courses and/or programs associated with each occupational 
area.  

   

2.  The instructional courses and/or programs provide education and training in 
the competencies essential to success in the occupation, including job 
knowledge, job skills, work habits, and attitudes.   

   

3.  The sequence of instruction required for course and/or program completion 
(lecture, lab, and work-based activities) is determined by student learning 
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outcomes. 
The sequence of instruction required for program completion is used to:    

1. Organize the curriculum;    
2. Guide the delivery of instruction;    
3. Direct learning activities; and,    
4. Evaluate student progress in order to maximize the learning of 

competencies essential to success in the occupation. 
   

8. Job-related health, safety, and fire-prevention are an integral part of 
instruction.   

   

9. To develop skill proficiency, sufficient practice is provided with 
equipment and materials similar to those currently used in the occupation.  

   

10. All instruction is effectively organized as evidenced by course outlines, 
lesson plans, competency tests, and other instructional materials.  

   

11.  The institution uses a systematic, objective, and equitable method of 
evaluating student achievement based on required competencies.  

   

12.  For all coursework delivered via distance education: The institution 
annually reviews the quality and currency of its distance education 
courseware. 

   

13.  For all coursework delivered via distance education: The institution 
employs a standardized approach to create course templates, course 
descriptions, learning objectives, course requirements (i.e. standard 
syllabus, grading, resources, etc.), and learning outcomes associated with 
its courses and/or programs in order to facilitate quality assurance and the 
assessment of student learning. 

   

14. For all coursework delivered via distance education: The institution 
monitors student progress and participation through a variety of means 
that may include student time online, frequency of logins, electronic 
footprints, electronic grade book, and percentage of course completed. 

   

    

Introduction: 

Standard Two is made up of three primary areas for DINFOS Training Programs.  

• Admissions/Recruiting 
• Programs  
• Instruction 

The Admissions section concentrates on policies and procedures to become a student and the 
requirements for graduation. The criterion that defines the School’s training mission is discussed 
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under Programs.  The Instructional area addresses customer needs, the organization of instruction 
and evaluation methods. 

DINFOS provides training in 28 different courses, ranging from five to 124 training days, in the 
Arts, Communication, Media, and Design career fields for Army, Navy, Air Force, Marines, 
Coast Guard, government and interagency civilians, and international students. Currently only 
four courses are offered in both resident and distance learning modes, but DINFOS goal is to 
increase that number as it becomes feasible.  

Because DINFOS is a military training institution courses of instruction are based on the needs 
of the military in specific career fields and vary from a civilian university in the content as well 
as the training methodology. DINFOS trains at a post-secondary level and the American Council 
on Education (ACE) assesses the courses for post-secondary credit equivalency. The complete 
course list is found on page 7 under Institutional Characteristics. The resident courses are on site 
at the Defense Information School and Advanced Distributed Learning (ADL) courses are in part 
on the Blackboard learning management system. Additionally, many courses have a resident 
capstone held on site.  

DINFOS offers three levels of training, basic, intermediate, and advanced, in support of the 
strategic plan goals to train and develop communication professionals to fulfill the needs of the 
DoD and other stakeholders. The basic courses offer the student introductory level of training 
and the design provides a basic knowledge base for the initial entry student enrolling without 
previous experience. Each intermediate course builds on the knowledge base provided in the 
basic courses in addition to field experience. The design of the intermediate level courses bases 
the curriculum on students experience working in their specialty for a period of at least three 
years. The highest level of training offered at DINFOS is the senior public affairs courses, which 
focus on preparing senior public affairs practitioners to assert their roles as strategic 
communication leaders. 

Analysis: 
Admissions/Recruiting 

Information about the institution’s academic courses/programs, prerequisites, and associated 
policies are: 

1.  Published 
The DINFOS website contains the academic and policy information customers and 
potential students need, ranging from course offerings to welcome letters to transcript 
requests. This site is a comprehensive, user-friendly collection of information on the 
varied courses (Exhibit: DINFOS Web Site ) 

2. Clearly stated 
Every DINFOS course has a Training Program of Instruction (Exhibit: TPI’s) available 
on the website. The TPI lists information such as: Course Title; Training Location; 

http://www.dinfos.dma.mil/).
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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Purpose; Training Methodology; Course Description; Service Prerequisites (Military, 
Civilian, International and Interagency); Class Size; Course Length; Hours and Methods 
of Instruction; and specified Training Outcomes.  (Exhibit: DINFOS link to Course 
Catalog Web Site – TPI PDF’s). Further information is delivered through the official 
channels outlined in the next few paragraphs.  

Admission 
The Defense Information School does not enroll students directly. All DOD, military and 
civilian students must be enrolled through their military service representative or the specific 
service equivalent system, into the Army Training Requirements and Resources System 
(ATTRS). Other federal agencies must enroll through their education or training Office 
sending an official training request form, provided by RQM, directly from the agency (SF182 
or equivalent.) DINFOS RQM then enters the student into the ATRRS system. (Exhibit: 
DINFOS Web Site Admissions) 

Student enrollment is conducted by the military services career field managers (CFM) using 
their service training systems, which connect to ATRRS. (Exhibit:  ATRRS Web Link”.)  

The Structure and Manning Decision Review (SMDR) is designed to validate the training 
requirements of each service proponent and subsequently reconcile those requirements to an 
affordable, acceptable, and executable training program (Exhibit: SMDR worksheets 2015-
revised). The product of the SMDR is the Army Program for Individual Training 
(ARPRINT), the mission and resourcing document for the training base. The ARPRINT is 
maintained in ATRRS. This regulation applies to all institutional training. The policy, 
responsibilities, and procedures for this process are described in Army Regulation 350–10 
Training Management of Army Individual Training Requirements and Resources. 

All International Military students are enrolled through Security Assistance Training Field 
Activity (SATFA), run by the Department of State (DOS) and implemented by the 
Department of Defense (DOD). Countries that require training in the U.S., will apply for it 
through the Security Cooperation Officer (SCO) at the U.S. Embassy in their particular 
country.  The DINFOS International Military Student Office procedures are outlined in 
DINFOS PoPMan 3-5 IAW the Joint Security Cooperation and Education Training (JSCET) 
Regulation Joint Security Cooperation Education and Training (JSCET) Regulation.  

Prerequisites 
Prerequisites are publicly available through the military process before enlistment beginning 
at a Military Entrance Processing Station (MEPS) centers and on both the DINFOS website 
and the ATTRS system. Student enrollment is conducted by the military services career field 
managers (CFM) using the Army Training Requirements and Resources System (ATRRS). 
The CFM’s responsibility is to ensure prospective military and DOD civilians meet the 
prerequisites established in the ATTRS system before enrolling students. (Exhibit: ATRRS 
Web Site and DINFOS Web Site)  

http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/Academics/RegistrarAdmissions.aspx)
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.apd.army.mil/pdffiles/r350_10.pdf
http://www.tradoc.army.mil/g357/satfa/
http://www.tradoc.army.mil/g357/satfa/
http://www.disam.dsca.mil/itm/References/JSCET/@JSCET.htm
http://www.mepcom.army.mil/
https://www.atrrs.army.mil/atrrscc/search.aspx
https://www.atrrs.army.mil/atrrscc/search.aspx
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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Waivers are initiated & routed through the Services’ chain of command (Career Field or 
Quota Managers) and are sent directly to the Academic Records office. The final authority 
for personnel to attend DINFOS courses rests with DINFOS approval. (Exhibit: DINFOS 
Web - Admissions) 

3. Consistently communicated to students AND 
4. Made available to its students prior to enrollment… 

 
DINFOS policies and specific course information are available to students through the 
DINFOS website and distributed by the service Career Field Managers (CFM) upon 
enlistment. In addition, ATTRS sends an automated welcome letter to the CFM and the 
student, depending on email entered for enrollment. The letter holds various information and 
links about the particular course. Most of the time, it goes to quota managers who are 
responsible to forward the info to the prospective student.  
For Initial Entry Training (IET) students, the governing service detachments will prepare, 
maintain, and distribute welcome packets. If the packets cannot be mailed, either postal or 
electronic, for any reason, the information is provided to the students upon their arrival. For 
follow-on and advanced students, academic directors will prepare, maintain, and distribute 
welcome packets. (Reference: PoPMan Chapter 3-104. Processes and Procedures 
“Accountability”). All in-processing information is duplicated on the DINFOS website. 
(Exhibit: DINFOS Web Site – Student Info)  

5. Any changes to these publications are communicated in a timely manner 
The Chief of the Registrar and Quota Management Office (RQM) serves as the school’s 
official registrar. The RQM office serves as the ATRRS project officer in accordance with 
systems requirements to ensure accuracy and accountability of ATRRS data, and course 
schedules, course descriptions/scope, and course prerequisites are posted and updated as 
necessary.  
All DINFOS course scopes and prerequisites will be maintained and updated by RQM in 
coordination with the training departments and the course developers. As a minimum, the 
course online catalogue will contain course description, duration, grade/rank requirements, 
prerequisites, and any requirements specific to a course. The DINFOS course catalog is also 
located on the DINFOS webpage and can be accessed through the Internet at (Exhibit: 
DINFOS Web Course Catalog). As per DINFOS PoPMan, chapter 5-303-308, the Registrar’s 
Office in conjunction with DINFOS Public Affairs Officer (PAO) will make any changes to 
catalog information posted on the DINFOS site to ensure consistency with ATRRS 
information. RQM personnel will also post class schedules on the DINFOS website and 
update, as necessary. 

6.  The institution clearly defines and publishes a policy on the transfer of students between 
programs within the institution and the transfer of students from other institutions. 
DINFOS does not conduct student transfers between programs within the institution. The 
students’ unit or career manager enrolls the student in specific required courses. As directed 

http://www.dinfos.dma.mil/Academics/RegistrarAdmissions.aspx)
http://www.dinfos.dma.mil/Academics/RegistrarAdmissions.aspx)
http://www.dinfos.dma.mil/StudentInfo.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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by DINFOS PoPMan chapter 3-105 and PoPMan 3-201 in the event, a student is unable to 
complete a course of instruction they are dis-enrolled from a current class and enrolled in a 
subsequent class, or removed from a class and returned to the service detachment for 
reclassification or assignment. 

7. Course and/or program requirements offer reasonable expectations for successful 
completion regardless of the delivery mode.    
DINFOS is a task-based training environment using the Instructional System Design (ISD) 
process to develop training programs based on Joint Service training requirements. An 
integral part of that process is the Training Task Selection Board (TTSB) (Exhibit: TTSB 
AAR), which develops an approved Training Task Inventory (TTI) (Exhibit: TTI).  
The next step is the Learning Analysis Worksheet (LAW) (Exhibit: LAW), where a team of 
subject matter expert’s work together to analyze each training task. The training development 
team must fully research and analyze what will be trained, how it will be trained, and what 
resources are necessary to accomplish the training. This all hinges on establishing the depth 
of training needed for the student to achieve the training standard (measurement) of the 
student competency to know or perform the task successfully. The learning analysis produces 
training objectives, builds performance measures, chooses instructional setting and 
methodology, estimates training costs, and identifies references.  
Course developers, subject matter experts, and academic directors use the Learning Analysis 
Worksheet to develop course content that will successfully train students to perform tasks. 
The Directorate of Training (DoT) manages the DINFOS validation process for each new or 
revised course. The Course Developer (CD) and the Academic Director (AD) are responsible 
for completing the course validation packet, report, and subsequent adjustments of the 
validated. (Reference: PoPMan 3-2)  
DINFOS courses use two major categories in evaluating instruction to ensure they offer 
reasonable expectations. The first measures the validity of the course content whereas the 
other evaluates and measures the level of student knowledge gained or acquired (what the 
student learned during the course). DINFOS accomplishes both categories in course 
validation using an internal and external evaluation. Course validation is a process of checks 
and balances and adjustment of the courseware to balance with the current student 
knowledge, skills, and abilities (KSA’s) and to substantiate the resources applied against the 
course.  
Internal evaluation is a tool for the developers and instructors to determine if the student 
learned the intended instruction. DINFOS uses three of the four Kirkpatrick levels of 
learning. The first level (Reaction), the second level (Learning) and the third level 
(Behavior). A combination of the student critique program (Exhibit: Student Survey) with 
assessment outcomes provides the first and second levels and external evaluation 
methodology measures the third Kirkpatrick level (Exhibit: Rubric). 
The same process used for resident courses are used for online learning and maintains the 
same rigor and validation for all methods of training. Development for DL courses must 



 

 

 

Standard 2 – Educational Programs 

S2-29 

ensure that all tasks from the TTI are taught to the same learning level as the resident model, 
especially when the course intent is to qualify an individual for Service responsibilities such 
as an officer qualification course or an MOS/AFSC/NEC-granting course.  
Course content moving to the DL environment will not change in scope; only the delivery 
method changes and some modifications to course design may be required to transfer 
learning content normally taught in the classroom to an on-line environment effectively. 
(Reference: PoPMan 3-7) 

8. Prior to admission, students are informed of the equipment, services, time, and technical 
competencies, if any, required by the program, including if applicable, personal data 
collection and processes, and charges associated with verification of student identity. 
DINFOS does not directly recruit or enroll students they join their choice military service and 
come to DINFOS through the military processes (Today's military.com). It is the 
responsibility of the United States Military Entrance Processing Command (USMEPCOM) to 
determine the physical, mental, and moral qualifications of every new member of the armed 
services (About the MEPs Center). Potential military personnel are initially screened through 
the military process beginning at a Military Entrance Processing Station (MEPS) (MEP's 
Center) for aptitude and physical capabilities.  For initial entry students, depending on the 
service, a collection of ASVAB scores, college credits, etc. are used to determine the 
individual’s eligibility to serve in any of the five military services. Each service has their 
specific selection process with services such as the Army, allowing military personnel who 
meet the scoring requirements to enlist in their chosen career field. Once indoctrinated into 
the military, service members fall under the Uniformed Code of Military Justice (UCMJ) and 
must adhere to all of their rules and regulations to include that covering personnel 
information and identity protection.  
Once the student qualifies for and enlists for one of the career fields offered at DINFOS, each 
military service Career Field Managers are the Points of Contact for DINFOS training 
enrollment. The CFMs send information packets to each student upon enrollment. All in-
processing information is duplicated on the DINFOS website. (Exhibit: DINFOS Web Site 
Welcome Letters)  
Personal data and verification of identity is also performed by the CFMs, prior to enrolling a 
student into ATRRS. The program requires information such as student address, name, social 
security number, and security clearance data. DINFOS RQM also verifies student identity as 
part of the first day in-processing procedures and then confirms each student in ATRRS. 
ATRRS does not communicate with DINFOS internal academic systems. RQM collects 
similar personal information on the first day and enters all students into the Academic 
Records Management System and DINFOS System Portal. These systems are used for 
myriad academic functions during the student’s time in training.  
As military service members, the students are not individually charged for any of this 
process. For non-DOD students, tuition charges are arranged between DINFOS and the 

http://todaysmilitary.com/joining/enlisting-in-the-military
http://www.mepcom.army.mil/AboutUs.html
http://www.mepcom.army.mil/
http://www.mepcom.army.mil/
http://www.dinfos.dma.mil/StudentInfo/WelcomeLetters.aspx
http://www.dinfos.dma.mil/StudentInfo/WelcomeLetters.aspx
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external agencies. DINFOS RQM determines the cost based on factors such as course length, 
and actual payment is arranged between budget offices. 

9. Orientation of technology is provided and technical support is made available to students. 
Student reception and enrollment includes in-processing, welcoming, and briefing new 
students, along with administrative actions that prepare staff and faculty to commence 
instruction. In-processing includes, but is not limited to, initial policy and information 
briefings, and electronic enrollment procedures (PoPMan 3-104. Processes and Procedures 
“Accountability”)  
The Chief of Information Technology Operations (ITO) ensures the DINFOS Helpdesk 
provides efficient and effective support to the schoolhouse, the student detachments, and 
Advanced Distributed Learning (ADL) students and Community of Practice (COP) 
participants (Exhibit: – VimBiz Ticket Screen Shot). Distance learning instructors and the 
distance learning development team offer initial assistance for education technology 
hardware, software, and delivery systems.  Students using DINFOS Blackboard system will 
contact the DINFOS Help Desk if they need additional help solving technical problems. The 
Help Desk Group of ITO will: Provide DINFOS Helpdesk support during normal duty days, 
Monday through Friday,0700-1630; Maintain and repair desktop and laptop hardware and 
software in support of the enterprise; receive and log all trouble calls for DINFOS. 
(Reference: PoPMan 6-103.B) 

10. For all coursework delivered via distance education: The institution has processes in place 
to establish that the student who registers for a distance education course or program is the 
same student who participates in and completes the program and receives the academic 
credit. 
Students enrolled in distance education courses and programs are governed by the same 
academic rules, policies, and ethical standards as students enrolled in on-campus programs. 
Before students begin their distance learning training, they create a profile on ATRRS 
(ATRRS Web Link). ATRRS Privacy and Security Notice is used for student registration for 
distance classes. Depending on branch of service, active duty military or government civilian 
status, student users are directed to another training application website. At this training 
application site, student users employ a previously acquired common access card (CAC) 
password, or their date of birth and social security number to apply for a user account and 
register for courses. Once enrolled through ATRRS and approved by supervisors / service 
representative, first time users are issued a login ID & password for the Blackboard learning 
management system. 
For Distance Learning reception, instructors will ensure students complete all necessary 
initial course requirements such as review of welcome and orientation videos; and 
complete/return counseling and plagiarism forms during the first week of online training. DL 
course counseling and syllabus clearly indicate when all assignments are due. Furthermore, 
assignments are submitted via the Blackboard learning management system, with each 
student receiving a unique login and password. DINFOS uses Blackboard to help monitor 

https://www.atrrs.army.mil/help/pleaseread.asp
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student progress and participation.  Blackboard provides instructors with the ability to run 
reports detailing student time online and frequency of logins.  Blackboard also provides the 
instructors with the Results Center, which provides an electronic grade book and details the 
percentage of course completed. 
Student attendance is monitored through the electronic footprint in the learning system. 
Students who do not participate in graded discussion and fail to complete assignments will be 
given a DINFOS Form 312 (Exhibit: Form 312 filled out) and placed on academic 
probation. If there is no contact from the student within the first five days of the course, the 
instructor will contact the student’s supervisor for clarification of the student’s status. 
(Reference: PoPMan 3-7) 

Programs 
Occupational education courses and/or programs are congruent with:  
1. The governing organization 

The Defense Information School has succeeded, since January 1946, to grow and sustain a 
corps of professional organizational communicators who fulfill the communication needs of 
our military services, government leaders, and partner nations! For more than 50 years, 
DINFOS has trained nearly 100,000 communicators across the Department of Defense 
(DoD) and 80 different Allied nations to help their organizations achieve strategic and 
operational goals.  
The courses and/or programs at DINFOS fulfill the communication needs of the military 
services we support.  From the Public Affairs Leadership Course to the Basic Mass 
Communication Specialist Course, the classes offered are developed to meet the 
requirements identified by the appointed military service representatives for each DINFOS 
course of instruction as outlined in the DoD directive 5105.74, which established the Defense 
Media Activity as the parent organization with oversight of DINFOS as the training.  DoD 
Instruction 5160.48 further designates DINFOS as the principle source of PA and VI 
common core training  (Exhibit: DoDI 5160.48 with appendix DINFOS Charter) 

2. The mission of the institution; and 
The mission of the Defense Information School is to grow and sustain a corps of professional 
organizational communicators who fulfill the communications needs of the military services, 
government leaders, and audiences.  DINFOS accomplishes this by providing the Services 
with their initial entry job qualification course for new Service members and for current 
members who are retraining into the communication specialties (Exhibit: – Course Catalog 
TPI).  DINFOS conducts residential, contract, mobile, and distance learning courses to meet 
the Service’s needs for professional communicators.  

3. The occupational needs of the people served by the institution 
The TTSB is the principal forum for the Military Department representatives to identify and 
to establish their individual Career Field training requirements. Those requirements provide 
the basis for the development of education and training programs at DINFOS. The course 
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developer chairs the TTSB managing the training development team composed of 
department representatives to include the Academic Director and instructor subject matter 
experts (SME), the service representatives, and their subject matter experts. The military 
service representatives identify and authorize joint and service specific training requirements 
for each DINFOS course of instruction. When course content affects more than one career 
field, each service component sends a representative from each career field. Members of the 
TTSB’s or IPR’s bring service subject matter experts resources to identify tasks and sub-
tasks proposed for the training task inventory or to address specific course issues. The TTSB 
chairperson provides board members opportunities to consult with their SME in the 
schoolhouse, the field, or the fleet not present at the board meeting. This provides an 
opportunity for board members to develop the best collective expression of knowledge, 
skills, and abilities (KSA’s) embedded within the task statements of each individual service.  
A recent initiative of having quarterly meetings with all career field managers has increased 
collaboration and responsiveness of DINFOS to the Services requirements. (Exhibit: TTSB 
AAR)  

4. The objectives for each educational course and/or program are evaluated annually. 
The training objectives are created in accordance with the ISD process outlined in chapter 3-
6 of the DINFOS Policy and Procedure Manual (PoPMan). The PoPMan defines the purpose, 
roles, responsibilities and procedures used to assess training programs to ensure content is 
accurate and relevant with current industry practice. Training objectives are developed into 
training programs by DINFOS under the functional control of the Defense Media 
Activity/Office of the Assistant Secretary of Defense for Public Affairs (OSD/PA).   
The course development team, consisting of the department AD, subject matter experts 
(SME), and course developer consistently track and review course objectives using student 
surveys.  Feedback from training departments and military Services ensure that training 
objectives are current and appropriate for current industry practice.  If a special development 
occurs or the career field indicates a needed change a special review session can be held to 
discuss the possibilities (Exhibit: TTSB/IPR AAR).  
Additionally, the DINFOS quality Assurance Office (QAO) obtains and analyzes course 
critiques and specifically during an assessment process. The course assessment will be 
scheduled, announced, and assessed for certification on a 36-month cycle, or as directed. The 
assessment will consist of direct observation of training events, interviews with staff, faculty, 
and student personnel; and analysis of course documents to ensure compliance with the 
training contracts with the services. 

5. Each occupational education course and/or program has clearly stated objectives, defined 
content relevant to these objectives and the current needs of business and industry, and 
assessment of student achievement that aligns to the course and/or program objectives. 
The Training Task Selection Board (TTSB) is the principal forum for Military Department 
representatives to identify and establish their career field training requirements to DINFOS. 
Their requirements drive the development of new or revised training objectives and programs 
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in the public affairs and visual information career fields.  Based on the service requirements, 
DINFOS instructors, develop course content, student materials, instructor guides, and student 
assessments. The design of student assessments matches the learning objectives and are 
evaluated in accordance to a measurement plan (Exhibit: CTS w/Measurement Plan)  that 
consists of a value template (Exhibit: Value Template)  that assigns weights to functional 
areas that are made up of tasks that are used to demonstrate mastery of the tasks. 

6. For all coursework delivered via distance education: The institution’s distance education 
courses and programs are identical to those on campus in terms of the quality, rigor, breadth 
of academic and technical standards, completion requirements, and the credential awarded. 
DINFOS currently offers four courses through both a resident and non-resident training 
methodology. Each course has a distance-learning portion as well as a resident portion.  The 
distance learning portion is designed so the student receives the same training as they would 
if they were to attend the resident course.  The standards are the same for completing 
assignments and examinations.  The BPASC-ADL program adheres to the DOD guidelines 
and is consistent with the BPASC resident program of instruction. BPASC-ADL course 
requirement involves both a resident and an online modality using the DINFOS Blackboard 
online learning system (OLS). The majority of the course is an instructor-led online program 
with strict deadlines and graded activities (Exhibit: See Department on site Blackboard 
ADL Course work requirements).  
The Basic Public Affairs Specialist Course distance-learning course takes widespread 
advantage of the use of various avenues of multimedia. Each highly developed lesson, 
complemented with video clips, audio and video lectures, enhanced slideshows and various 
interactive learning methodologies, provides the students with a variety of learning 
opportunities to fit their specific learning styles. The ADL course also implements 
collaborative learning technologies and interactivity using chats, discussion forums, and 
phone conferences. The students can keep track of their personal progress through the 
frequent use of interactive quizzes and graded practical exercises.  
The Public Affairs Qualification Course is offered in two training methodologies – 
residential and Advanced Distributed Learning (ADL). These two course offerings are 
equivalent in content, scope and depth. Students who complete either version of the Public 
Affairs Qualification Course are fully qualified to perform the basic duties of a military 
public affairs leader.  
The Content Management Course (CMC) and the Visual Information Management Course 
(VIM) follow the same training methodology.  
The inception, research, planning, development, and implementation of distance learning 
courses are a normal part of the instructional systems design (ISD) process described in 
DINFOS PoPMan. This process ensures all DINFOS courses meet or exceed Service 
requirements for public affairs and visual information. The development process for distance 
education courses complies with DINFOS overall procedures outlined in DINFOS PoPMan 
and supplemented by specific distance-education development procedures in DINFOS 
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PoPMan. These procedures ensure that all DINFOS’ learning assets, regardless of delivery 
method, meet relevant, high quality, and effective training, and that DINFOS effectively 
responds to its key customers/stakeholders. 

7. The institution continues its courses or programs, regardless of the delivery mode, for a 
period sufficient to enable all admitted students to complete it within the allotted timeframe. 
DINFOS is a task-based training environment using the Instructional System Design (ISD) 
process to develop a course of instruction.  A Training Task Selection Board creates a list of 
key tasks each service requires for the specific career field course.  Once this list is created 
and approved a team of subject matter experts’ work together to determine the most effective 
way to train and validate each task.   This analysis is documented on a Learning Analysis 
Worksheet (Exhibit: LAW).  The Course Development Department in conjunction with 
QAO manages the DINFOS validation process for each new or revised course. The Course 
Developer and the Academic Director are responsible for completing the course validation 
packet, report, and subsequent adjustments of the validated course.  Each course is validated 
through a process of checks and balances and any adjustments made to the course are 
validated. At the end of every course, students complete a survey and are able to comment on 
all aspects of the course.  This gives Academic Directors the ability to monitor the student’s 
learning as well as any suggestions to the course. 

A systematic process has been implemented to document: 
8. That the objectives and content of courses and/or programs are current: 

The military services are the principal sources of training requirements that either drive the 
development of, or the revision of, training programs at the school. DINFOS training 
programs are systematically reviewed through an established validation plan created during 
the Instructional System Design Process. Training quality indicators come in various forms 
to include the Student Critique Program and the Graduate and Supervisor Follow-up Program 
coordinated through Services career field managers. Other possibilities that help indicate if 
training material is current could be a letter from a receiving unit highlighting training 
deficiencies noticed in new arrivals, or even from lessons learned derived from an 
operational after-action report. DINFOS will evaluate any information that it receives for 
quality in training and apply it to the ISD process. Often times new training requirements 
result from changes in military services doctrine, revised career field training strategies, new 
or merged military occupational specialties, or introduction of a new technology.  These 
changes usually come via a Training Task Selection Board (TTSB) or via an In-Progress 
review (IPR) and follow the ISD process. (Exhibit: – TTSB AAR) 

9. That coursework is qualitatively and quantitatively relevant. 
DINFOS ensures coursework remains qualitatively and quantitatively relevant through 
consistent formal and informal observations, knowledge measurement, and feedback. Formal 
feedback includes graded written test and practical exercises, which are analyzed and 
validated regularly through student surveys based on student, field, and supervisor surveys. 
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Informal feedback includes phone calls and face-to-face meetings with our customer, service 
representatives from the five military services and government leaders.  
The quantitative relevant process involves a weighted formula for each functional area of a 
course.  The more important the area is to the customer the greater the weight for the 
functional area.   

For example, he broadcasting course is comprised of six functional areas.  The greatest 
weight is placed on Functional Areas five and six, which make up 59 percent of a 
students’ overall grade in the Broadcast Communication Specialist Course.  The 
remaining four functional areas range in weights from five percent to 13 percent.  
Additionally, these functional areas are graded exercises that are weighted differently 
based on where the student is in the functional area. For example, in broadcast 
announcing, students have eight graded assignments that make up 100 percent of the 
students Broadcast Announcing Skills Grade.  Each graded exercise has a different 
weight to it.  Exercises one and two are nine percent of the of functional area grade 
while the final exercise makes up 16 percent of the grade.  (Exhibit: Measurement plan 
and a Value Template) 

Each course and/or program offered by the institution: 
10. Is approved and administered under established institutional policies and procedures with 

oversight from an appropriate campus administrator. 
The policies for DINFOS systematic approach to training development are found in PopMan 
Chapters 3-2 Course Development and Chapter 3-6 ISD – Instructional System Design 
(Exhibit: chapter 3-2 & 3-6). The Instructional Systems Design (ISD) process includes 
managing the analysis, design, development, implementation, and evaluation of all training. 
The Training Program of Instruction is the final approval document for a course, signed by 
the DINFOS Commandant (Exhibit: Link to Web page TPI 
The Academic Director of each department is responsible for oversight of the courses taught 
in their respective departments.  Academic Directors serve as primary course managers for 
all department courses, to include lesson and classroom scheduling, coordination with 
NCOIC(s) for instructor scheduling utilizing the DSP, test delivery and scoring, electronic 
submission of grades to Registrar and Quota Management (RQM), etc., under the direction of 
the Department Head.  Academic Directors review and forward recommended department 
course schedules, and value templates and lesson plans to the department head, according to 
established policy and procedures outlined in the PoPMan Chapter 3.  In addition, they 
ensure the implementation of the individual assistance/remedial training program and ensure 
training resources are available in sufficient quantity.  The academic directors’ also have the 
responsibility to act on trends that are highlighted in end of functional area surveys. 

11. Has appropriate and continuous involvement of on-campus administrators and faculty in 
planning and approval. 
DINFOS ensures the appropriate and continuous involvement of on-campus administrators 
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and faculty in the planning and approval of our courses through regular discussions at each 
pertinent level of leadership.  The lowest level of involvement is with each department head 
who holds meetings with his instructional staff to manage the department’s training needs. 
The next level is the directorate of training and deputy directorate of training who hold 
weekly staff meetings with the department heads and academic directors to discuss 
highlighted challenges and solutions.  The Commandant holds weekly staff meetings with the 
directorates to further problem solve and incorporate solutions.  The TTSB forum brings the 
service representatives and the school leadership together to discuss the needs of each service 
career field and adjust training as necessary.  The commandant also holds quarterly sensing 
sessions with the staff and faculty in small groups to incorporate open communications and 
sponsors a schoolwide anonymous suggestion program open to all DINFOS members.  
(Exhibit: DINFOS Commandant's Suggestion Program and Sensing Session Brief) 

12. Has one or more relevant and applicable evaluation methodologies, as determined by the 
institution, that reflects established professional and practice competencies. 
The evaluations methods for each course are created from the Learning Analysis Worksheets 
(LAWs) created for that course. Subject matter experts (SMEs), and Academic 
Directors(ADs) work with Course Development to create the applicable evaluations. The 
design of student assessments matches the learning objectives ensuring content validity. The 
course goes through three iterations where the evaluation methods are assessed and validated. 
This process ensures that each course has one or more relevant and applicable evaluation 
methodologies that reflects established professional and practice competencies. After the 
course has been validated and is being taught the Quality Assurance Office does periodic 
reviews of the course. The Quality Assurance Office (QAO) ensures there is a Learning 
Analysis Worksheet (LAW) for each training objective identified in the Training Task 
Inventory (TTI) as being needed to train in a specific course. The Learning Analysis 
Worksheet identifies the objective/task/behavior that is needed, the standard each student is 
required to achieve, and the number and types of evaluations that will be conducted. The 
Quality Assurance Office, Course Development, and each Academic Director (AD) ensure 
the lesson plans created from each learning analysis worksheet contains the learning 
objective and what the evaluation method is. The written and performance evaluations are 
graded by the instructors and the grades are recorded in the DINFOS System Portal (DSP) 
where the students’ performance and GPA are tracked. Another evaluation method is the 
course surveys the students take. Each course has an end of course survey, and some of the 
longer ones have a mid-course survey.  Each question on the survey is related to a task from 
the Training Task Inventory (TTI). The surveys ask the students to evaluate the knowledge, 
skills, and or abilities they were taught as well as indicate how well they think they 
understand the material or can complete each item. 

13. Has measures of achievement of the student learning outcomes. 
The instructors submit the student’s grades in the DPS where all individuals with the need for 
access can access them.  The Academic director for that section ensures the grades for each 
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student is inputted correctly and timely. Measurements that are electronic versions are 
printed out as a hard copy, and all of the hard copy measurements are kept by that department 
for two years after the student graduates and the registrar retains the measures of 
achievement of the student learning outcomes.  

14. Has individual student records, including period of enrollment, and educational course 
and/or program records, permanently maintained by the institution, parent headquarters, 
agency, and/or Service. 
The Defense Information School maintains records dating back to September 1965, when the 
Defense Visual Information School was separate and hosted at Ft. Benjamin Harrison. 
Indiana. In 1996, the two schools were combined at Fort Meade, MD., and all student records 
are now co-located within the Registrar and Academic Records Office.   
The records establish when the student arrived at DINFOS, course(s) taken, graduation, 
grades, if they were recycled (failed a course, but allowed to retake it) or if they were 
eliminated from the program altogether. Even though DINFOS is a military training facility, 
the schoolhouse adheres to the strictest guidelines as it comes to our student’s educational 
records.  
Transcripts are released in accordance with the guidance provided in the Academic Record 
and Transcript Guide, and from the Accrediting Commission of the Council on Occupational 
Education.  The school is headed by the Defense Media Activity, which is located on Fort 
Meade. With that said, it is the branches themselves, which determine the requirements they 
want the service members and civilians to learn while they are students at DINFOS. 
(Exhibit: –Student transcript – available on site) 

15. Is described in appropriate catalogs or brochures and include relevant requirements for 
enrollment, academics, and related information technology. 
Regardless of service, each branch uses the Army Training Requirements and Resources 
System in order to discover if a candidate is eligible to attend DINFOS as well as enroll 
them.  The course catalog is open to the public and can be seen by visiting the DINFOS 
website.  Visitors can see the classes, enrollment per iteration, syllabus, prerequisites, and 
schedule. Within the course catalog, the students will learn about techniques, equipment, and 
any other technology they will be using during their time at DINFOS.  
To remain current, every two years DINFOS evaluates every program to ensure they are 
meeting the needs of the military and this information is updated in the course catalog. This 
ensures the programs are meeting standards and expectations for today’s public affairs and 
visual information professionals.  
DINFOS faculty and staff work hard to provide world-class learning assets to the Department 
of Defense. The quality and effectiveness of our products have been validated by a rigorous 
accreditation process, evaluation of our educational processes according to recognized 
industry standards, sector leadership awards, and daily through our student and faculty course 
evaluation processes.  
DINFOS is accredited by the Council on Occupational Education, and courses are reviewed 
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for college credit by the American Council on Education.  DINFOS also has an agreement 
with the Society of Broadcast Engineers to assist students in furthering their broadcast 
careers. 

16. Provides for timely and meaningful interaction among faculty and students as evidenced by 
student evaluations of instruction, instructor observations, etc. 
The Defense Information School’s (DINFOS) most valuable resource is an engaged and 
continuously improving faculty. A highly qualified, professional faculty is critical to 
sustaining the DINFOS mission. The Student Critique Program is operated by and 
maintained by the Knowledge Management Section under the command group and allows 
students to evaluate both the course and the faculty teaching it (Exhibit: Student Survey 
Result). The result of the student feedback is provided to school leadership within five 
working days of class graduation. Certified DINFOS instructors must demonstrate 
proficiency throughout their tour. The Faculty Training and Development Office (FTDO), 
oversees analysis, design, development, and implementation of faculty training and 
development programs.  Three evaluation programs are in place to ensure continued 
proficiency. The random Evaluation Program allows the FTDO to conduct random, no-notice 
evaluations of instructors throughout DINFOS (Exhibit: FTDO No-Notice evaluation of an 
instructor). Feedback from the no-notice evaluations will only be used to coach instructors in 
the art and science of teaching. The results remain private. The Quality Assurance Office 
(QAO) will also conduct random, no-notice instructor evaluations (Exhibit: QAO No-Notice 
evaluation of an instructor). Data collected from these evaluations will be reported to the 
chain of command. Finally, the Annual Evaluation Program ensures that department 
Academic Directors coordinate annual evaluations of all instructors and file a Form 304, 
Instructor evaluation in the instructor’s official record.  

Instruction 
1. Academic competencies and occupational skills are integrated into the instructional courses 

and/or programs associated with each occupational area. 
The knowledge and skills taught to students at DINFOS are derived from the specific 
common-core tasks that the military services jointly determine to be required for their 
successful function at a given skill level for their career. In essence, all training is driven by 
specific tasks that students are required to perform as specialists in their field (Exhibit: 
TTSB AAR).  
These tasks are informally reviewed by instructors for relevance each time they teach a class. 
They can recommend changes based on their experiences in the field, or changes can come 
from the services themselves as dictated by changes in the operational environment.  
Classes focus on developing a comprehensive knowledge base, which provides students a 
framework of understanding prior to delving into specific behaviors they need to perform on 
the job. The foundation and underlying principles that govern the individual professions 
allow students to continue develop in their expertise long after departing DINFOS. The 
execution of basic skills ensures that students can function in their job with minimal 
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supervision as soon as they graduate the course.  
DINFOS continues to provide growth to alumni through intermediate and advanced training 
provided in both residence courses and mobile training teams, where services can bring 
instructors out to teach a specific course to a large group of professionals at their home base. 
When properly utilized by the services, these ensure a base line of knowledge at a given skill 
level. 

2. The instructional courses and/or programs provide education and training in the 
competencies essential to success in the occupation, including job knowledge, job skills, 
work habits, and attitudes.   
DINFOS trains occupational specialists for the military services.  Job knowledge, skills, 
work habits, and attitudes are the cornerstone of each course. All courses include practical 
exercises, which are a direct reflection of the real world application (Exhibit: PE Rubric, 
FTX Op Ord). Evident in DINFOS Charter, Chapter 1, Section 1, DINFOS maintains all 
courses designed with field and fleet considerations in mind from inception to practice. 
Designing courses, which directly reflect the workplace, ensures optimal transmission and 
instruction. DINFOS instruction goes beyond the classroom with several instructional areas 
taught at the field-training site (FTX) in Deployable Rapid Assembly Shelters, (DRASH). 
The use of DRASH, along with fleet and field standard equipment and protocols allows for 
an immersive learning experience. The FTX site is a self-contained simulated war-fighter 
location intended to implement practical theory in an authentic situation.  

FTX, along with field trips, tours, off-site training activities, and photographic or video 
shooting assignments provide real-world environment familiarization and possible on-the-job 
situations as students can be tasked to create real products used to represent DINFOS to the 
public such as programs, videos, and imagery. DINFOS Policy and Procedures Manual refer 
to the benefits of real world environments, expectations, and future training conditions in 
chapters 3-1 and 3-6. 

3. The sequence of instruction required for course and/or program completion (lecture, lab, 
and work-based activities) is determined by student learning outcomes. 
IAW with the PoPMan, Chapter 3, DINFOS uses a systematic approach to training 
development. The Instructional Systems Design (ISD) process includes managing the 
analysis, design, development, implementation, and evaluation (ADDIE) of all training. 
Beginning with the Implementation step and continuing into the Evaluation step, curriculum 
developers (Senior Instructors) are required to consider internal factors constantly, such as 
student learning outcomes to recommend changes to curriculum content and sequence.  
Knowledge exams and performance exams, both formative and summative, are analyzed 
throughout course validation, over three iterations of a new or modified course. Academic 
Directors review the results of every test to identify problems with instruction or test 
construction. This analysis consists of at least a difficulty index and a simple validity check.  
(Reference PoPMan, Chapter 3-612.G ) Results are communicated back to departments and 
curriculum developers revise items until results are satisfactory. Performance rubrics and 
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checklists are reviewed, at a minimum, every year to ensure they address the criteria of the 
student outcomes to be measured. (Exhibit: DINFOS Form 304, Instructor Evaluation 
Form). Once the knowledge and performance tests have been validated, they are the critical 
tool used to determine whether the sequence of instruction is appropriate for the level of 
learning required in the objective. All requests for changes in curriculum are then presented 
through the approval chain and implemented only after the Commandant has approved the 
change. 

The sequence of instruction required for program completion is used to: 
4. Organize the curriculum 

Curriculum developers, who are subject-matter experts, write the lesson plans, sequence the 
tasks based on their expertise and experience as instructors, the subject matter, the 
complexity of the material being taught, and the logical progression of learning (simple to 
complex, known to unknown). Tasks are labeled using TPFNs (Training Plan File Numbers) 
to identify their position in the training sequence. Once sequenced, the tasks are grouped into 
functional areas and units. (Exhibit: TTI) The final sequencing results in a Course Training 
Standard (CTS) (Exhibit: CTS). The course sequence is taught and adjusted over three 
iterations to ensure proper flow and structure. The evaluation of three iterations is considered 
validation.  

5. Guide the delivery of instruction; 
The curriculum developers and subject-matter experts review the Training Task Inventory 
(TTI) and assess various elements to determine the best instruction delivery method in line 
with the sequence of instruction. The delivery method is captured on the Learning Analysis 
Worksheets (LAWs) for each task (Exhibit: LAW). Furthermore, selections may include pre-
instructional activities such as reading, presentation of information in various methods, 
practice and feedback, testing, and capstone events such as field training exercises and final 
projects. The sequence of instruction presents a systematic, logical progression of learning 
that aims to be in line with current learning theories and the results of learning research, the 
characteristics of the medium used to deliver the instruction, the content to be taught, and the 
characteristics of the learners who will receive the instruction. All of these features are used 
to develop or choose materials or to develop a strategy for interactive classroom instruction. 
During the three-course iteration of validation process, changes may be made to the delivery 
of instruction based on input from SMEs. For example, in the Air Force-BPJC, the 
sequencing of the course drove the combination of two exercises that had previously been 
separate. By identifying that, two similar tasks fell closely next to each other in the sequence 
of the course, SMEs worked with the academic director to combine these two activities to 
adjust the delivery of instruction. The students now shoot a personality portrait of the same 
subject they interview for the personality feature story. The sequence of instruction directly 
contributed to this change, which has resulted in more synergy in the two evaluated projects. 
The students have more personal knowledge in the subjects they are photographing, which 
lends to more ideas that are creative and autonomous work on behalf of the students.  
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6. Direct learning activities; and, 
The SME’s as a part of the development process will determine the activities the students 
must master to meet the learning objective. This can include practical application, 
performance exercises, practice tests, field exercises, and any others that will help the 
student. Student exercises are a part of the measurement development and prepare the student 
for final skill assessments. DINFOS SMEs bring their expertise and experiences from the 
field to the schoolhouse and use this experience to develop real-time and valid practical 
exercises that are currently being used in the field. Each course is managed by SMEs who 
have recently been in the field performing the tasks being taught. The SMEs then collaborate 
to develop practical exercises that mimic those currently used in their career field. These 
exercises may crossover to other courses in DINFOS where the SMEs from both courses 
work together to ensure the student’s gain the most practical experiences possible (Exhibit: 
FTX Op Ord).  

7. Evaluate student progress in order to maximize the learning of competencies essential to 
success in the occupation. 
Evaluating student progress is continuous and necessary. It is an integral part of the learning 
experience and includes positive and adverse feedback, beginning the day the student enters a 
course. Developmental in nature, academic counseling encompasses the student’s strong and 
weak areas and includes recommendations to sustain or improve performance. (Exhibit: 
counseling statement)  Programs used to monitor, sustain, and improve performance include 
Academic Watch (when the GPA fall below 80 percent), Academic Probation (when the 
GPA falls below 75 percent), and remedial training. (PoPMan, Chapter 3-105 E-J)  Remedial 
training can be directed for students who are at risk of failing a course of instruction. It is 
designed to afford at-risk students with supervised or assisted review of course material, 
extra course work or practice exercises, and opportunities to ask instructors questions, seek 
clarification, or practice performance skills. Remedial instruction/training is intended to help 
students improve their performance in specific areas to meet course standards. It is not 
intended as punishment or as a penalty for poor performance, nor may it be used to lengthen 
the training day. Remedial instruction and training is a required action when a student is 
placed on academic probation and can be used when a student is placed on academic watch. 
(Exhibit: DINFOS System Portal (DSP) Administrative Functions must be seen onsite) 

8. Job-related health, safety, and fire-prevention are an integral part of instruction.   
The most senior instructors develop lesson plans, which assist them in training a specific 
topic or task by describing the method and presentation of instruction, required equipment, 
instructional media aids, duration of instruction, and safety procedures. Instructors emphasize 
chemical, fire, electrical and physical safety and other job-related hazards to health, 
equipment, and environment in all courses based on the specific training objectives. 
Instructors brief students on personal safety as well as special protective care required for use 
of issued equipment, computers, and software. Instructors provide students with a copy of the 
emergency evacuation route procedures and provide a refresher brief at the beginning of each 
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new class session (Exhibit: Emergency Evacuation Route Picture). The safety officer 
strategically posted updated emergency procedures throughout the building for personnel not 
familiar with DINFOS emergency procedures. Safety is considered and emphasized in every 
lesson plan even for courses without direct contact to equipment or supporting materials 
requiring safeguards as determined in the learning analysis. 

9. To develop skill proficiency, sufficient practice is provided with equipment and materials 
similar to those currently used in the occupation. 
DINFOS provides a realistic, hands-on approach to ensure the skills necessary for students to 
be proficient with equipment and material is achieved.  A comprehensive approach starts 
with lectures and demos for students to understand concepts, fundamentals, and operations 
and culminates with practical exercises based on real world problems (Exhibit: BMCSC 
MLP). 
Performance based training is designed to create realistic tasks and scenarios mirroring 
military standard operating procedures, policies and regulations that encompasses generic or 
specific equipment and material in the field or fleet.  During a field training exercise, 
students will perform specific tasks to demonstrate their photographic skills in a “simulated 
deployed environment” (Exhibit: BSP OPORD).  When service specific equipment is 
needed, after approval, DINFOS will tailor courses to meet those needs (Exhibit: Process). 
The TTSB discusses the necessary equipment and materials necessary to perform unit 
missions, which is reflected in the equipment list and documented in the CDRE as resource 
needs (Exhibit: CGPAC CDRE 2105).    

10. All instruction is effectively organized as evidenced by course outlines, lesson plans, 
competency tests, and other instructional materials. 
From start to finish, all DINFOS courses are well organized using the ISD process using the 
ADDIE model. DINFOS as with most military organizations is a task based training 
institution. The Training Task Inventory (TTI) (Exhibit: TTI) created by the services 
representatives and DINFOS subject matter experts (SME) is a comprehensive list of the 
tasks that are required to be taught in a specific course of instruction.  The Learning Analysis 
Worksheet (LAW) further defines the details of how the tasks will be taught and learning 
measured (Exhibit: LAW). Additional documents produced during the ISD process include 
the Course Training Standard (CTS) (Exhibit: CTS), the Course Design Resource Estimate 
(CDRE) (Exhibit: CGPAC CDRE), the Training Program of Instruction (TPI) (Exhibit: 
TPI’s) and a Master Lesson Plan (MLP) (Exhibit: BMCSC MLP).  The total of these 
documents outline the course structure.  
Courseware includes the Measurement Plan, master lesson plans, tests, and instructional aids 
such as student handouts, Power Points, and other tools of the trade. The Academic Director 
for each department reviews and approves all courseware and course developers upload them 
to the “Approved” folder on the DINFOS Collaboration Portal (DCP) under the appropriate 
file folders. 

http://www.dinfos.dma.mil/Student-Info/Course-Catalog/
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11. The institution uses a systematic, objective, and equitable method of evaluating student 
achievement based on required competencies. 
Evaluations are developed in response to requirements determined by the various services as 
to what their practitioners are required to know at any given skill level. The services meet 
together at a Training Task Selection Board (TTSB), each bringing their own critical skills to 
be trained, and determine which ones are shared by the majority to determine what should be 
taught in a common curriculum for each specific course. This results in the Training Task 
Inventory (TTI). The TTI is then used by the Course Development Team (CDT) to perform a 
learning analysis, which determines the objective students need to meet to satisfy each to the 
training tasks, and the measurement tool appropriate for each objective.  The CDT then 
places the objectives into various functional areas that develop students with no knowledge 
to basic practitioners of their fields, or train current practitioners to a higher skill level for the 
advanced courses. 
Measurement methods and tools are developed from the objectives in the TTI to ensure 
students are evaluated on all the critical tasks determined by the services. The evaluation 
method is determined by the SME’s and the department academic director as they develop 
the course measurement plan and associated value template (Exhibit: CTS MAP and value 
template).  Once the measurements plans are complete, they become the base to develop the 
Master Lesson Plans (MLP). This process ensures that all material on the tests is covered 
within the periods of instruction. Students are given the opportunity to provide feedback on 
how well they thought the material and instructors prepared them for the evaluation, as well 
as what could be done to improve the material. MLPs and evaluations are examined regularly 
to ensure relevance and comprehensiveness. 

12. For all coursework delivered via distance education: The institution annually reviews the 
quality and currency of its distance education courseware. 
DINFOS Resident and Non-Resident distance education courses quality are consistent 
regardless of delivery, because the course content, assessments, evaluations, and instruction 
are linked to the course competencies and objectives developed and approved with the 
Service representatives. All programs and curricula descriptions are available to include the 
mode of delivery.  DINFOS courses are evaluated through the established Instructional 
System Design Process. The Military Services are the principal sources of training 
requirements that drive either the development of, or the revision of, training programs at the 
School. New training requirements can result from changes in military Service doctrine, 
revised career field training strategies, new or merged military occupational specialties, or 
introduction of a new technology. These training requirements are identified, and updated, 
using the Training Task Selection Board (TTSB) Process. DINFOS uses a systematic process 
for curriculum quality assurance and course currency. Distance education courses are 
validated with the identical systematic process.  DINFOS updates and conducts quality 
reviews on the course and program, and updates are made to the course material, regardless 
of delivery method. The quality assurance program includes a thorough review of all 
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distance-learning course materials (Exhibit: Validation package for DL course can be seen 
on site). DINFOS currently delivers blended distance education in the Public Affairs 
Qualification Course (PAQC-ADL-NR), and the Basic Public Affairs Specialist Course 
(BPASC ADL-NR), which is instructor lead throughout the course of instruction. The non-
resident is a two part training system where the students use a blackboard based distance-
training method for a portion of the course and an onsite two-week capstone. Using this 
training methodology as a base to examine this requirement, DINFOS distance courses and 
the main campus versions are analogous.  

13. For all coursework delivered via distance education: The institution employs a standardized 
approach to create course templates, course descriptions, learning objectives, course 
requirements (i.e. standard syllabus, grading, resources, etc.), and learning outcomes 
associated with its courses and/or programs in order to facilitate quality assurance and the 
assessment of student learning. 
DINFOS distance education courses are developed from validated resident courses.  Each 
distance education course employs a standardized course template, with specific tools and 
menu items purposefully selected in the Blackboard Learning Management System (LMS).  
Each course is copied from the blackboard development server 30 days before the course 
start date.  The course is reviewed for accuracy of dates in the course calendar template, the 
standardized course Syllabus, and course materials are reviewed for currency, accuracy, 
consistency, and system stability. DINFOS course developers assume the role of the “Course 
Builder” in the Blackboard content management system for their assigned courses.  DINFOS 
Quality Assurance Review process ensures that the CDT review course content, student 
evaluations, and course activity reports for relevance. The Course Developers manage 
updates from the Academic Director and Team Lead to include course materials and course 
calendar. Once the course material is found accurate, the course is released to the 
instructional team for implementation.  The instructional team is comprised of a team lead 
and a set number of distance education instructors depending on the course being taught. The 
instructional team will then review the course content for accuracy.  The class is divided into 
smaller groups of a maximum of 12 students and assigned a single instructor, ensuring each 
student has the required support necessary to their successful completion of the course.  
Distance education courses mirror resident courses and programs, from the course 
description, learning objectives, course requirements, course syllabus, and instructor Master 
Lesson Plans (MLP). MLP’s provide the framework and are a tool for the instructor to 
personalize their specific training style while maintaining the integrity and inclusion of all 
required tasks. All lesson plans at DINFOS follow a standardized format containing the 
minimum required material in either a general outline or very brief paragraphs reflecting the 
main points, which ensures the content is standardized. DINFOS Distance Education courses 
use the identical exams, quizzes, assignments, and evaluation standards detailed in 
assignment rubrics and Grading Guides Exhibit: PAG Exercise – Speech Manuscript 
Exercise). 
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14. For all coursework delivered via distance education: The institution monitors student 
progress and participation through a variety of means that may include student time online, 
frequency of logins, electronic footprints, electronic grade book, and percentage of course 
completed. 
DINFOS monitors student progress and participation through a variety of means that includes 
reports generated by the Blackboard Learning Management System (LMS), configured for 
DINFOS.  Monitoring methods include student time online by individual as well as 
comparisons with other students, iterations, and average values.  Distance education course 
exams are deployed from the Blackboard LMS Testing System.  However, student exam 
grades are transferred from the LMS to the DINFOS System Portal’s Academic Records 
Management System (ARMS), (Exhibit: DINFOS ARMS Access Can be seen onsite)In 
addition, monitoring for DINFOS distance Education includes reports for time on line, 
frequency of logins, electronic test scores per student and course, and discussion posts 
deployed from the Blackboard LMS.  Reports are illustrated in (Exhibit: LMS Overview 
Single course). 

Challenges and Solutions: 

DINFOS is synchronized with the Defense Media Activity (DMA) Strategic Plan in that it is the 
only DMA component that directly supports the DMA mission area, Provide joint education and 
training for military and civilian personnel in the public affairs, broadcasting and visual 
information career fields to meet DoD-wide entry-level skills and long term career development 
requirements.  

On-going restructuring and career field mergers of the Services public affairs and visual 
information career fields present significant challenges for the school. The Services have moved 
away from joint training to more Service unique training to meet their specific service 
requirements. This has decreased DINFOS efficiency in Joint training value. DINFOS has 
launched an aggressive approach to move the Services toward a common core concept that 
would eliminate redundancies in different courses. This would maximize DINFOS resources to 
accomplish required training.  By conducting quarterly meetings with the career field managers 
and working group meetings on line and at the school, the common core approach is now gaining 
traction with the Services. 

Our biggest initiative is a Digital and Social Media Training Improvement Roadmap Concept. 
The initiative kicked off with a two-day social media workshop hosted here at DINFOS with 
presentations from industry, academia, and the DOD PA/VI community.   

All DINFOS courses will incorporate Social Media/Digital Engagement related tasks.  All 
instructors will complete on-line training in Social Media.  A distinct/separate Social Media 
Manager’s course will be established through a contract vehicle. 
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The ever-decreasing DoD budget presents a significant challenge for the school as it must 
compete for its share of money at DMA, where operational and training monies are lumped 
together. 

Summary 

In review of the standard two “Educational Programs,” the team agrees that DINFOS meets or 
exceeds the criteria. Even with current challenges, DINFOS is moving forward to ensure it 
remains relevant to the needs of the Services and maintains a forward thinking vision. DINFOS 
will continue, “To grow and sustain a corps of professional organizational communicators who 
fulfill the communications needs of the military services, government leaders, and audiences. 
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Standard 3 – Programs and Institutional Outcomes 

Standard 3 Criteria YES NO 

1. Individual student progress data, including (a) appropriate evaluations of 
knowledge and skills required for occupation(s) studied and (b) notations of 
completion(s) of and/or withdrawal from programs, are maintained and made a 
part of his/her record.  

  

The institution has a written plan to ensure that follow-up is systematic and 
continuous, and includes the following elements: 

2. Identification of responsibility for coordination of all follow-up activities.  

  

3. Collection of information from completers and/or from the organizations 
and units, which employ them. 

  

4. Information collected from completers and/or from the organizations and 
units which employ them is focused on course/program effectiveness and 
relevance to job requirements. 

  

5.  Follow-up information used to evaluate and improve the quality of program 
outcomes. 

  

6.  Follow-up information made available at least on an annual basis to all 
instructional personnel and administrative staff.  

  

Introduction: 
Standard three reflects the Defense Information School’s (DINFOS) documentation of student 
progress, completion data, and follow up procedures.  DINFOS, as with all military training 
institutions operates uniquely in regards to this standard. DINFOS is the primary provider for all 
of Department of Defense (DoD) public affairs (PA) and visual information (VI) training and 
therefore sets the standards for all military services as it pertains to PA and VI training 
requirements. DINFOS regularly work closely with all five services to ensure training 
continually meets the needs of the field. 

Analysis: 
1.  Individual student progress data, including (a) appropriate evaluations of knowledge 

and skills required for occupation(s) studied and (b) notations of completion(s) of and/or 
withdrawal from programs, are maintained and made a part of his/her record.  
Individuals are screened for physical and mental capabilities before enlisting in the armed 
services through the United States Military Entrance Processing Command 
(USMEPCOM AKA - MEPS) who evaluates applicants by applying established 
Department of Defense (DoD) standards during processing for military service.  
Once enrolled in DINFOS, an individuals’ progress data is maintained with the specific 
training department until the student moves on and their records are then archived in the 

http://www.mepcom.army.mil/
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registrar’s office. Records are archived in Army Training Requirements and Resources 
System (ATRRS) for Army, Corporate Enterprise Training Activity Resource System 
(CeTARS) for Navy, or other applicable service training management system. (Exhibit: 
ATRRS Course Catalog) 
Student knowledge is evaluated using a variety of methods to measure at Kirkpatrick 
levels 1 through 3 using written tests and practical exams. The academic director works 
directly with the curriculum developer, usually a master instructor, to create a specialized 
measurement plan for each course (Exhibit: Measurement Plan). Multiple-choice tests 
are administered using Blackboard learning management system for analytics (Exhibit: – 
Blackboard Analysis can be seen on site)  
Students are apprised of all course requirements, objectives, and content before 
enrollment through the qualification system. These requirements are publically advertised 
in DINFOS training program of instructions found on our website (Exhibit: TPI).  The 
same examinations are given to students taking online courses and they are expected to 
achieve the same high standards as the resident students.  

The institution has a written plan to ensure that follow-up is systematic and continuous, and 
includes the following elements: 
2. Identification of responsibility for coordination of all follow-up activities.  

a. DINFOS Knowledge Management Section (KMS) and Quality Assurance Office (QAO) 
work together to collect and analyze data to ensure systematic and continuous methods 
are an integral part of DINFOS to improve course effectiveness, job relevance, instructor 
skills, and significantly influence mission attainment (Reference: PoPMan chapters 6-4 & 
6-5). QAO plays an important role in quality control and policy/procedure enforcement 
operating a rigorous and compliance-oriented assessment program focusing on the 
delivery of Service training contracts. Specifically, QAO conducts audits, certifications, 
document reviews of all DINFOS courses.  These functions help QAO provide 
recommendations to leadership about the school’s ability to sustain excellence in training 
to meet operational requirements.  (Exhibit: Course Certification DMC 010-16. 

3. Collection of information from completers and/or from the organizations and units, which 
employ them. 
b. KMS manages DINFOS survey program to ensure all students take an end of course 

critique (EOC), analyze the data using Questionmark survey program, and alert command 
of any outstanding anomalies. KMS analyzes the data from student evaluations and 
creates reports that are sent to all DINFOS leadership teams, for consideration in 
modifications to courses (Exhibit: - Survey Report).  

4. Information collected from completers and/or from the organizations and units, which 
employ them, is focused on course/program effectiveness and relevance to job requirements. 
c. The purpose of KMS and QAO are to work together to ensure consistent excellence in 

PA and VI training at DINFOS.  DINFOS uses the survey program to provide feedback 
and guidance to the service representatives to continually improve and keep the courses 
relevant to the field experience.  
DINFOS hosts the associated service representatives in a training task selection boards 

https://www.atrrs.army.mil/atrrscc/search.aspx
https://main.prod.cetars.training.navy.mil/cetars/main.html
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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(TTSB) to determine changes to the service needs and discuss updating training 
requirements (Exhibit: – JCPAC TTSB AAR 2015). Approximately six months after 
graduation, students are sent a follow-up survey to gauge the effectiveness of the course 
and graduate with comment-based questions (Exhibit: Follow up survey report 

5. Follow-up information used to evaluate and improve the quality of program outcomes. 
d. The results of the KMS End of Course (EOC) surveys are thoroughly reviewed and 

analyzed by the department and command leadership to assist in the decision process. 
Services are informed of the results at regular TTSB meetings to make determinations on 
approaches to continually fuel improvements. QAO regularly inspects classes and reports 
deficiencies to the appropriate team in the training department and the Commandant who 
reviews the documents and signs a certification letter (Exhibit: Course certification 
review form 151).  

6. Follow-up information made available at least on an annual basis to all instructional 
personnel and administrative staff. 
e. Instructors are briefed of the mid and EOC results from their Academic Directors and are 

encouraged to complete a post course instructor survey (Exhibit: - MID and EOC 
Survey). 

Challenges and Solutions: 

Challenge: DINFOS is a military organization where well over half the faculty is military and 
changes every three years. While gaining the latest in field expertise is a plus, it is also creates a 
constant cycle of new military instructors.  DINFOS has also had a large number of experienced 
personnel, specifically in KMS and QAO to retire or move, which has hindered expanding the 
survey program and updating of the policies and procedures. Additionally, the DoD has frozen 
and unfrozen new hiring actions making filling the positions with qualified personnel difficult.  

Solution:  DINFOS has plans to improve the survey program, which will snowball course 
improvements throughout the school. Improvements to the survey program are a part of DINFOS 
FY13 – FY17 strategic plan as well as a part of the One-Vision/One-Voice initiative.  
Challenge: The 6-month survey is provided to graduates via their personal email. They are given 
a 2-week suspense to complete the surveys.  The survey is very rarely completed by all graduates 
with less than 2% providing input.   

Solution:  KMS sends the survey to graduates professional email accounts with a three-week 
suspense and weekly reminder until the survey responses reach an acceptable percentage. 

Challenge: Annual document reviews for all courses hinges on the timing of courses needing 
certification. Additionally, to cut the cost of printing all the documents needing reviewed, several 
folders need to be open on the computers at the same time to crosscheck the information. 

Solution:  Streamline the organization of the documents so they are co-located or create a new 
one, which would include all information required to check during a document review. (DCP) 
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Summary 

The Defense Information School is committed to training all students, regardless of delivery 
method, to the tasks and standards required by the military services providing Commanders with 
professional communicators to achieve mission accomplishment.  DINFOS quality controls, 
evaluation, and tracking procedures help provide feedback to foster continuous improvement.  
The Registrar’s Office prepares and maintains accurate student records and progress along with 
providing privacy of students’ personal information.  The Quality Assurance team reviews and 
evaluates course documentation, and classroom training to certify DINFOS is delivering the 
required level of training to meet the military service’s needs.   

The development and execution of the Strategic Plan (One Vision-One Voice) creates the 
environment for continuous improvement and allows the three elements, (RQM, KMS, and 
QAO) a comprehensive look at how DINFOS can better serve students and military services. 
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Standard 4 – Strategic Planning 

Standard 4 Criteria YES NO 

The institution has or aligns to a written strategic plan that includes, as a minimum, the 
following components: 

  

1. Mission of the institution;   

2. Vision of the institution;   

3. Objectives for a minimum period of three years;   

4. Strategies for achieving the objectives; and,   

5. Strategies for evaluating progress toward achieving the objectives.    

6.The strategic plan is reviewed by the faculty, administration, and institutional advisory 
committee and revised as necessary at least annually.  

  

7.The results of the evaluation of progress toward achieving the objectives are 
documented annually.  

  

 

Introduction: 
DINFOS operates under DOD Directive 5105.74, Subject: Defense Media Activity (DMA) and 
DOD Directive 5160.48, which reflects responsibilities within the Assistant Secretary of Defense 
for Public Affairs. The Assistant Secretary of Defense for Public Affairs (OASDPA) provides 
oversight through the Defense Media Activity (DMA). 

DINFOS approved and published FY13-FY17 Strategic Plan (Exhibit: - Strategic Plan), 
provides the framework for detailed planning and execution of key initiatives that keep the 
school moving forward. The goals and objectives are identified, supported with specific high-
level tasks, and quality expectations. Each objective is measurable and has a target timeline for 
accomplishment. DINFOS leadership is assigned specific tasks within each objective to ensure 
completion of the objective. DINFOS strategic plan enumerates three primary goals with eight 
major objectives to achieve the organizations mission and vision.  

DINFOS has incorporated Defense Media Activity’s (DMA) One Vision One Voice (OVOV) 
initiative to train and develop communication professionals to fulfill the needs of the DoD and 
other stakeholders (Exhibit: OVOV strategy map) as a part of DINFOS strategic plan. The 
OVOV initiative allows leadership to be more responsive to the fast changing needs in the 
training environment, such as technology and training services. The OVOV strategy follows the 
Balanced Scorecard Institute’s Balanced Scorecard approach to Strategic Planning and will 
become the standard for reporting the overall health of the organization starting in FY17.  The 
new strategy is built around 11 strategic objectives aligned via a strategy map and displayed 
against four distinct business perspectives: Client/Audience/Stakeholder, Financial Stewardship, 
Internal Processes, and Organizational Capacity. The initiatives from the approved DINFOS 

http://www.dtic.mil/whs/directives/corres/pdf/510574p.pdf
http://www.dtic.mil/whs/directives/corres/pdf/516048p.pdf
http://www.defense.gov/About-DoD/Office-of-the-Secretary-of-Defense/OASD-PA
http://www.dma.mil/
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Strategic Plan are being tracked using the new format; however, the FY13-FY17 plan is still the 
approved and published overall strategy for the school. 

Analysis: 
 The institution has or aligns to a written strategic plan that includes, as a minimum, the 
following components: 

1. Mission of the institution: - DINFOS strategic plan summarizes DINFOS Mission, which 
is to: Grow and sustain a corps of professional organizational communicators who fulfill 
the communication needs of the military Services, government leaders, and audiences. 
(Exhibit: – FY13-17 Strategic Plan, DINFOS Website) (Reference - PoPMan chapter 1).  

2. Vision of the institution; DINFOS strategic plan summarizes DINFOS Vision, which is 
for DINFOS to be recognized as a premier learning institution vital to organizational 
communication success across the Department of Defense. (Exhibit: – FY13-17 
Strategic Plan, DINFOS Website) (Reference - PoPMan chapter 1). 

3. Objectives for a minimum period of three years; DINFOS last approved strategic plan 
covers FY 2013 thru FY 2017 (Exhibit: – FY13-17 Strategic Plan, Screenshot of 
Balanced Scorecard Objective: Improve DINFOS Technology). DINFOS works with 
staff, faculty, and other stakeholders to continually budget and follow through with the 
strategic objectives. Supporting tasks are given specific achievement targets and are 
measured annually. The long-term objectives that take more than one year are measured 
in predetermined steps. Goals and objectives are reviewe3d annually.  

4. Strategies for achieving the objectives: DINFOS strategic plan breaks down each goal 
into objectives, which are further broken into measurable tasks with designated timelines. 
Each responsible party attends an annual leadership review where the goals are discussed 
and adjusted as necessary.  
Strategic Goals and Objectives: 

1. Goal 1: Deliver total professional development support to organizational 
communicators throughout their careers.  

a. Strategy: DINFOS will maintain and continue to build relationships with 
customers through a variety of methods including, but not limited to, 
partnerships, conferences, site visits, surveys, and a governance process. 
DINFOS will apply the feedback from the military Services, students, and 
Public Affairs and Visual Information units to better satisfy stakeholders and 
trainees. 
b. Objective 1.1: Improve knowledge of customer requirements and enhance 

customer satisfaction. 
c. Objective 1.2: Provide training that meets essential requirements. 
d. Objective 1.3: Enhance and sustain stakeholder relationships. 

2. Goal 2: Sustain DINFOS as an accredited Department of Defense Public 
Affairs/Visual Information training center and a highly sought-after assignment for 
faculty and staff.  

a. Strategy: DINFOS will develop staff and faculty members in such a way that 
maximizes levels of retention and job satisfaction. The Instructor 

http://www.dinfos.dma.mil/
http://www.dinfos.dma.mil/
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Certification Program will serve as the core of the faculty-training program, 
making the instructors true professionals in the classroom. DINFOS will 
continue to build on its strong academic foundation to meet or exceed all 
standards required to remain accredited. 

b. Objective 2.1: Attract, retain, and develop professional faculty and staff 
members.  

c. Objective 2.2: Maintain institutional accreditation. 
d. Objective 2.3: Develop clear lines of communications. 

3. Goal 3: Improve the DINFOS infrastructure to support the training mission. 
a. Strategy: DINFOS will use industry-standard practices and resources to 

ensure the infrastructure promotes efficient and effective training. Objective 
3.1: Utilize industry-standard systems and equipment to support staff, 
faculty, and students. 

a. Objective 3.1: Utilize industry-standard systems and equipment to support 
staff, faculty, and students. 

b. Objective 3.2: Manage the DINFOS expansion project, to include 
renovation of existing building and construction of additional space, in 
such a way that minimizes adverse effects to on-going training and 
ensures future success. 

5. Strategies for evaluating progress toward achieving the objectives DINFOS strategic plan 
includes a series of measurements for each objective with year specific measurable target 
dates. (Exhibit: – FY13-17 Strategic Plan ) 

6. The strategic plan is reviewed by the faculty, administration, and institutional advisory 
committee and revised as necessary at least annually.  
The FY13-FY17 strategic plan was a collaborative effort with a two day off-site comprised 
of DINFOS top personnel and led by a strategic plan consultant. The development of the 
Balance Scorecard approach, over the last 18 months, has been a collaborative effort in 
which numerous DINFOS personnel (executives, senior managers, and staff and faculty) 
have participated in several workshops to develop and document strategic themes, strategic 
results, and strategy maps. The team then built performance measures for each of the 11 
strategic objectives, identified objective and initiative owners, and laid the foundation for the 
future success of the organization. (Exhibit: –Screenshot of Balanced Scorecard Objective: 
Improve DINFOS Technology). 

7. The results of the evaluation of progress toward achieving the objectives are documented 
annually.  
DINFOS holds weekly meetings to review the status of individual initiatives and provides a 
monthly Line of Business (LOB) briefing on objective metrics from the strategic plan at the 
Tier I DMA Balanced Scorecard meeting. (Exhibit: – Weekly Status Briefing example; 
Monthly DMA LOB Objective Briefing Can be seen on site in the DCP ask Darline). 
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Challenges and Solutions: 

Forward planning is always challenging with military organizations because of constant funding 
and manpower issues. DINFOS expansion project was one year behind schedule because of 
unforeseen issues; however, DINFOS remained flexible and was able to compensate adjustments 
in their plans to accommodate the challenges presented by the renovations.  Future challenges 
will arise, especially in budget and manpower that will challenge our staff and faculty to 
continue to meet the DINFOS mission. With the evolution of the Strategic Plan into a Balanced 
Scorecard format, the main challenge is communication.  With the end goal of linking strategic 
objectives to personnel performance plans, it has been a lengthy process in getting from the 
overall Tier I objectives to the Tier III individual personnel. 

Summary 

DINFOS continues to communicate via workshops, Commandant’s Call sessions, staff meetings, 
and other forums to ensure that each member of DINFOS understands how the work they do 
links to the overall mission, vision, and objectives of the organization.  The One Vision One 
Voice Strategy for 2016 and beyond provides a solid methodology for ensuring the future growth 
and evolution of the organization.  While change can be a challenge in itself, DINFOS has 
carefully planned, with the help of industry experts, a strategy that can be leveraged to ensure 
future success. 
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Standard 5 – Learning Resources 

Standard 5 Criteria YES NO 

Media Services 

The institution has, aligns to, or is supported by a media services plan and provider 
which is appropriate for and inclusive of all methods of program delivery and 
addresses 

  

1. The scope and availability of the services   

2. A variety of current and relevant educational materials, such as reference 
books; periodicals and manuals of a business, professional, technical, and 
industrial nature; audio-visual materials and equipment; internet access; and 
other materials to help fulfill the institution’s purposes and support its 
educational programs. 

  

3. The staff person (administrative, supervisory, or instructional) responsible 
for the implementation and coordination of the media services 

  

4. Roles and responsibilities of designated staff member(s)   

5. Orientation for user groups (i.e., instructors, students, and others)   

6. Facilities and technical infrastructure essential for using media materials   

7. Annual budgetary support for the services   

8. Annual evaluation of the effectiveness of media services and utilization of 
the results to modify and improve media services 

  

9. A current inventory of media resources is maintained.     
10. Provisions are made for necessary repair, maintenance, and/or replacement of media 

equipment and supplies.  
  

11. Services for creating instructional media (both print and non-print) are adequate and 
appropriate to support all students and faculty in meeting the objectives of the 
education program(s).  

  

12. All elements of the institution’s learning resources (media services, technology, 
facilities, and materials) are comprehensive, current, selected with faculty input and are 
accessible by the faculty and students.  

  

13. Media services (instructional supplies, physical resources, and fiscal resources) are 
available to support the instructional programs offered by the institution. 

  

14. Media services are sufficient to ensure the achievement of student learning and 
program outcomes. 

  

Instructional Equipment 
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1. The institution has a system of instructional equipment inventory.     
2. The institution has a system for emergency purchases to assure the acquisition and/or 

repair of equipment within a reasonable period of time to support continuous instruction.  
  

3. Relevant and up-to-date equipment is available to support the instructional programs 
offered by the institution.  

  

4. The institution has a written plan for maintaining equipment and for replacing or 
disposing of obsolete equipment.  

  

5. All instructional equipment meets appropriate and required safety standards.    

Introduction: 
Standard five, Learning Resources, has the primary objective of verifying and validating that the 
Defense Information School (DINFOS) maintains adequate and appropriate resources to achieve 
the stated objectives for each of the programs of instruction offered. A secondary objective is to 
validate that the students and faculty have reasonable access to the resources and ensures they 
meet all applicable safety standards as set by law. 

Learning resources include media services, instructional equipment, and instructional supplies.  
Media services are defined as reference books; periodicals and manuals of a business, 
professional, technical, and industrial nature; audio-visual materials and equipment; internet 
access; and other materials to help fulfill the institution’s purposes and support its educational 
programs as well as qualified staff to manage and maintain the services.  Instructional equipment 
and instructional supplies include budgeting and maintenance of instructional equipment 
necessary to support the programs of instruction offered by this institution. 

Analysis: 
Media Services:   
The institution has, aligns to, or is supported by a media services plan and provided which is 
appropriate for an inclusive of all methods of program delivery and addresses… 
 
1. The scope and availability of the services. 
The Defense Information School has four key offices that provide mission-critical learning 
resources for its students, faculty, and staff. (1) The SSG Paul D. Savanuck Memorial Library 
(hereafter referred to as the Savanuck Library) falls under the direction and responsibility of the 
Provost; while the Communications Support Office (CSO) is under the direction and 
responsibility of the Directorate of Logistics(DOL); and the Information Technology Support 
Branch (ITSB) and the Engineering Support Branch (ESB) ) fall under the direction and 
responsibility of the Directorate of Plans & Technology. The DINFOS policies and procedures 
manual (PoPMan) divides the written media services plan into the following chapters: 

• Chapter 5-7: The Staff Sergeant Paul Savanuck Memorial Library, 
• Chapter 4-4: Logistics, 
• Chapter 6-1: Information Technology Operations, 
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• Chapter 5-4: Equipment and System Maintenance Program, and 
• Chapter 4-9: Communications Support Office. 

Development of these chapters involved the active participation of students, faculty, and staff to 
ensure that DINFOS provides required media services. (Exhibit: DPT/DOL Media Services 
Plan) 

Information Technology Support Branch 
The Chief, Information Technology Support Branch (ITSB) is responsible for operating and 
maintaining all computer and information services at DINFOS and the student detachments, to 
include hardware, software, firmware, infrastructure, security, and internal Local Area Network 
connectivity. ITSB implements network changes to meet new technologies as well as installing 
and maintaining all computer-related systems equipment, software, firmware, and infrastructure 
connectivity in DINFOS. The Information Technology Support Branch provides help desk 
assistance by means of Automated Work Orders via VimSoft’s VimBiz Service Request 
application (Exhibit: Help Desk - VimBiz Screen capture).  The ITSB help desk also accepts 
walk-ins, telephone calls, or e-mails for staff, faculty, and students. The support ranges from 
answering general information questions to help with specific course, network, or software 
issues. Issues affecting the conduct of training receive high priority to minimize impact on 
training. The Information Technology Support Branch provides the necessary network resources 
to support DINFOS’ many learning assets: distanced learning courses, continuous learning 
modules, student feedback systems, and commercial information databases provided by the 
Savanuck Library. 

Engineering Support Branch 
The Chief, Engineering Support Branch (ESB) is responsible for the design, selection, 
acquisition, installation, maintenance, repair and life cycle management for all broadcast, 
audiovisual equipment and systems (e.g., videoconferencing and display equipment, projectors, 
and other presentation and distribution systems), and still photographic equipment within 
DINFOS to include oversight of any necessary support contracts. The Engineering Support 
Branch works with the instructional staff to refine and define new and emerging requirements, 
and provides project management oversight to ensure that instructional needs are met. 
Engineering Support Branch manages the largest single body of equipment assets within 
DINFOS. Additionally, Engineering Support Branch is responsible for: 

• Supporting live lectures and televised broadcasts with audio-visual support and 
equipment 

• Educational satellite broadcast down linking and distribution 
• Purchase and distribution of media materials 
• Technical support for presentations by distinguished guests, faculty, and DINFOS leaders 
• Videoconferencing scheduling and facilitation 
• Equipment maintenance support to Student Issue Point 
• Evaluation of technical issues and support for course development 
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Communications Support Office 
The Multimedia Specialist in the Communications Support Office (CSO) provides policy 
guidance, planning, administration and management in the areas of graphic support; the 
operation of a self-help lab for the development of instructional materials and presentations; and 
the development of multimedia instructional materials including electronic presentations, 
interactive computer-based training, etc.  

SSG Paul D. Savanuck Memorial Library 
The Savanuck Library the DINFOS training mission by providing students, faculty, and staff a 
central point for reference, research, and information retrieval services. Library staff selects, 
acquires, maintains, and circulates a collection of books, periodicals, databases, compact discs, 
and other materials to meet the research, development, and reference needs of its users. 

 
2) A variety of current and relevant educational materials, such as reference books; periodicals 

and manuals of a business, professional, technical, and industrial nature; audio-visual 
materials and equipment; internet access; and other materials to help fulfill the institution’s 
purposes and support its educational programs. 

 
The Defense Information School (DINFOS), SSG Paul D. Savanuck Memorial library maintains 
a collection of materials such as books and recordings to support the institutions professional and 
educational programs.  The library is located just inside the DINFOS main entrance with hours 
of operation from 0700-1700, Monday through Friday.  Savanuck Memorial library is closed on 
Federal Holidays.  The checkout process for materials is simple, as you do no need a library card, 
the government issued Common Access Card (CAC) is used in lieu of a library card (Exhibit: 
DINFOS Web Site Library). Library resources are available on-line as well as directly from the 
DINFOS Library website. The library webpage offers links to the library catalog, online 
databases, online journals, eBooks, and professional military reading lists.  
Additionally, the Department of Defense (DoD) Moral, Welfare, and Recreation (MWR) 
Libraries have partnered with Safari Books Online to provide employees with online access to 
the Premium Safari Books Online Library, which has over 51260 books, videos, and tutorials.  
 
The library offers the following materials and equipment:   
 

• •13,000+ books, non-fiction and 
fiction 

• •1000+ audio books, CDs and 
Playaways, including language 
learning 

• •1800+ videos (DVDs) 
• •Media room with TVs and DVD 

players 
• •24 computers with internet access  
• •Databases 

• •EBooks 
• •100+ different titles of magazines, 

journals, and newspapers 
• •Graphic Novels 
• •Staff to provide assistance with 

research 
• •Printer, copier, microfiche/film 

reader, and fax machine 
• •Alumni access to online resources 
• •Group study room  

http://www.dinfos.dma.mil/Library.aspx
http://www.dinfos.dma.mil/Library.aspx
http://www.armymwr.com/
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The CSO provides visual communication self-help services to staff and faculty during normal 
business hours 0700-1600.  It is located on the first floor of the DINFOS main wing.  Staff and 
faculty are requested to fill in a log sheet for material usage tracking, and a feedback sheet.  The 
Communications Support Office (CSO) provides the following services/equipment: 
 

• Professional Mat Cutter 
• Laser Engraver 
• Laminator 
• Scanners 
• Black and White/Color 

Printers 
• Poster Printer 

• Binding systems 
• Dub-Station 
• Plotter 
• DVD/CD Duplicator 
• DVD/CD Rip tower 
• Label Makers 

 
The student issue point, Engineering Support Branch, provides students with access to laptop 
computers, audio, videography, photography, and ancillary equipment needed to complete 
training for specific classes and field experiences. The student issue point is located on the first 
floor of the DINFOS main wing. 
 
3) The staff person (administrative, supervisory, or instructional) responsible for the 

implementation and coordination of the media services. 
The DOL and DPT directorates divide the overall responsibility at DINFOS for implementing 
and coordinating media services within the school. DOL has the responsibility of operating the 
CSO and the Logistics Office, where staff/faculty can get office and training supplies (paper, 
pens, highlighters, folders, etc. while DPT, oversees the Information Technology Support Branch 
(ITSB) and the Engineering Support Branch (ESB). The Provost Office supervises the librarians 
in the Savanuck Library (Exhibit: – DINFOS Organizational Chart). 
 
4) Roles and responsibilities of designated staff member(s). 
As outlined in the DINFOS Policies and Procedures Manual (referenced as DINFOS PoPMan), 
Chapter one of DINFOS policy and procedures manual establishes executive responsibilities for 
the various media services assets (Exhibit: PoPMan in its Entirety). Additionally, relevant 
written procedural guidance for media services is contained in the DINFOS Policy and Operating 
Procedures Manual, Chapter 5-7: The SSG Paul Savanuck Memorial Library, Chapter 4-4: 
Logistics, Chapter 6-1: Information Technology Operations, Chapter 5-4: Equipment and System 
Maintenance Program, and Chapter 4-9: Communications Support Office (Exhibit: PoPMan 
Chapters 1-1, 4, 4-4, 5-7, & 6). 
The Engineering Support Branch employs five government civilian personnel and is 
supplemented by one U.S. Air Force Non-Commissioned Officer and 10 contractors. The 
Information Technology Support Branch employs 12 government civilians and is supplemented 
by one U.S. Air Force Non-Commissioned Officer and 28 contractors, the Communications 
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Support Office employs one government civilian and the Savanuck Library employs two 
government civilians and is supplemented by one contractor.  
 
5) Orientation for user groups (i.e., instructors, students, and others). 
Military Training Leaders (MTLs) at their respective service detachments conduct initial 
orientation training for new DINFOS students and cover topics such as the Inspector General 
complaint program, the Military Equal Opportunity program, Sexual Assault Prevention, 
Information Assurance, and various other security programs. MTLs also inform students of the 
locations and hours for various points of interest such as the Dining Facility, Post Exchange, 
Commissary, post office, bowling alley, and medical, financial, and personnel service offices. 
Additional training is conducted on a regular as needed basis.  
 
Students also receive DINFOS specific training during in-processing on their first day. During 
this orientation, Department of Training (DOT) leaders welcome students and brief them on 
DINFOS structure, mission, and policies. Instructors brief students on class-specific expectations 
and the school’s layout to include exit routes, food & bathroom locations, etc. and a 
representative from the Savanuck Library briefs students on all of the resources available to 
students at the library (Exhibit: In-Processing Schedule of Briefings). 
New faculty and staff attend the Faculty and Staff Orientation Program (F-STOP). This 
orientation consists of multiple briefings and tours over the course of a day, and is conducted 
approximately eight times a year. This program introduces new personnel to the DINFOS 
command group leadership, the DINFOS structure, mission, DINFOS-specific work rules and 
policies, and the school layout. All personnel receive briefings on the DINFOS strategic plan, 
Directorate of Training operations, the internal control program, DINFOS policies on 
student/subordinate relationships, sexual harassment, academic/student actions, military service 
training requirements, and resource accountability. The orientation program also includes tours 
of the Communications Support Office (CSO) and Savanuck Library. (Exhibit: FSTOP 
Schedule). 
 
6) Facilities and technical infrastructure essential for using media materials. 
DINFOS campus is comprised of building 6500 and immediate surrounding lands. The structure 
has been expanded and modernized with a three-story extension and renovations to 15 rooms in 
the main building.  A multitude of unique areas within DINFOS utilizes media materials. 
Equipment availability runs the spectrum from video production and monitoring, broadcasting 
booths to rooms with arrays of projection screens, sound systems, and Internet access, 
accommodating small groups as well as large halls for up to 400 personnel. A self-help 
multimedia lab is on site with capabilities for black and white and color printing including a 
plotter, non-linear video editing, manual and computer graphics, and other media resources. 
Throughout the year, students use various areas of the campus for practical exercises involving 
the use of still and video cameras. (Exhibit: Floor Plan) 
The IT network maintains a capable storage system that students and staff utilize for their 
presentations and class materials.  The Information Technology Support Branch has configured 
the network so that any members of DINFOS, staff, faculty or students can log onto any machine 



 

 

 

Standard 5 – Learning Resources 

S5-61 

throughout the building and access their data. The Help Desk is on call during the hours of 
operations ready to take immediate actions to prevent any training stoppage. ITSB personnel are 
working on securing WiFi throughout the building for all personnel. (Exhibit: Classroom IT 
WiFi structure/set-up) 
The Student Issue Point is responsible for the issue and turn-in of audiovisual and selected 
information technology equipment as well as the storage of some AV systems. The SIP provides 
the key interface between the student and the maintenance shop when problems occur, and 
assists the instructional staff with issue and turn in of less frequently used items (overhead 
projectors, ELMO Company LTD devices, etc.).  Any equipment used for training is repaired on 
site by the Engineering Support Branch (ESB). They support audiovisual (AV) devices and the 
broadcast network within DINFOS. As with the IT department, the ESB response to repairs or 
replacements is immediate to negate training stoppage. (Exhibit: Student Issue List) 
 
7) Annual budgetary support for the services. 
The Director or Logistics (DOL) and the Director of Plans and Technology Directorate (DPT) 
provide input to the Chief, Training Resources Analysis Branch and to the DMA Director of 
Technical Services on annual budgetary requirements for DINFOS learning resources.  The 
Director of Logistics develops and manages a spending plan that includes funding for the 
Savanuck Support Office self-help lab.  The Director of Plans and Technology develops and 
manages the annual spending plan that includes funding for all aspects of information technology 
and engineering support including contracts for maintenance, help desk, network management, 
new and replacement equipment, new and updated software, applications development and 
equipment issue point operations.  DINFOS identifies and prioritizes requirements that arise 
during the fiscal year for funding consideration to ensure that DINFOS training receives all 
critical learning resources.  (Exhibit: Annual Spend Plan for DOL/DPT) 
 
8) Annual evaluation of the effectiveness of media services and utilization of the results to 

modify and improve media services. 
Analyses of surveys distributed at the end of all courses allow students to submit their evaluation 
of the training and resources provided during their time at DINFOS.  These surveys provide the 
resource managers the data to track training effectiveness and the services available.  Service 
Training Task Selection Boards, Annual customer satisfaction surveys, and In Progress Review 
complete the tools that assemble a full assessment of the DINFOS services. (Exhibit: Student 
survey, TTSB Review AAR) 
 
9) A current inventory of media resources is maintained. 
The Savanuck library currently uses DA Form 3973, “Voucher Register of Library Materials” to 
account for library materials. The Library materials are catalogued in the integrated library 
system, which maintains accountability of all library materials (books and recordings).  The 
librarian is the equipment custodian for all equipment in the library.  The hand receipt serves as 
the primary means of accountability for all library computer equipment. (Exhibit: DA Form 
3973) 
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Directorate of Plans and Information Technology (DPT) Media  
The Defense Property Accountability System (DPAS) and VIMBIZ maintains inventory for all 
DINFOS technology assets.  Each directorate and department is required to assign an equipment 
custodian to maintain IT and AV hardware inventories.  However, ITSB and ESB maintain 
software inventories.  ITSB approves and initiates the purchase of all IT assets.  ESB approves 
and initiates the purchase of all AV assets.  The Directorate of Logistics records equipment items 
in the property book and ITSB/ESB distribute the equipment to the appropriate location.  ITSB 
maintains a record of all software licenses, stored media, and software loaded as required.  
Equipment custodians and property book personnel conduct 100% periodic and annual 
inventories of the IT/ESB holdings within their directorates.  ITSB works closely with the ESB 
to address hardware and software requirements and to select the best course of action to support 
the DINFOS mission. (Exhibit: Solicitation of Contract order for commercial items) 
 
ITSB and ESB share lifecycle management responsibilities for all technology products and 
equipment used for training.  Each directorate and external military services customers provide 
input to both lifecycle plans through the CDRE process.  Due to constant changes in 
technologies, both ITSB and ESB aggressively research and develop new strategies for 
supporting DINFOS instructional programs.   
 
10) Provisions are made for necessary repair, maintenance, and/or replacement of media 

equipment and supplies. 
The ESB performs life cycle management, repair, installation, and maintenance of more 
than 15,000 pieces of equipment to include projectors, televisions, camera (still-
photographic & video camcorders), lenses, computer workstations, and all broadcast and 
Audio-Visual (AV) devices used throughout DINFOS. These assets entail 14 radio and 
four television studios, more than 300 still photography camera kits, 250 videography 
kits, 200+ non-linear editing systems, four VTC systems and all associated signal 
processing and broadcast devices.  
To meet DINFOS mission requirements and to ensure that adequate assets are available 
to the instructor, the ESB employs four full time government civilians, one U.S. Air 
Force NCO, and 10 contractor personnel. The ESB budget for acquisition and 
maintenance of these assets for FY16 is more than $2.8 Million. 
The ITSB supports more than 7,000 pieces information technology (IT) devices to 
include network servers, laptops, desktop computer systems and associated peripheral 
devices and 250 software products in support of students, faculty, and staff.  Support 
includes but is not limited to installation, maintenance, repair, and life cycle management.  
 

11) Services for creating instructional media (both print and non-print) are adequate and 
appropriate to support all students and faculty in meeting the objectives of the education 
program(s). 
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The Communications Support Office (CSO) is staffed by 1 full-time government civilian.  
Current budgetary support for these services is approximately $40,000. 
The CSO Visual Information Specialist is responsible for the Delivery of total 
professional support to the DINFOS organization, the DMA, and all force detachments, 
and to also ensure effective and efficient management of the Communication Support 
Office in support of the DINFOS mission and Strategic Goals.  The Visual Information 
Specialist will provide guidance, training, and assistance when requested.     
Staff and faculty using the self-help lab fill out a log sheet for tracking both material and 
instruction trends.   
The CSO also provides support to unit activities, VIP visits, graduations, retirements, 
promotions, and other events as required. 
In 2009, DINFOS replaced a detailed military member with a fulltime government 
civilian.  This action added both continuity and depth of experience into this key and 
growing area.   
The CSO provides Printing Services, Charts, Graphs, Custom Designs, Posters, Banners, 
Laser Services, engravings, Signs, Labels, Safety Labels, Book Binding, Matted 
Materials, Custom Framing, Blu-Ray-DVD-CD Duplication & Disc Printing Services, 
Rubber Stamps, Awards, Book Binding, Image Scanning, Negative & Slide Scanning, 
presentation mounting, Poster Laminating, Card Laminating, Business Cards, Video 
Dubbing. All produced in-house with an average 80% cost savings compared to 
contracting the work out. The CSO has also produced building and room signs at a 90% 
savings over quoted prices. (Exhibit: Picture of CSO Equipment)  
 
As a result, DINFOS instructional staff can produce the finest Visual Media products and 
training aids in-house due to improved production capacities, better communication, 
better local expertise, and better control on material acquisition and allocation.  
 

12) All elements of the institution’s learning resources (media services, technology, facilities, 
and materials) are comprehensive, current, selected with faculty input and are accessible by 
the faculty and students. 

Media services are accessible by everyone during normal operating hours. For research 
and study purposes, the library online resources are available 24/7.  DINFOS also offers 
24/7 subscriptions to Lynda.com and the DoD provides complete subscription access to 
Safari Books online. DINFOS has a specialized program to allow students, staff, and 
faculty 24/7 access to Adobe CS6 Master Collection and Microsoft Office just by 
applying through their appropriate supervisor. 
 
The Defense Information School conducts building-wide initiatives, which allow for staff 
and faculty to discuss DINFOS past, present and future.  In these meetings learning 
resources such as desktop computers, laptops, tablets, learning management software and 
others are discussed and requirements are identified. Departmental and organizational 
level update meetings are held on a weekly basis to address budget, scheduling, staffing, 

http://www.lynda.com/member
http://techbus.safaribooksonline.com/
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and adjust the priority of the resources identified. DINFOS also sponsors a school-wide 
suggestion program (Exhibit: Suggestion Program) 

 
13) Media services (instructional supplies, physical resources, and fiscal resources) are 

available to support the instructional programs offered by the institution. 
Media Services within the Defense Information School maintain instructional supplies, 
physical resources, and fiscal resources. DINFOS students use media services for 
photography and videography (portraiture, event, and studio capturing and editing); 
studios and rooms (presentation rooms, interview studio, photo/video studio, audio 
recording studio, scanning, and editing stations), student equipment (laptops, video 
cameras, still cameras, digital voice recorders, calculators, and more). Studios are setup 
for classroom use as well as student practice and additional equipment is managed by 
DINFOS logistics.  Instructors and students can sign out equipment as needed with 
scheduled classes taking precedence over individual use. These resources provide our 
staff, faculty, and students with the resources needed to support the instructional 
programs offered by the institution. (Exhibit: Available services Excel) 
 

14) Media services are sufficient to ensure the achievement of student learning and program 
outcomes. 

The training subject matter experts ensure each student is afforded every opportunity 
necessary to achieve the learning goals of each course. They work closely with each 
student to identify media services that help them achieve the highest possible standards 
and submit the necessary paperwork for any item or service that could be deemed 
necessary for learning. The command reviews the needs and balances the budget to 
supply students with the necessary tools to succeed.  Equipment on hand is based on 
projected student load through the SMDR process, which provides fill rates for courses 
up to five years in advance. The equipment availability is a priority during the scheduling 
process to ensure all students have the appropriate equipment to complete their course 
successfully.  (Exhibit: Equipment Budget)  
Students are surveyed after each course to determine and ensure that the media services 
are sufficient and provide with the best content and resources available. The results of 
these end-of-course surveys continue to highlight that our students and staff are utilizing 
media services to achieve student learning and program objectives. (Exhibit: Student 
survey) 
 

Instructional Equipment: 
1. The institution has a system of instructional equipment inventory. 

Logistics maintains the official inventory of information technology, broadcast and 
audio-visual equipment in DINFOS in the Defense Property Accountability System 
(DPAS).  Once equipment is added to DPAS, it is also added to the VimBiz application 
for Service Request (Maintenance). Logistics also issues Hand Receipts to staff and 
faculty that have equipment assigned to them.  All hand Receipt holders perform, a 

https://dpassupport.golearnportal.org/
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minimum, of one inventory verification annually.   The ITSB staff, under the guidance of 
the ITSB Chief, promptly provides updates to Logistics for all IT equipment moves via 
the use of hand held scanners using the VimBiz system. The ESB, under the guidance of 
the Chief Engineer follows the same process. (Exhibit: Hand receipts, Screen caps of 
VimBiz) 
 

2. The institution has a system for emergency purchases to assure the acquisition and/or 
repair of equipment within a reasonable period of time to support continuous instruction. 

DPT maintains a significant bench stock of A/V and IT equipment and parts. Logistics 
also maintains several government purchase cards (GPC) that can be used for routine and 
for emergency purchases of instructional supplies/parts, not to exceed $3500, and for the 
procurement of spare parts or supplies required to maintain instructional support 
equipment.  The GPC can be used to procure emergency manufacturer repair services of 
training equipment, not to exceed $2500. The GPC provides for the rapid procurement of 
supplies/services because these purchases go directly to the bank and the cardholders, 
bypassing the contracting office. (Exhibit: List of GPC Cardholders) 
 

3. Relevant and up-to-date equipment is available to support the instructional programs 
offered by the institution. 

ITSB and ESB share lifecycle management responsibilities for all technology products 
and equipment used for training. The Directorate of Training and external military 
services customers provide input to both lifecycle plans through the CDRE process. With 
the constant changes in technologies, DPT is constantly researching the latest 
technologies and trends in the industry to develop new strategies for supporting 
instructional programs. In 2015, ESB began the life cycling its inventory of Electronic 
News Gathering (ENG) or field production light kits, which utilize tungsten lamps.  
These are being replaced with the more efficient LED light kits. Not only are the LED 
light kits more efficient but they also weighing significantly less and are safer in that 
LED bulbs do not pose a burn hazard to material and people like their tungsten 
counterparts. ESB will life cycle the remaining tungsten based light kits in the summer of 
2016 with the same LED light kits procured last year. DPT regularly meets with key 
Software/Hardware vendors such as Microsoft, Cisco, Adobe, Dell, HP, etc. to ensure 
that version updates are captured, reported to external customers, and planned for future 
implementation of such technologies. (Exhibit: Lifecycle management info sheets) 
 

4. The institution has a written plan for maintaining equipment and for replacing or disposing 
of obsolete equipment. 

Maintenance and replacement of equipment is governed by the DINFOS PoPMan, 
Chapter 5-4 “Equipment and Systems Maintenance Program” and Chapter 5-5, 
“Equipment Lifecycle Management” (Exhibit: PoPMan Chapter 5-5, lifecycle 
Management). DOD regulations such as, DoD Man 4160.21, Defense Materiel 
Disposition: Disposal Guidance and Procedures and DoDI 5000.64, Accountability and 
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Management of DoD Equipment and Other Accountable Property, also define the 
guidance for the disposition of obsolete equipment (Exhibit: DoD 4160.21 & DoDI 
5000.64). The ESB and ITSB Chiefs work with the Directorate of Logistics to manage 
the disposition of all obsolete equipment. The internal logistical process for disposing of 
equipment is outlined in the DINFOS PoPMan Chapter 4-4 “Logistics”. DINFOS also 
coordinates with other DMA components, governmental agencies, and local school 
systems for reuse of equipment that has outlived its training life at DINFOS. 
 

5. All instructional equipment meets appropriate and required safety standards. 
Instructional equipment meets appropriate and required safety standards. All equipment 
has safety instructions, and safety manuals are readily available on-line or in the 
classrooms.  
The following multimedia equipment is available: 
 
• Computers................................2300 
• Laptops......................................220 
• Projectors...................................348 
• Television Sets...........................350 

• Multimedia Players/Recorders..300 
• Projection Screens.......................60 
• Copiers/ Fax Capability...............18 

 
Instructional Supplies: 
1. Instructional supplies are available to support the instructional programs offered by the 

institution. 
Instructional supplies (paper, pens, markers, calendars, etc.) are made available through 
Logistics and kept in the logistics warehouse. Instructors may stop in to collect supplies 
between the hours of 0700-1600 daily.  Instructors may request for additional supplies 
that are not on hand through their department.  This information gets forwarded through 
the Directorate of Logistics for approval, then to the Training Resources Analysis Branch 
(TRAB) (budget office) for funds certification, and finally to Directorate of Logistics for 
purchasing.  
Logistics, ITSB, ESB and budget work together to ensure that the latest in technology 
and supporting materials are made available to students, faculty, and staff so that the 
quality of instruction and the educational product at DINFOS remain excellent. (Exhibit: 
Gov CC Purchase for supplies) 
 

2. The institution has a system for purchasing and storing instructional supplies. 
DINFOS has several methods in place for the purchase of instructional supplies.  The 
purchase of general classroom supplies can be done via either government contract or 
GPC.  Most items above the GPC limit of $3500 are procured in bulk via contract.  Items 
below the $3500 threshold are made via GPC.  (Exhibit: Purchasing and storing). 
Once a purchase has been made and received, general classroom supplies are stored in 
the internal logistics warehouse with some items, being of immediate use, stored in local 
storage areas or the classrooms.  An off-site warehouse provides storage space for 



 

 

 

Standard 5 – Learning Resources 

S5-67 

furniture, non-accountable, expendable, and-bulk purchased items. The issue point for 
administrative and classroom support items is open from 0730-1630, Monday through 
Friday. 
The library may also purchase items via government contract, GPC, or through the 
Savanuck gift fund. Items such as books, DVD’s, periodicals, and newspapers are stored 
in the library and cataloged accordingly. 
 

3. Funds are budgeted or made available to provide supplies at a level that assures quality of 
occupational education. 

The Director of Logistics forecasts annual funding requirements for instructional supply 
items based on past usage and includes forecast data as an input to the DINFOS spending 
plan (Exhibit: DOT Spend Plan). The Directorate of Logistics monitors stock levels at 
the supply issue point and replenishes instructional supplies throughout the fiscal year.  
The GPC is the primary means for replenishing stock levels as well as purchasing 
specialty items needed for instructional purposes. Well over $300,000.00 is spent 
annually on instructional supplies in support of education and training. 
 

4. The institution has a system of emergency purchases of instructional supplies within a 
reasonable period of time to support continuous instruction. 

The Director of Logistics manages the GPC program in order to make purchases under 
the mandated limit of $3,500.00.  While normal purchases follow a formal approval 
process, emergency purchases are authorized when approved by Director of Logistics.  
This approval can be as simple as an email (Exhibit: GPC DMA Form 18).  This step 
ensures last minute mission essential items required for continuous operation throughout 
DINFOS can be purchased expediently. The DOL and the DPT maintain purchase cards 
for purchase of supplies, equipment, and repair items.  
 

5. First aid supplies are readily available. 
First aid supplies are located throughout the DINFOS facility (Exhibit: Pictures of First 
aid equipment). First aid kits are typically located above or beside fire extinguishers and 
elevators.  In addition, two emergency defibrillators are located at the main entrances to 
the school and in the Directorate of Logistics. 
 

6. All instructional supplies meet appropriate and required safety standards. 
All instructional supplies and materials meet appropriate and required safety standards. 
For example,  

• Warning signage is posted in appropriate areas with instructions for use,  
• Soldering stations have written safety instructions posted in the classrooms in 

which they are used,  
• Rooms using photo chemicals have eye-washing stations,  
• Hallways are equipped with first aid kits as well as defibrillators, and  
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• Rooms with significant danger of electrical shock have electronic safety boards 
and proper grounding installed (Exhibit: Pictures of safety rules posted).  

• Instructors show all students the locations of these stations and demonstrate how 
to use them. The DINFOS PoPMan, Chapter 2-1 provides a detailed explanation 
of the DINFOS Safety Program. 

Challenges and Solutions: 

Challenge: The DINFOS PoPMan is in the process of being revised and rewritten. Therefore, in 
light of this, the references to chapters and/or sections identified in this standard may be changed 
in the near future or may have already been changed since this Standard was written.  

Solution: Once the revised PoPMan is completed, each directorate with a responsibility to 
provide learning resources will adhere to the revised processes and policies defined within the 
PoPMan. 

Challenge: DINFOS is in the process of modernizing its technology infrastructure with a 
wireless system and with over 1000 tablets to be utilized by students, staff, and faculty. DINFOS 
anticipates the wireless system to be installed by December 2016 and estimates over 80% of all 
training to be conducted over the wireless infrastructure.   

Solutions: Courses and staff that require processor and memory intensive applications (Adobe 
Photoshop, Premiere, AutoCAD, etc.) will continue to operate on the existing wired network 
infrastructure on high-end workstations. Current life cycle time frame for desktop computer 
systems is five – seven years however, since the majority of users will move from a desktop PC 
to a tablet, DINFOS estimates the life span of tablets to be three years. Costs for life cycling of 
these tablets will be more than desktops as they will be replace more often.  DINFOS will need 
to plan to increase the funds for life cycling of tablets in the future. 

Summary 

DINFOS strives to ensure that the learning resources available to students, faculty and staff are 
relevant and up-to-date.  The Savanuck library provides the reference and research requirements 
for all DINFOS students, faculty and staff in a 10,000 square foot library, housing more than 
14,000 books (physical and digital), over 100 periodical titles, over 1800 DVD’s/Blu-ray’s, 
newspaper subscriptions, 24 computers with internet access, and audiovisual resources. All of 
the library’s online resources (e.g., catalog, databases, linked websites, etc.) are accessible from 
any computer with internet access, via the DINFOS home page. 

The Directorate of Plans and Technology (ESB & ITSB) employs 55 highly skilled government 
civilian and contractor personnel to maintain all technology assets at DINFOS. This includes but 
is not limited to A/V equipment, radio and television broadcast equipment, still photographic 
cameras and ancillary equipment, computer resources, applications and network infrastructure. 
The DINFOS network infrastructure, by which many of the media services are delivered and 
accessed, encompasses the entire campus at 6500 Mapes Rd and all of the student barracks. 
Computer resources include approximately 2,300 desktop computer systems, peripheral devices, 
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applications software, and Internet access, as well as approximately 50 network servers and 
devices.  

The Chief Engineer of the Engineering Support Branch manages the life cycle of all AV 
requirements while the IT Support Branch manages the life cycle of computer equipment and 
software.  A final important aspect of learning resources at DINFOS is the provision for adequate 
instructional equipment and supplies. Logistics, ITSB, ESB and budget work together to ensure 
that the latest in technology and supporting materials are made available to students, faculty, and 
staff so that the quality of instruction and the educational product at DINFOS remain excellent. 

Resource managers continuously review DINFOS learning resources and update them as 
necessary to meet the educational needs of the school and of the students, faculty, and staff. 
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Standard 6 – Physical Resources and Technical Infrastructure 

Standard 6 Criteria YES NO 

1. The institution plans for and/or participates in broader long-range planning 
decisions related to its facilities and campus improvement efforts and technical 
infrastructure, to include, if applicable distance learning infrastructure. 

  

2. The technology used by the institution to deliver services and, if applicable, 
program content to students meets the needs of the students without creating 
barriers to student support or learning. 

  

3. The institution plans for and/or participates in decisions relative to its current 
operations, maintenance, and the improvement of facilities and technical 
infrastructure (including elements addressing personnel, equipment, supplies, 
relevant federal codes and procedures).  

  

4. Existing physical facilities at all locations provide adequate, safe, and clean 
facilities with appropriate supporting utilities for classrooms, laboratories/shops, 
offices, rest rooms, lounges, meeting rooms, parking, etc.   

  

5. The institution plans for and/or participates in broader planning decisions 
relative to the health and safety of its faculty, staff, students, and guests.  

  

6. An appropriate plan to ensure the privacy, safety, and security of data contained 
within the technical infrastructure of the institution networks, whether provided 
directly by the institution or through contractual arrangements, has been 
developed and is in use. 

  

7. The institution ensures computer system and network reliability and emergency 
backup for all technical services whether provided directly by the institution or 
through contractual arrangements.  

  

Introduction: 
The Defense Information School (DINFOS) provides courses of instruction for all five military 
services, government offices, and international military students.  DINFOS operations are 
overseen by the Assistant Secretary of Defense for Public Affairs (ASD-PA) through the 
Defense Media Activity also located on Fort Meade. All DINFOS training is maintained in one 
building on Fort George G. Meade, Maryland.  DINFOS began major expansion and renovations 
in 2010 and finalized them in January 2016.  The building contains classrooms, laboratories, 
conference rooms, and offices supporting a daily load of 496 students and 368 Faculty and Staff 
for approximately 864 personnel in the building on any given day. 

Analysis: 
1. The institution plans for and/or participates in broader long-range planning decisions 

related to its facilities and campus improvement efforts and technical infrastructure, to 
include, if applicable distance learning infrastructure. 
DINFOS is a tenant unit on Fort George G. Meade in Maryland and a sub unit supported by 
the Defense Media Activity (DMA).  DINFOS uses the Program Objective Memorandum 
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(POM) (Exhibit: Program Budget Decision PBD) process to plan, budget, and execute long 
range planning objectives.  A Program Objective Memorandum (POM) is a recommendation 
from the Services and Defense Agencies to the Office of the Secretary of Defense (OSD) 
concerning how they plan to allocate resources for a program(s) to meet the Service Program 
Guidance (SPG) and Defense Planning Guidance (DPG). The POM covers the 5 Future Year 
Defense Program (FYDP) and presents the Services and the Defense Agencies proposal on 
how they will balance their allocation of available resources. The POM includes an analysis 
of missions, objectives, alternative methods to accomplish objectives, and allocation of 
resources. (Exhibit: POM) The Directorate of Logistics (DOL) and the Directorate of Plans 
and Technology (DPT) share the long range planning for facilities and training improvement.  
The DOL facilities manager has the overall responsibility for prioritizing and coordinating 
efforts and managing the facilities program to include construction, repair, and maintenance.  
DINFOS has been undergoing an extensive renovation and new building addition project 
since 2010 and officially opened the new wing on January 4, 2016.  DOL and DPT 
directorates are currently setting up the new wing with the appropriate fixtures and 
equipment for classrooms, offices, and conference rooms making the now complete building 
structure of 320,000 Square Ft. The Directorate of Training (DOT) manages the classroom 
scheduling for all courses. (Exhibit: – DINFOS Floor plan)  

2. The technology used by the institution to deliver services and, if applicable, program content 
to students meets the needs of the students without creating barriers to student support or 
learning. 
The nature of DINFOS training is grounded in understanding and utilizing the latest in 
technological support to the media to include social media.  DPT and DOL work together to 
ensure students have access to the latest possible technology available to accomplish their 
learning goals, not only in the classroom, but also in their temporary living quarters. DPT is 
responsible for installing and maintaining computers and the associated software while DOL 
provides logistical support.  Students are issued laptop computers when necessary and a plan 
to work with BYOD (bring your own device is currently being discussed). Students are 
prepared for real life work using practical exercise scenarios and many courses culminate in a 
field training exercise that is set up as a true military exercise using our state of the art FTX 
site (Exhibit: Field Training Site Layout). DINFOS operates a realistic 1.3-acre field-
training site with portable military shelters located on Fort Meade (Exhibit: Aerial of 
DINFOS).  The remote field site is equipped with computers, generators, internet 
connections, and living quarters.  Training is conducted as realistically as possible with the 
strictest of safety requirements as per policies and procedures found in Chapter 2-1 of the 
PoPMan.  DPT and DOL work together to ensure constant operations and have a series of 
plans to work around equipment failures. 

 

 

 

 

http://acqnotes.com/acqnote/acquisitions/program-objective-memorandum-pom
http://acqnotes.com/acqnote/acquisitions/program-objective-memorandum-pom
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3. The institution plans for and/or participates in decisions relative to its current operations, 
maintenance, and the improvement of facilities and technical infrastructure (including 
elements addressing personnel, equipment, supplies, relevant federal codes and procedures). 
DINFOS leadership significantly contributes to decisions relative to its operations, 
maintenance, and the improvement of its facilities and technical infrastructure. When any 
member of DINFOS finds a need for maintenance or has an idea for improvements, they are 
encouraged to submit an email request to the help desk, which will then be forwarded to the 
appropriate section chief, reviewed, and addressed by the appropriate leader.  

 

 

DINFOS Chief of Staff manages an anonymous suggestion program, which goes directly to the 
school commandant (Exhibit: – Suggestion Program).  
DINFOS DOL ensures a safe and friendly environment for students, staff, faculty, and visitors.  
DOL/facilities and engineering provides fire prevention, safety, and custodial support for all of 
DINFOS.  The building is equipped with sprinkler systems and fire extinguishers are located 
throughout the buildings as well as fire alarm switches.  DOL works with the local fire 
department to set up regular fire drills reporting and resolves any discrepancies found.  
DINFOS building meets federal and local building codes, specifications, ordinances, and 
standards as ordered by the Department of Defense and the Baltimore Corps of Engineers. 
DINFOS new addition has been regularly inspected by building inspectors and the fire marshal 
(Exhibit: inspection pass??). Criteria used to establish the minimum facility design requirements 
to include the following: 

• Uniform Building Code (Exhibit: Maryland web links to UBC) 
• National Fire Protection Association, Life Safety Code (NFPA 101) (Exhibit: 

List of all NFPA codes) 
• Military Handbook 1008 (Exhibit: milhnbk1008c) 
• Architectural and Engineering Instruction (AEI), (Design Criteria for Military 

Construction TI 800-01) (Exhibit: Design USA Eng) 
• Americans with Disabilities Act (ADA) (Exhibit: ADA Home Page – ADA) 
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http://dhcd.maryland.gov/Pages/default.aspx
http://www.nfpa.org/
https://safety.army.mil/Portals/0/Documents/ON-DUTY/WORKPLACE/FIREPROTECTIONLIFESAFETYCODE/Standard/1008c.pdf
http://www.sam.usace.army.mil/Portals/46/docs/military/engineering/docs/Corrosion%20Control/ti800_01.pdf
http://www.ada.gov/
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4. Existing physical facilities at all locations provide adequate, safe, and clean facilities 
with appropriate supporting utilities for classrooms, laboratories/shops, offices, rest 
rooms, lounges, meeting rooms, parking, etc.   
DINFOS provides adequate safe and clean facilities and complies with the Rehabilitation 
Act of 1973, including Section 508 of the Rehabilitation Act, which applies to Federal 
government organizations (Exhibit: 508 Rehabilitation act).  In accordance with federal 
laws, DINFOS has a policy to provide reasonable accommodation to qualified 
individuals, such as specialized workstations for disabilities and specialized handicap 
access to parking, bathrooms, and ease of movement throughout the building.  DINFOS 
works with employees to fill request for reasonable accommodation for qualified 
students or employees with disabilities or special needs. Employees must submit a 
doctor’s note to DOL through HR and DOL will provide specialized office equipment 
for handicapped employees and students such as, standing workstations, large pens for 
arthritic hands, ergonomic keyboards, mouse, and other computer equipment as 
necessary (Exhibit: Picture of ergonomic workstations, standing workstations, etc.).  
DINFOS contracts custodial services that move throughout the building daily ensuring 
the consistent cleanliness of all common areas, such as restrooms, vending areas, 
conference rooms, administrative offices, lobby areas, and library.  However, students 
are expected to clean their classrooms and work areas as outlined in chapter 4-5 building 
management of the policies and procedures manuals (PoPMan).  DINFOS contracts 
parking lot maintenance, snow removal, and provides full handicap access to classrooms, 
offices, parking, sidewalk ramps, elevators, and restroom facilities for the handicapped 
as outlined in the ADA regulations. 

5. The institution plans for and/or participates in broader planning decisions relative to the 
health and safety of its faculty, staff, students, and guests. 
DINFOS complies with Occupational Safety and Health Act (OSHA) requirements and 
operates in accordance with all local and federal codes and ordinances.  Lighting, 
environmental controls, and ventilation meet or exceed all health safety requirements.as 
administered through the school and Fort Mead’s safety programs. DINFOS complies with 
Hazardous Materials, (HAZMAT) regulations as outlined in OSHA’s website to ensure that 
effective safeguards are in place during the selection, purchase, storage, handling, and the 
disposal of hazardous materials instructions found in section B, (13B.5). Approved safety 
equipment and HAZMAT lockers are clearly marked in the specific classrooms where 
hazardous materials are used. DINFOS policy and procedures manual chapter two covers the 
organizational expectations and processes for safety. Fire evacuation routes, bomb threat 
plans, and other safety information pamphlets are posted throughout the buildings on walls 
and tack boards. Employees and students are regularly briefed and/or are required to take 
threat training annually. DINFOS works with the fire department to conduct fire drills 
regularly to ensure personnel are familiar with evacuation procedures and to determine if any 
weak spots need addressing. The DINFOS safety NCO conducts quarterly safety inspections 
in accordance with chapter 2 PoPMan. Student movement is a constant concern for DINFOS, 
therefore the command ensures  strict enforcement of speed limits near marching troops, and 

http://www.section508.gov/
http://www.osha.gov/pls/oshaweb/owasrch.search_form?p_doc_type=STANDARDS&p_toc_level=0&p_keyvalue=)
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encourages everyone to use designated crosswalks especially at places of high foot traffic to 
minimize hazards. Military police ensure compliance with all traffic regulations on Fort 
Meade and frequently, through presence in conspicuous places, serve as a deterrent to 
possible violators. 

6. An appropriate plan to ensure the privacy, safety, and security of data contained within the 
technical infrastructure of the institution networks, whether provided directly by the 
institution or through contractual arrangements, has been developed and is in use. 
DINFOS DPT oversees the plan to ensure network privacy, safety, and security of data 
contained within the institution’s networks in compliance with the Department of Defense 
and Defense Information Agency (DIA) regulations and guidance.  Guidance is regulated 
through Department of Defense Directive  DoD 5400.11, Department of Defense Privacy 
Program DoD 5400.11R, Office of Management and Budget OMB Circular A-130, and 
Defense Privacy Office and Civil Liberties Office - Principles.  
Due to the unique aspects of working and learning in a U.S. Government information 
environment, DINFOS sports three connectivity systems.  (Exhibit: in-processing sheet for 
IT)  

a. The first is open for general student use for work such as, social media, 
connected through Comcast Xfinity 

b. The second is the Non-classified Internet Protocol Router Network (NIPRNet) 
for more secure data transmissions 

c. The third is a Secret Internet Protocol Router Network (SIPRNet) for classified 
transmissions as prescribed in the DIA Information Technology Service Catalog.   

DIA enforces standardization through the implementation of specific requirements imposed 
upon all users.  

7. The institution ensures computer system and network reliability and emergency backup for 
all technical services whether provided directly by the institution or through contractual 
arrangements. 
DPT oversees and is directly responsible for network reliability and emergency backups. 
Computer hardware and software is essential to DINFOS training mission and operations. 
(Exhibit: Screen Cap of  back-up files from tech support) 

Challenges and Solutions: 

The most critical challenge facing the Physical Resources and Technical Infrastructure at 
DINFOS is keeping up with the fast-paced high tech developments in educational technology 
and social networking. DINFOS is just completing a five-year long building renovation and 
expansion that is still providing challenges for the DOL/DPT teams. DINFOS near future goals 
to have open Wi-Fi and all the associated apps to support training provides many new challenges 
for equipment and to security for the DOL/DPT team. Additionally, DINFOS is revamping the 
policy and procedures manual and while it is more of a restructure than a revision, it will be an 
ongoing project throughout the year.  Currently the DOL’s policy and procedure guidance is 

http://www.disa.mil/~/media/Files/DISA/About/Privacy-Office/540011p.pdf
http://www.disa.mil/~/media/Files/DISA/About/Privacy-Office/540011r.pdf
https://www.whitehouse.gov/omb/circulars_a130_a130trans4
http://dpcld.defense.gov/Privacy.aspx
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found throughout six different chapters in the main manual, but when the restructuring is 
complete, it will be contained in only two chapters. In addition, during the restructuring process, 
we may implement some changes that can cause confusion until the entire process is complete.  
We are aware of the possible awkwardness and uncertainty that will accompany this 
restructuring process and are planning to heighten and open communications to ensure everyone 
understands the new format and is aware of all changes as they happen. 

Summary 

DINFOS fully meets the criteria for standard six Physical Resources and Technical 
Infrastructure.  DINFOS has been undergoing many physical changes over the last few years and 
is looking forward to continuing the trend to maintain a modern educational facility that will 
service the military services and government public affairs and visual information training 
population for many years to come. 
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Standard 7 – Financial Resources 

Standard 7 Criteria YES NO 

1. A qualified financial officer or department oversees the financial and business 
operations of the institution.   

  

2. Financial records are maintained so that the institution’s fiscal position may be 
analyzed in a timely manner.   

  

3 The institution demonstrates responsible financial management with funds 
sufficient to maintain quality educational programs and to complete the 
education of all students enrolled.    

  

4. The institution’s financial plan generally aligns to its strategic plan.    

5. The institution uses adequate auditing and budgetary controls and procedures 
consistent with federal requirements.   

  

6. The institution exercises proper management, financial controls, and business 
practices.   

  

7. Qualified personnel are responsible for proper record-keeping, reporting, and 
auditing.  

  

 

Introduction: 
The Defense Information School receives all its funds through the federal budget process. 
Occasionally, donations are made from private sources, specifically in support of the DINFOS 
library. Students are on the Department of Defense’s payroll or the payroll of a federal or foreign 
defense department or agency. The military members receive military pay and allowances, 
including housing and subsistence, based on their military pay grade, student status, 
marital/dependent status, and years of active service. While in training, students receive their 
salaries and per diem allowances for room and board. Instructors and support staff personnel 
who are military members or civil service employees have rates of pay established by the 
Congress and the President of the United States. Contractor personnel perform instructor and 
some support functions. Contractors have rates of pay established by using the GSA schedule. 

Analysis: 
1.  A qualified financial officer or department oversees the financial and business operations of 

the institution.   
The Deputy Commandant oversees the financial operations of the Defense Information 
School and directs the activities of the Training Resource Analysis Branch (TRAB). The 
Budget Officer manages the school’s appropriated fund resources, both the direct operating 
budget and the reimbursable accounts. This office consists of one civilian Budget Officer and 
one Budget Analyst. Budget personnel must meet the United States Office of Personnel 
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Management (OPM) qualifications for their particular grades and occupation series (Exhibit: 
TRAB PD). The Deputy Commandant provides technical information, advice, and guidance 
to auditors.as requested. Such guidance is in the form of clarifying and interpreting specific 
budgeting and accounting policies and procedures, funds payroll policies and procedures, 
and/or providing copies of governing manuals, instructions, and other guidelines. 

2.  Financial records are maintained so that the institution’s fiscal position may be analyzed in 
a timely manner.  
DINFOS uses the Defense Agencies Initiative (DAI) System. The DFAS-Indianapolis 
performs the official accounting for all activities that receive operating funds from the DOD. 
The computers in the DINFOS TRAB are equipped with communication software that 
enables them to act as terminals for input and retrieval of official accounting information. 
TRAB personnel approve purchase requisitions, credit card purchases, and military 
interdepartmental purchase requests in the DAI system.  Submission of these records directly 
commits/obligates funds for purchases. The DINFOS TRAB receives daily reports from the 
accounting system. TRAB personnel reconcile these reports with their budget records. 
(Exhibit: DAI system handout) 

3. The institution demonstrates responsible financial management with funds sufficient to 
maintain quality educational programs and to complete the education of all students 
enrolled.    
The Defense Media Activity, Office of the Chief Financial Officer (DMA/OCFO) has direct 
control over the DINFOS’ budget. Each year, DINFOS prepares its Program Objective 
Memorandum (POM) and Budget Estimates Submission (BES) (Exhibit: DINFOS POM 
FY17-FY21) and forwards it to the DMA/OCFO. Once the President of the United States 
signs the Defense Appropriations Bill, the DMA/OCFO receives funding from OSD 
(Comptroller) and distributes funding to DINFOS via the DAI system on a quarterly basis. 
DINFOS allocates funds by program according to program spend plans. DINFOS has the 
authority to move funds from one program to another except where prohibited because of 
statutory or administrative limitations, by having this authority, DINFOS is able to meet un-
programmed requirements when unforeseen circumstances arise. DINFOS receives sufficient 
funding for maintaining high-quality programs.  These funds provide the necessary salaries, 
travel funds, equipment, hardware, software, and support services to present the curriculum 
and the training material to ensure students are successful in their studies. The DINFOS 
Commandant has the overall responsibility to ensure that funds are expended in accordance 
with the DOD Financial Management Regulation (FMR) 7000.14-R Financial Management 
Policy and Procedures (Exhibit: Comptroller Website). To assist the DINFOS Commandant 
with this task, the Budget Officer reviews requests before submission for execution.  All 
program managers have the opportunity to submit requirements in support of their specific 
mission.  Priority is given to the accomplishment of the training mission. The DMA Office of 
the Chief Financial Officer (OCFO) provides the DINFOS Commandant, the Deputy 
Commandant, and the Budget Officer with a consolidated monthly financial report for all 
entities of the services. Further, the Chief Financial Officers Act, Public Law 1101 -576 
dated 15 November 1990, authorizes the provision to ensure that financial statements are 

http://comptroller.defense.gov/FMR.aspx
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reasonably available to all who may request them. The fiscal year 2016 budget is (Exhibit: 
President’s Budget FY15-17). 

4. The institution’s financial plan generally aligns to its strategic plan. 
The Defense Information School has a strategic plan (Exhibit: Strategic plan) which results 
from a periodic analysis of factors affecting the mission of the school and the actions, which 
must be taken to achieve its goals over a five-year timeframe. The DINFOS Planning Group 
conducts quarterly reviews of the strategic plan and the action plans that support it. The 
senior leadership meets annually to confirm the validity of the DINFOS mission, review 
accomplishments of the past year, and adjust the plan to reflect changes in the strategic 
outlook. The DINFOS Program Managers (PMs) have the primary responsibility for 
providing plans and recommendations to the Commandant in developing or modifying 
missions and functions. The DINFOS PMs, using the strategic plan, prepare the POM based 
on their projected requirements to accomplish strategic goals and support the student load for 
the upcoming fiscal years (Exhibit: – POM FY17-21). The Budget Officer consolidates the 
PMs’ input and makes the necessary adjustments to meet the target allocation given to 
DINFOS from DMA. The Commandant coordinates with the Director of the Defense Media 
Activity who determines the manpower, facility, budget, and other requirements necessary to 
operate the school and coordinates with the appropriate organizations to ensure uninterrupted 
performance of the training mission. As a result, the budget formulation process is aligned 
with the DINFOS strategic plan.  
5. The institution uses adequate auditing and budgetary controls and procedures consistent 

with federal requirements.   
DINFOS uses the Defense Agencies Initiative (DAI) System (Exhibit: DAI system 
handout). The DFAS-Indianapolis performs the official accounting for all activities that 
receive operating funds from the DOD. The computers in the DINFOS TRAB are 
equipped with communication software that enables them to act as terminals for input 
and retrieval of official accounting information. TRAB personnel approve purchase 
requisitions, credit card purchases, and military interdepartmental purchase requests in 
the DAI system.  Submission of these records directly commits/obligates funds for 
purchases. The DINFOS TRAB receives daily reports from the accounting system. 
TRAB personnel reconcile these reports with their budget records.  
 
A. Capital Accounts, Gifts, and Real Property. 

• Capital Accounts, Gifts, and Real Property. Capital Accounts. DINFOS submits 
capital account requirements to DMA for inclusion in the DMA POM. The DMA 
procurement budget provides the funds for capital account items.  

• Gifts. DINFOS receives donations via checks.  All checks are coordinated with 
OASD(PA) Administration and Management.  DINFOS uses these funds only for 
purchase of the intended items.  

• Real Property. DINFOS POM includes real property requirements.  
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B. Payroll Records. DINFOS employs military and civilian personnel. The DMA, 
maintains the earnings and withholdings records for computing wage and compensation 
for civilian personnel. Military pay is not part of the DINFOS operating budget. The 
respective Services within DOD manage military personnel salaries and benefits.  

C. Protection of Financial Records. DINFOS has a sprinkler system installed throughout 
the building to provide fire protection for all school property. This system is 
automatically activated if sensors detect fire/heat anywhere in the building. Further, the 
Directorate of Logistics and the TRAB maintain current and prior year files in locked 
metal file cabinets. As with all DINFOS records, financial records are maintained 
electronically and backed up daily along with all other records and stored at a separate 
location in case of fire or other unforeseen incidents.  

D. Liability Coverage. The U.S. Government is self-insured. Facilities and equipment of 
DOD agencies rail under this protection. Should student damage equipment during 
training, DINFOS conducts a “Report of Survey” to identify liability and replace the 
equipment.  

E. Fraud Controls/Audits. The separation of duties and the layering of procurement 
authority places budgeting, accounting, procurement, and disbursing in broadly separate 
areas of responsibility. This provides a system of checks and balances that deters 
fraudulent contracting, invoicing and procurement transactions. Additionally, DINFOS 
complies with the DOD’s policy concerning internal control procedures. The DINFOS 
Quality Assurance Office (QAO) is the school’s internal audit and internal control office. 
QAO ensures the continual analysis of resource management controls, and monitors 
compliance with applicable policies, procedures, regulations, and directives (to include 
adherence to established practices for financial and inventory controls). Further, QAO 
and other outside agencies such as the DMA Inspector General Office, DFAS, and the 
General Accounting Office (GAO) inspect functions of each directorate on an on-going 
basis.  

F. Depreciation. DINFOS does not use any form of depreciation in its accounting 
procedures at this time.  

G. Reports. The DFAS-Indianapolis officially closes the books annually on 30 September 
and submits an E-report titled “Report on Budget Execution” (1176) for current and prior 
year funds to DINFOS for review, approval, and signature authority.  

The DMA Office of the Chief Financial Officer (OCFO) provides the DINFOS 
Commandant, the Deputy Commandant, and the Budget Officer with a consolidated 
monthly financial report for all entities of the services. Further, the Chief Financial 
Officers Act, Public Law 1101 -576 dated 15 November 1990, authorizes the provision to 
ensure that financial statements are reasonably available to all who may request them.  
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6. The institution exercises proper management, financial controls, and business practices.   
The Defense Information School has an internal control program that complies with Office of 
Management and Budget (OMB) Circular A-123, “Management’s Responsibility for Internal 
Control,” December 21, 2004 (Exhibit: OMB Circular A-123). The OMB issued the 
guidelines in conjunction with the Comptroller General of the United States, as required by 
the Federal Managers’ financial Integrity Act (FMFIA) of 1982 Public Law 97-255-(H.R. 
1526). The Defense Media Activity maintains the Managers’ Internal Control Program 
(MICP) Policy (Exhibit: DMA Policy for MICP), which is expanded in DINFOS PoPMan 
Chapter 1-6. The results of the last DMA Review of DINFOS is (Exhibit: DODI 700014P). 

7. Qualified personnel are responsible for proper record-keeping, reporting, and auditing. 
Qualified personnel are responsible for proper recordkeeping, reporting, and auditing. 
DINFOS’ federal civil service employees must meet the Office of Personnel Management 
(OPM) qualifications for the accounting and budgeting career series. DINFOS only hires 
personnel with requisite education and experience to perform the financial management 
mission. The Training Resources Analysis Branch consists of one civilian two civilian 
Budget Analysts. (Exhibit: Budget Officer PD) 

Challenges and Solutions: 

Challenge: DINFOS budget is always a challenge because it is based on the 2014 Quadrennial 
Defense Review (QDR). Execution Roadmap for Strategic Communication, which aligns to the 
proposed defense budget. The Department of Defense faces a changing and equally uncertain 
fiscal environment. As stated earlier from the QDR review, beginning with the Fiscal Year (FY) 
2012 appropriations, the Department began absorbing significant impacts from the $487 billion, 
ten-year cut in spending due to caps instituted by the Budget Control Act (BCA) of 2011. The 
BCA also instituted a sequestration mechanism requiring cuts of about $50 billion annually. The 
Bipartisan Budget Act of 2013 provided modest immediate relief from sequestration, but unless 
Congress acts, annual sequestration cuts are set to resume in FY2016. To protect the security 
interests of the United States most effectively while recognizing the fiscal imperative of deficit 
reduction, the President’s FY2015 Budget reduces projected defense budgets by about $113 
billion over five years compared to levels requested in the FY2014 Budget. The President’s 
Budget provides a balanced and responsible path forward given continuing fiscal uncertainty. It 
reflects the strict constraints on discretionary funding required by the Bipartisan Budget Act in 
FY2015, but it does not accept sequestration levels thereafter, funding the Department at about 
$115 billion more than projected sequestration levels through 2019. 

Solutions: The key to managing training in an uncertain budget environment is to watch how we 
spend taxpayer dollars constantly.  We search for better ways to spend dollars and other ways to 
save while maintaining top-level training.  

Summary 

The Defense Information School develops its budget based upon the mission and objectives of 
the school. The DINFOS Commandant uses adequate budgetary controls in keeping with 
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Department of Defense requirements.  Monthly budget execution reports are prepared to keep all 
levels of management informed of all financial transactions. Qualified personnel are responsible 
for accurately obligating and reporting DINFOS financial status.  

The DINFOS TRAB personnel are committed to meeting the challenges of analyzing, 
reprogramming, and adjusting funds distribution to ensure all training programs of instruction 
have sufficient resources to accomplish training missions. DINFOS training must advance to 
keep abreast of new technologies and career field dynamics. It is a goal of DINFOS to ensure our 
graduates enter their career fields fully competent and postured for success in their respective 
military occupational specialties. It is to the accomplishment of this goal that DINFOS commits 
its resources. 
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Standard 8 – Human Resources 

Standard 8 Criteria YES NO N/A 

General 

1. Duties and responsibilities of each position are specified in written job 
descriptions made available to members of the institution.    

   

2. The institution has provided and implemented appropriate and published 
procedures for handling complaints/grievances for faculty and staff, 
consistent with the policies of the institution’s governing board.   

   

3. Appropriate procedures have been developed for the continuous 
evaluation of the performance and effectiveness of all institutional 
employees, with at least an annual written formal review and evaluation.   

   

4. Appropriate orientation procedures for all employees are maintained and 
followed equitably.   

   

Faculty 

1. The institution has a sufficient number of faculty members to fulfill its 
mission and operate its programs.  

   

 Each faculty member possesses:    

 2. At least a high school diploma (or its equivalent);      

 3. Expertise in their areas of responsibility that is actively 
maintained; and, 

   

 4. A record of performance that reflects work-based standards as 
interpreted by the institution 

   

5. Additional requirements established for faculty members by the 
institution, its governing board, parent headquarters, agency, and/or 
Service are met.   

   

6. The institution plans, provides, supports, and annually documents 
professional growth opportunities for and participation by all faculty 
members.   

   

7. For all coursework delivered via distance education: The institution 
provides appropriate training for faculty who use technology in distance 
education courses and programs.  

   

8. Each faculty member in a technical field maintains contact with the 
organizations and/or units they serve and their technical disciplines 
through any number of means to include, but not limited to: assignments, 
rotations, periodic visitations, conferences, education and training, 
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periodicals, and/or recurring personal contact.   

Administrative and Supervisory Personnel 

1. The institution has a sufficient number of administrative and supervisory 
personnel to fulfill its mission and operate its programs.  

   

2. All administrative and supervisory personnel possess postsecondary 
education credentials and/or experience and demonstrated competencies 
appropriate to their areas of responsibility.   

   

Instructional Support Staff 

1. The institution has a sufficient number of instructional support staff 
members to fulfill its mission and enable its programs.  

   

2. Personnel are employed to maintain student records and to assist in 
producing instructional materials; and to prepare correspondence, reports, 
and other records as needed.   

   

3. All instructional support staff possesses education credentials and/or 
experience and demonstrated competencies appropriate to their areas of 
responsibility.   

   

Non-Instructional Support Services 

1. Custodial services are available to provide routine care and maintenance 
of facilities and grounds for the institution.  

   

2. Preventative maintenance services are provided to ensure continued 
operation of the facilities.   

   

 

Introduction: 
The DINFOS standard eight objective, for the Human Resources Office (HRO), is to provide a 
positive work atmosphere that reinforces the philosophy that people are the school’s most valued 
resource.  We ensure only the highest qualified applicants are selected for military, government 
and contractor positions, and we are continuously updating and evaluating their qualifications.  
The HRO strives to offer the highest level of integrity and customer service.  Our main function 
is to provide a supporting role from an administrative, financial, performance evaluation, EEO, 
and plans and policy, within the Department of Defense (DoD) and the Office of Personnel 
Management (OPM) guidelines. 

Analysis: 
General: 

1. Duties and responsibilities of each position are specified in written job descriptions made 
available to members of the institution.    
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DINFOS is an equal opportunity employer and HRO ensures all categories of employees, 
e.g.; civilian, military, and contractor, work cooperatively to achieve mission requirements.  
As an educational institution dedicated to individual development in the communication 
field, all DINFOS employees are required to meet specific requirements.  DINFOS adheres 
to DoD and OPM standards categories (Exhibit: Handbook of occupational groups and 
Families) and the OPM job grading system (Exhibit: OPM Job Grade excerpt) to classify 
and hire government civilian staff and faculty using the policies and procures put forth by the 
DoD through OPM found at: http://www.opm.gov/qualifications/index.asp. HRO maintains 
all civilian personnel position descriptions, ensuring each civilian receives a copy for their 
records. HRO follows the Defense Media Activity (DMA)/DoD OPM system (Exhibit: 8-2 
GS-1712 PD) Position Description. 

2.  The institution has provided and implemented appropriate and published procedures for 
handling complaints/grievances for faculty and staff, consistent with the policies of the 
institution’s governing board. 
The DoD Administrative Grievance System (AGS) is described in DOD 1400.25-MV711, 
DOD Civilian Personnel Manual (Exhibit: DoD CPM 140025).  By law HRO is required to 
post literature regarding Equal Employment Opportunity (EEO); literature and policies are 
available to all DINFOS employees (Exhibit: DMA notice of right to complain).  
Complaints of discrimination or harassment are subject to resolution using the EEO 
complaint process initially.  If no resolution is agreed upon informally, then employees or 
military members can go through a formal complaint process (Exhibit: EEO complaint 
process).  The Chief of Human Resources is also available to discuss the process and the 
issues. All employees are encouraged to use their chain-of-command to resolve conflicts. 
DINFOS’ senior military personnel are accessible if military members feel there is no other 
feasible approach or solution. 

3. Appropriate procedures have been developed for the continuous evaluation of the 
performance and effectiveness of all institutional employees, with at least an annual written 
formal review and evaluation. 
DINFOS has an evaluation/appraisal program developed for all military and civilian 
employees.  Performance plans are provided to employees at the beginning of each appraisal 
period normally within 30 days, or according to Service-specific guidance.  DoD 1400.25–
V430 (Exhibit: military and civilian Performance Appraisal must see onsite in HR) requires 
civilian employees receive appraisals at consistent and expected intervals.  Specific 
procedures, methods, and requirements for planning, monitoring, and rating performance are 
clearly stated in the plan.  Contract instructors must adhere to the rules and regulations set 
forth by the school within their contract statement of work (SOW). 

a. Military: Each branch of Service conducts an initial counseling, written or 
verbal, for incoming military members in accordance to their respective Services’ 
regulatory guidance.  Air Force requires a written annual report on the static close 
out date, based on the members’ rank.  Army conducts an annual on the 
anniversary of their last thru date or optional reports as required.  HRO notifies 
responsible departments in advance, and maintains a performance report slide to 
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inform the command of upcoming evaluations and the progress of reports. 
(Exhibit: Military Performance Appraisal must see onsite in HR) 

b. Civilian: At the end of each course, instructional personnel receive evaluations in 
addition to the annual ratings on the performance appraisal.  Programs are 
designed within the boundaries of the system but can be tailored to the needs of 
DINFOS. Instructor evaluation forms provide comprehensive feedback to the 
instructor and department.  In addition, the Knowledge Management Section in 
the Directorate of Plans and Technology (DPT) analyze reports at the end of each 
course to evaluate the instructor.  DINFOS also requires instructors to possess an 
updated instructor certification record (Exhibit: Civilian Performance Appraisal 
must see onsite in HR).  

c. Contractors: The DINFOS contract instructors are managed under the training 
department and a contract, “Local Team Lead,” who manages issues and writes 
warnings.  The head of Human Resources of the contracting company and 
DINFOS civilian Contracting Officer Technical Representative (COTR) are 
responsible for keeping track of problems and legal procedures, which could lead 
to dismissal or corrective action. 

4. Appropriate orientation procedures for all employees are maintained and followed equitably. 
The Faculty/Staff Orientation Program (F-STOP) is a one-day orientation program for all 
new staff and faculty members held monthly.  The Commandant holds a welcoming brief on 
the DINFOS vision, mission, values, and future of the school.  Representatives provide 
information regarding: EEO, sexual harassment and discrimination, safety, work hours, 
student policies, professional development, strategic planning, evaluation policies, grievance 
procedures, information technology, logistics, government vehicle procedures and military 
welfare and recreation (Exhibit: F-Stop schedule). 

Faculty: 
1. The institution has a sufficient number of faculty members to fulfill its mission and operate its 

programs 
Due to DINFOS recent growth the faculty has increased to keep up with the growing demand 
of courses.  DINFOS faculty is a combination of military, civilian employees, and 
government contractors, totaling a combination of 381 personnel (Exhibit: Personnel 
directory Seen by request onsite only). 

Each faculty member possesses: 
2. At least a high school diploma (or its equivalent);  

All service branches have a minimum requirement of a high school diploma or its 
equivalent to enter military service (Exhibit: Military Requirements Web Link). Civilian 
education requirements differ between positions according to OPM’s requirements. 
However, the Commandant approves the position description (PD), for each vacancy, 
which includes the minimum requirement of a high school diploma or its equivalent.  It is 
then forwarded to DMA for review/approval.  The Position Management and 

http://todaysmilitary.com/joining/entrance-requirements
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Classification Office at Defense Logistics Agency (DLA), posts the advertisements in 
www.usajobs.gov   website (Exhibit: Job Posting).  When the position closes, DLA 
ensures all selected applicants meet the specified qualifications.  Then a list of approved 
applicants, which are the most experienced nominees, is forwarded to DINFOS for final 
selection.  A through screening of qualifications is reviewed by an interview panel, which 
consists of department heads or various subject matter experts.  The Commandant has the 
final approval on all selectees. Military positions are filled on a rotational basis.  DINFOS 
requests replacements using the respective service methods.   The Contracting agency 
forwards qualifying resumes to the respective department for review.  Once qualified 
resumes are selected, the position is filled. 

3. Expertise in their areas of responsibility that is actively maintained; and. 
Military members serve at DINFOS on a typical three-year rotation cycle. Service 
members come to the school from their area of responsibility in an active field 
environment to teach at DINFOS for three years and then return to the field. Civilian’s 
work through their supervisor completing the DMA Form 30 Individual Development 
Plan (IDP) to outline their career training needs. Once the IDP is approved, the civilian 
employee and the supervisor work to ensure the employee receives the training outlined 
on the IDP. (Exhibit: IDP).  Contractors are bound by the Statement of Work (SOW) 
contract and maintain their AOR’s through the contracting agency.  
A record of performance that reflects work-based standards as interpreted by the 
institution. 
Each military member and civilian employee receives a mid-performance review and an 
annual review on the service specific forms. Civilians use the DMA form 46, Employee 
Performance Plan and Results Report and military members use their specific service 
non-commissioned officer evaluation report (NCOER) or Officer evaluation report 
(OER) as appropriate (Exhibit: Form 46 and military NCOER/OER must request to see 
onsite). Contractors are bound to a statement of work and reviewed annually by the 
Contract Representative (COR). 
 

4. Additional requirements established for faculty members by the institution, its governing 
board, parent headquarters, agency, and/or Service are met.   
Additional requirements are met as part of the normal hiring process; specifically granting 
special consideration to eligible candidates.  Contractors are additionally screened by the 
COTR and required to fill out an approved statement of work. 

5. The institution plans, provides, supports, and annually documents professional growth 
opportunities for and participation by all faculty members.   
Instructor certification is required as part of the DINFOS professional growth program.  
DINFOS encourages, supports faculty career development, and acknowledges progression. 
The DINFOS Instructor Training Course (ITC) is mandatory for all faculty, before they are 
permitted to instruct students, regardless of all previous certifications.  Until they complete 
practicum portion of the certification process, they are considered an intern.  They cannot be 
alone in the classroom without a certified instructor, the certified instructor will be the 
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official instructor of record.   
The practicum portion requires 60 hours of Supervisor instruction.  The process of 
certification includes the completion of course indoctrination, shadowing, technical 
proficiency evaluations and supervised instruction with formative and summative feedback.  
The board evaluation takes place in an actual classroom consisting of the interns Academic 
Director, a member of Faculty Training and Development and a third evaluator from outside 
the intern’s training department.  (Exhibit: DINFOS Form 303), DINFOS Form 304, the 
Instructor Evaluation Form, is used to record observations.  The board concludes pass or fail, 
depending on the outcome of the evaluation.  DINFOS Form 303 Instructor Certification 
Record, is finalized by the Director of Training. 
In-service training emphasizes professional development, which is offered quarterly to all 
staff and faculty.  The Registrar and Quota Management Office (RQMO), selects the dates to 
be used annually to conduct training.  The Support Services Office (SSO) coordinates with 
the Command Group (CG), to organize the program.  Previous In-service topics have focused 
on the management of change, enhanced learning techniques, equal employment opportunity, 
sexual harassment, educational service, vocal coaching, various other mandatory training 
requirements, and a briefing on proper implementation of the self-study (Exhibit: In-Service 
Agenda). 

6. For all coursework delivered via distance education: The institution provides appropriate 
training for faculty who use technology in distance education courses and programs. 
All instructors are a graduate of the DINFOS ITC Course and those who also teach a 
distance-learning course will take additional class on the use of Blackboard as well as learn 
some distance-learning techniques. (Exhibit: Blackboard Instructor Certificate) 

7. Each faculty member in a technical field maintains contact with the organizations and/or 
units they serve and their technical disciplines through any number of means to include, but 
not limited to: assignments, rotations, periodic visitations, conferences, education and 
training, periodicals, and/or recurring personal contact. 
DINFOS offers its staff and faculty the opportunity to keep in touch with the professional 
community. Assignment rotations, Individual Mobilization Augmented (IMA) instructor 
programs, guest speakers, professional conferences, and community awards, are a few 
programs presented.   
Military personnel assigned to DINFOS are on a stabilized tour length of 36 months; with an 
option to extend after successfully completing 24 months, which allows the instructors and 
the schoolhouse the opportunity to better support the mission.   

a. The IMA instructor program manager, coordinates with the IMA individuals to 
complete their Annual Training (AT) and Inactive Duty for Training (IDT) time at 
DINFOS as instructors.  The IMA instructor and guest speaker programs are 
responsible for bringing in outside experts to maintain a current and up-to-date 
relationship with the communications community, in the Washington D.C. Area.  
This allows DINFOS faculty and staff to be considered state of the art experts in 
the communications field.   
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b. It is mandatory for all instructors to take the Instructor Training Course (ITC). 
ITC is a 15-day course, which focuses on adult learning theory, presentation 
skills, lesson plan development, and active-learning strategies.   

c. The Civilian of the Year, is an in-house award, given to one of the recipients of 
the DINFOS Civilian of the Quarter award (Exhibit: Picture of COQA Wall).  A 
supervisor’s nomination initiates the process.  The credentials for the DINFOS 
Civilian of the Year award include professionalism, curriculum development, 
ways of learning, and teaching one-on-one with students. 

d. Guest speakers from both the federal government and private industry visit the 
school and speak on recent events and happenings surrounding the PA and VI 
career fields. Additionally, communication professionals and educators visit the 
school from other DoD organizations.  The Assistant Secretary of Defense for 
Public Affairs, the chiefs of public affairs, and visual information from all 
Services and recently Rear Admiral John Kirby, assistant secretary for public 
affairs and spokesperson for the Department of State, have visited the school.  

e. DINFOS overseas and administers the Communicator of Excellence (COE) 
Awards Program.  The COE Awards ceremony is traditionally held in early May 
at the Defense Information School in Fort George G. Meade, Maryland.  Various 
other award programs and competitions are held to recognize and honor 
excellence and achievement in mass communications and media by awarding a 
military photographer and videographer of the year award, military graphic artists, 
journalists and production experts.  Key professionals in the communication field 
are asked to judge the competition.  These awards recognize the best in the field 
and offer an opportunity to get-together to give-and-take knowledge and ideas. 
Other programs recognized are the Visual Information Awards Program (VIAP), 
Thomas Jefferson (TJ) Awards, and the Visual Information Production Awards 
(VIPA).  The Defense Information School, presents the awards on behalf of the 
Defense Media Activity and under the sponsorships of the office of the Assistant 
to the Secretary of Defense for Public Affairs.   

f. Representatives are sent, on behalf of DINFOS, to annual service workshops, 
such as the DOD Visual Information (VI) Conference, VI Army Worldwide 
Public Affairs Workshop, National Association of Broadcasters/Radio Television 
News Directors Association (NAB/RTNDA), the AFRTS World Wide Workshop, 
the Pro Products Technology Fair, and the Government Video Expo and the 
Public Relations Society of America (PRSA) workshops.  

Administrative and Supervisory Personnel 
1. The institution has a sufficient number of administrative and supervisory personnel to fulfill 

its mission and operate its programs. 
There are 77 supervisory positions at DINFOS, which is approximately 20% of DINFOS 
total staff and faculty.  Every position is filled by a position description that describes the 

https://www.youtube.com/watch?v=v6EOHb4R7Ko
https://www.youtube.com/watch?v=v6EOHb4R7Ko
http://www.dinfos.dma.mil/About/AwardCompetitionPrograms.aspx
http://www.dinfos.dma.mil/About/AwardCompetitionPrograms.aspx


 

 

 

Standard 8 – Human Resources 

S8-89 

duties and responsibilities required for each department.  The positions are assigned to fulfill 
the mission to operate its programs, which consist of E7 thru E9 for enlisted and O4 thru O6 
for officers.  The civilian supervisors consist of GS12 and above. Instructor staffing is 
determined using formulas provided by the Interservice Training Review Organization 
(ITRO), which is guided by AR 351-9 (Exhibit: AR 351-9). DINFOS is currently staffed at 
100% based on original ITRO numbers.  

2. All administrative and supervisory personnel possess postsecondary education credentials 
and/or experience and demonstrated competencies appropriate to their areas of 
responsibility.   
The need to fill vacancies is offered to staff meeting the qualifications or other requirements 
for the position.  Civilian positions are advertised on USAJOBS, contract positions are vetted 
through the contracting agency, and military are appointed through each service 
representative. The standards at DINFOS are extremely selective but do not always require 
postsecondary education credentials or experience.  All applicants are determined to have the 
appropriate knowledge, skills, and abilities to perform the position they are filling by 
DINFOS command group.  

Instructional Support Staff 
1. The institution has a sufficient number of instructional support staff members to fulfill its 

mission and enable its programs. 
Instructor staffing is determined using formulas provided by the Interservice Training 
Review Organization (ITRO), which is guided by AR 351-9 (Exhibit: AR 351-9). DINFOS 
is currently staffed at 100% based on original ITRO numbers. There are 111 designated 
civilian positions to support DINFOS.  Currently 99 positions support the mission to operate 
its programs. There are 96 military positions throughout various departments to support the 
programs.  

2. Personnel are employed to maintain student records and to assist in producing instructional 
materials; and to prepare correspondence, reports, and other records as needed.   
Forms management, records management, management of personnel and records, supply and 
logistics and transportation are run by designated support departments. The Directorate of 
Technology, Training, and Logistics are part of the support services.  
Classroom utilization is managed by the Directorate of Training (DoT) administration office.  
Course quotas, scheduling, and student records and documents are managed by the RQMO 
with academic records. Evidence of RQMO student records maintenance is found in standard 
ten. 

3. All instructional support staff possesses education credentials and/or experience and 
demonstrated competencies appropriate to their areas of responsibility.   
The screening process as aforementioned is similar for all positions within DINFOS. 
Qualifications for civilian and contractor employees are pre-screened using one of the 
government systems discussed previously, which do not always require official credentials, 
certifications, or degrees. Currently the military faculty is certified based on the occupational 
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specialty required by the program, civilian and contract instructors are prior military having 
held one or more of the specialties taught while in the military.  

Non-Instructional Support Services 
1. Custodial services are available to provide routine care and maintenance of facilities and 

grounds for the institution. 
The DINFOS facility manager, who is a part of the Directorate of Logistics (DOL), 
coordinates with respective contractor liaisons for custodial, landscaping, and additional 
facility maintenance. More on this can be found in standard 6, physical resources. 

2. Preventative maintenance services are provided to ensure continued operation of the 
facilities.   
Minor and routine building repairs and preventive maintenance infrastructure are provided by 
the installation department of public works (DPW).  These services are coordinated thru 
DINFOS facility manager. More on this can be found in standard 6, physical resources. 

Challenges and Solutions: 

Challenge: DINFOS is a multi-Service institution where each respective service’s higher 
headquarters manning priority levels can vary significantly. These decisions impact the 
manpower obligations.  

Proposed Solution: Continuing coordination between DINFOS, DMA and respective services 
headquarters are being conducted to ensure adequate manpower obligations are achieved. 

Summary 

DINFOS has systems in place to achieve its mission effectively and professionally as it continues 
to offer paramount basic and advanced training in the principals of public affairs, journalism, 
visual information, broadcasting, and broadcasting maintenance. In addition, DINFOS continues 
to guarantee that employees are fully qualified and educated, fully trained and afforded 
opportunities for professional development.  

DINFOS will continue to strive to provide the faculty and staff with every available opportunity 
to develop occupationally and professionally, and continue to achieve high-quality student 
graduates for the field and fleet assignment. 
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Standard 9 – Organizational Structure 

Standard 9 Criteria YES NO 

1. The institution has a properly constituted governing body (either external or 
internal) that has the authority and responsibility for the institution’s operation 
and control.  

  

2. The institution’s Chief Administrative Officer or Commander is responsible for 
the institution’s daily operations.  

  

3.The Chief Administrative Officer or Commander is the designated official of 
record for all purposes of the Commission, is a full-time staff member of the 
institution, has his/her office on the main campus, and is the Commission’s point 
of contact with the institution, including branches, if any.  

  

4. An organizational chart is available that shows the functional relationships 
among the personnel of the institution.  

  

5. The organizational structure is designed to promote the effective operation of 
educational programs and institutional services for students.  

  

 

Introduction: 
DINFOS organizational structure grew from the consolidation of the Defense Information 
School and the Defense Visual Information School in fiscal 1996 and further consolidation with 
the Defense Photography School in fiscal 1998 created a single school in the Department of 
Defense for these specialties fields.  Advancements in information technology and recent base 
realignment and closure initiatives have contributed to the evolution of the Defense Information 
School (DINFOS).  The school celebrated its 50th year anniversary in 2014 teaching public 
affairs and visual information as a single school. 

Analysis: 
1. The institution has a properly constituted governing body (either external or internal) that 

has the authority and responsibility for the institution’s operation and control. 
Within the Department of Defense network, a variety of entities provides guidance and 
counsel to the Defense Information School (DINFOS) influencing the overall operations and 
mission.  DINFOS is a proponent of the Defense Media Activity (DMA) who is directly 
responsible for general oversight and operations. The Assistant Secretary of Defense for 
Public Affairs (ASD(PA)) and Department of Defense (DoD) provides guidance in strategic 
development and general rules, regulations, and legal matters as well as budget. Additionally, 
DINFOS provides annual reporting to a Board of Governors (BOG) (Exhibit: BOG meeting 
minutes) for collaborative effort between DINFOS and the services for training excellence.  
The BOG operates under the charter (Exhibit: – DINFOS charter) and enacts policies, 
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principles, and represents the interest of the stakeholders.  DINFOS internal authority 
(Exhibit: org chart) is the school commandant, COL Martin Downey. 

2.  The institution’s Chief Administrative Officer or Commander is responsible for the 
institution’s daily operations. 
The Chief Administrative Officer is the Commandant COL Martin Downey (Exhibit: – PCS 
orders), who is responsible for the operation of DINFOS. The Commandant’s authority is 
established in DOD Directive 5160.48 (Exhibit: DOD 5160.48). The Commandant of 
DINFOS is responsible for the leadership and direction of DINFOS.  The DINFOS 
Commandant directs the training, acquisition, and support functions of the School to include, 
strategic planning, human resource management, curricula development, quality assurance, 
staff and faculty development, and infrastructure support. The Commandant coordinates 
DINFOS activities with DOD staff, military service functional branches (public affairs and 
visual information branches), government agencies, industry partners, and academic 
institutions. The Commandant directly supervises the Deputy Commandant; the Provost; the 
Director of Training; and the Command Sergeant Major. 

3. The Chief Administrative Officer or Commander is the designated official of record for all 
purposes of the Commission, is a full-time staff member of the institution, has his/her office 
on the main campus, and is the Commission’s point of contact with the institution, including 
branches, if any. 
The Chief Administrative Officer is the Commandant, COL Martin Downey. His office is in 
Building 6500 on Fort George G. Meade, Maryland. He is a full-time staff member of 
DINFOS and is the Commission’s point of contact and official of record for all interactions. 
(Exhibit: screen capture of my council). 

4. An organizational chart is available that shows the functional relationships among the 
personnel of the institution. 
DINFOS’s organizational chart (Exhibit: – org chart) reflects the command, administrative 
structures, chains of command, and areas of authority between the various directorates in 
DINFOS. 

5. The organizational structure is designed to promote the effective operation of educational 
programs and institutional services for students. 
DINFOS uses a functional hierarchical organizational structure and adjusts it when needed 
through minor reorganizations to support new roles and functions as they are assigned in 
order to maximize efficiency, make use of new technology or other reasons, all 
demonstrating DINFOS flexibility to respond to the most current mission needs and 
requirements.  
The Commandant is the commanding officer and has the authority to operate under specific 
guidance and policy established by the governing offices.  (Exhibit: – org chart) 

 
The Deputy Commandant assumes the Commandant’s duties in his absence. The Deputy 
Commandant also supervises the Chief of Staff, Director of Logistics (DOL), Director of 
Plans and Technology (DPT), and certain aspects of the special staff such as the human 
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resources office. The Deputy Commandant reviews and makes recommendations to the 
Commandant regarding student actions, such as academic or administrative elimination 
for commissioned officer students, and is the liaison with each of the student detachment 
commanders.  

The Chief of Staff is responsible for coordinating actions school wide, especially when it 
involves multiple directorates.  S/He also makes sure that external tasking’s that require 
coordination and action are met.  The Chief of Staff also supervises the Quality 
Assurance Office and oversees and the Management Control Program. 

The Provost is responsible for support functions specific to an academic environment, 
e.g.; registration and quota management; support specific to international students and 
manages relationships with external stakeholders. The Provost also coordinates all 
actions to ensure that DINFOS maintains academic attributes. 

The Command Sergeant Major is the senior enlisted military staff at the school, and 
advises the Commandant on all enlisted matters, to include student actions such as 
academic or administrative elimination of enlisted students. (Exhibit: – full PoPMan) 
 
The key directorates of this effective organizational structure are as follows: 

• Special Staff: All military commands have a “special staff” that focuses on daily 
business and is required for operating in the military environment. Special staff at 
DINFOS consists of quality assurance, human resource management, public affairs/ 
protocol, records management, and chaplain support. 

• Academic (Operations): The mission of DINFOS is to grow and sustain a corps of 
professional organizational communicators who fulfill the communications needs of the 
military services, government leaders, and audiences. The Directorate of Training (DoT) 
is dedicated to that effort.  

• Enabling Capabilities: The Directorate of Plans and Technology (DPT) oversees 
strategic planning; information technology acquisition, and implementation; engineering 
support; and contract execution. 

• Physical Property: Effective training for visual information and public affairs 
practitioners requires serviceable equipment and facilities. The Directorate of Logistics 
(DOL) is responsible for facility management; equipment accountability; the field 
training exercise site; maintenance of government-procured vehicles; and the Staff Sgt. 
Paul D. Savanuck Memorial Library.  

Challenges and Solutions: 

DINFOS organizational structure is defined for a rapidly changing environment and while it 
meets all the accreditation requirements for this standard, there are avenues for improvement.  
However, as with all organizations keeping up with an ever-changing training environment, there 
are areas that continually challenge leadership to stay conversant.  As the defense budget is 
decreased and training requirements increase, DINFOS leadership must continually focus on 
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keeping the technical experts in the best-qualified positions and adjust as necessary to meet the 
needs of the our customers, the armed forces.  DINFOS staff and faculty members should be able 
to contribute pertinent information and knowledge to improve the operation of the institution 
continually. 

Summary 

During the process of developing the self-study, DINFOS staff and faculty found ways to 
improve the organizational structure.  DINFOS organizational structure is fluid to meet the needs 
of the training mission and meets or exceeds the COE requirements for organizational structure. 
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Standard 10 – Student Services and Activities 

Standard 10 Criteria YES NO N/A 

 1. Tests or other means of assessing the achievement and aptitudes of 
students for various occupations are appropriate and are used to provide 
personalized counseling and program placement services to students.  

   

 2. There is a process to acquaint new students with policies, functions, and 
personnel of the institution.  

   

 3. A designated staff member is responsible for maintaining official files 
and records of students.  

   

 4. Written procedures for access to student coursework, testing, and 
records are established to protect their confidentiality, limiting access to 
authorized personnel only.  

   

 5. The institution, upon request by students, provides transcripts or 
procedures for obtaining transcripts containing as a minimum the 
following information:  program of study, courses or units of study 
completed with corresponding grades, and period of enrollment.   

   

 6. All period-of-enrollment, academic, and current educational progress 
records are available at the institution.  

   

 7. Preserving and protecting student coursework, testing, and records is 
provided by the use of storage devices, duplicate physical or digital 
records, security files, or other measures that ensure both the 
preservation and security of the records from fire, theft, vandalism, and 
other adverse actions.  

   

 8. The institution has implemented appropriate grievance policies (i.e. 
Chain of Command, IG, EEO, JAG, etc.) which are further described in 
the institution’s catalog or student handbook for handling student 
complaints. As an avenue of last resort, the Commission’s mailing 
address and telephone number are made available to students, faculty, 
and staff.  

   

9. Institutional records reflect that program complaints and grievances receive 
due process and include evidence of resolution. 

   

10. As an avenue of last resort, the Commission’s mailing address and 
telephone number are included within the grievance policy and made 
available to students, faculty, and staff. 

   

11. Records on student complaints are filed by the appropriate office in 
accordance with the parent headquarters, agency, or Service policy. 
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12. The institution provides academic advisement services (formal or 
informal) as required to assist students in planning and/or completing 
the courses or programs that they are enrolled in.  

   

13. The institution has policies and procedures which help assure the health 
and safety of students in cases of sickness, accidents, or emergency 
health care needs on campus.  

   

14.  A system is in effect for reporting and investigating all incidents 
affecting health and safety.   

   

15. If students with special needs are admitted into the program, then the 
institution makes reasonable accommodations to meet their needs.  

   

16. The institution has policies and procedures that: help assure the 
effectiveness of student personnel services, document a systematic 
evaluation of those services, and provide for dissemination of any 
results to the staff so that pertinent information can be used to improve 
the student personnel services.  

   

 

Introduction: 
To accomplish its organizational goals, the Defense Information School, (DINFOS) integrates 
the highest standards in its specialized skills training environment with a quality of life that 
provides comfortable billeting, dining, study areas, recreation, medical, and other support 
services that enable students to devote quality time to the pursuit of their studies and careers.  In 
addition to its domestic student population, DINFOS trains and supports International Military 
Students (IMS).  This standard addresses the services available to students enrolled at DINFOS. 
The graduates’ performance in the fields of public affairs, journalism, broadcasting, and visual 
information support the missions of the United States Armed Forces, and reflect the excellence 
of the training programs conducted at DINFOS. 

Analysis: 
1.  Tests or other means of assessing the achievement and aptitudes of students for various 

occupations are appropriate and are used to provide personalized counseling and program 
placement services to students. 
The military services initiate their training requirements to DINFOS by requesting resident 
and distance learning courses at the annual Structure and Manning Decision Review 
(SMDR).  The Director of Training (DoT) and the registrar reconcile those requirements into 
affordable, acceptable, and executable training programs. 
Prior to arrival at DINFOS, individual Services identify prospective students through the 
Army Training Requirements and Resources System (ATRRS), a single database that ensures 
an equitable basis for managing student quotas for DINFOS courses.  Quota managers from 
each Service use ATRRS to reserve training seats, obtain class schedules, track student 
accession, and graduation statistics, and maintain individual training histories and other 
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management data.  Part of this system outlines the student prerequisites for enrollment in the 
courses taught at DINFOS.  The Training Program of Instruction (TPI) contains prerequisites 
for each course mandated by the Services through a Training Task Selection Board (TTSB) 
process and address the student prerequisites that include General Test (GT) scores, Armed 
Services Vocational Aptitude Battery (ASVAB) scores, civilian school education and work 
experience. (Exhibit: – TPI)  The recruiting service administers the GT and ASVAB test, 
whereas DINFOS develops and administers additional specialty tests, such as an English 
Diagnostic Test (EDT) for journalism students and the voice analysis audition (VA) for 
broadcast students.  Students who score below the standard on the EDT or VA are offered 
support services.  Journalism Prep (JPREP) is a 16-day remedial grammar and writing 
mechanics course and Broadcast Prep (BPREP) is a 10-day voice and diction remedial 
service designed to mitigate student attrition in the BPASC and BCS (respectively).   
International Military Students are selected, based on course prerequisites and requirements, 
by their parent nations and services.  The Security Assistance Training Field Activity 
(SATFA) manages their enrollment in DINFOS courses through coordination with DINFOS 
and the Army Training and Doctrine Command (TRADOC) quota managers who participate 
in the SMDR. Upon graduation, each branch of the military uses its own unique assignment 
system to place graduates in assignments commensurate with their newly acquired skills. 

2.  There is a process to acquaint new students with policies, functions, and personnel of the 
institution. 
Each training department has an orientation program for students and the International 
Military Support Office (IMSO) administers an orientation program for international 
military students. (Exhibit: DMS Slide Show). Upon arrival, students are introduced to 
their course instructors and Department of Training leadership, and are briefed with 
essential information on the local military address, emergency telephone numbers, 
facilities available on post, procedures for receiving mail and messages, parking, safety 
procedures, medical/dental services available, adherence to training schedules and 
punctuality.  In addition to being briefed during training orientation, this information is 
also made available to students on the DINFOS website.  Additionally, they receive an 
overview on how to prepare for and study for their respective courses, and the resources 
available in the school to help them efficiently complete their assignments (e.g. the 
DINFOS Paul D. Savanuck Memorial Library and the Communication Support Office 
(CSO) Self-help Lab). 

3. A designated staff member is responsible for maintaining official files and records of 
students. 
The Registrar (Exhibit: Registrar’s PD) has the responsibility to ensure student records are 
accurately maintained.  The DINFOS PoPMan chapter 5-3 describes procedures for 
maintaining student records.  Instructors originate, verify grades, and transmit the grades to 
RQM using the DINFOS System Portal (DSP), from where registrar personnel post the 
grades to the official student record.  During training, the instructors maintain their respective 
student folders in locked file cabinets. Individual student records document attendance, 
grades, counseling dates, and individual assistance. 

http://www.dinfos.dma.mil/Student-Info/Course-Catalog/
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4. Written procedures for access to student coursework, testing, and records are established to 
protect their confidentiality, limiting access to authorized personnel only. 
All requests for student information must go through RQM.  Student information is protected 
by the Family Educational Rights and Privacy Act  (FERPA)of 1974 and a signed release 
must be received by RQM before information can be released.  The Registrar has the 
responsibility to ensure student records are accurately maintained.  The DINFOS PoPMan 
chapter 5-3 describes procedures for maintaining student records (Exhibit: DINFOS 
PoPMan Chapter 5-3).   
RQM controls access to student records on a “need to know” basis.  RQM assigns and 
monitors permissions to the DINFOS System Portal (DSP) as requested in writing by training 
department and student detachment leadership. (Exhibit: Screen capture DSP)   
Only RQM personnel have access to other databases such as DINFOS System Portal’s 
Academic Records Management System (ARMS) and ATRRS.  
After graduation, grades and essential course data of each student record are archived in 
locked file cabinets in RQM.  After two years, course folders and student action packages are 
archived electronically and the hard copies destroyed as per guidance provided by the 
American Association of Collegiate Registrars and Admissions Officers (AACRAO) in the 
Academic Record and Transcript Guide (ARTG).  The DINFOS Registrar and Quota 
Management office restricts access to the student records on a “need to know” basis.  

5. The institution, upon request by students, provides transcripts or procedures for obtaining 
transcripts containing as a minimum the following information:  program of study, courses 
or units of study completed with corresponding grades, and period of enrollment. 
RQM receives approximately 350 requests for student transcripts annually (Exhibit: Link to 
Student release form).  Chapter 5-3 in the PoPMan describes the procedures for access to 
student records.  Students submit DINFOS Form 306, Transcript Release Request to initiate a 
request for their transcript.  During out-processing, before graduation, students receive a brief 
on transcript request procedures.  DINFOS Form 306 is available on the DINFOS Website.  

6. All period-of-enrollment, academic, and current educational progress records are available 
at the institution. 
RQM maintains course records, class rosters, student grade reporting, student grade rosters, 
student academic record forms, class grade sheets, graduation and accolade rosters and 
elimination and recycle action letters  The following is a list of the records included in the 
course folder maintained by RQM: 

a. Verification Roster – (Exhibit: Verification Roster). The roster, with cover letter, 
is signed for by the Academic Director for verification of each student’s 
information.  Students verify information by initialing next to their names on the 
roster.  The academic director will ensure the roster is returned to the academic 
records office, by the suspense date listed.  Any student data changes must be 
submitted to academic records by their appropriate Detachment and must be 
submitted by COB the day before graduation.  This procedure is normally 
completed on in-processing day.  

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.dinfos.dma.mil/Academics/Transcripts/
http://www.dinfos.dma.mil/Academics/Transcripts/
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b. Official Roster - (Exhibit: Official Roster).DINFOS official rosters are produced 
by academic records with information from the verification roster.  The official 
rosters will assign student numbers.  No other roster will be recognized as a 
DINFOS official roster.  This is normally completed on the day students in 
process. 

c. Graduation Roster - (Exhibit: Graduation Roster).Academic Records sends out 
draft diplomas to the Academic Director approximately two weeks prior to 
graduation for individual students to verify their information.   Students make 
necessary changes and initial their draft diploma.  The draft diplomas should be 
returned the next working day.  The draft diplomas are then used to create official 
diplomas.  Any student data changes have to be submitted to academic records by 
their appropriate Detachment at least 48 hours prior to graduation. 

d. Diplomas - (Exhibit: Diploma).All graduates receive a diploma or a certificate of 
training.   The Commandant and Registrar will sign all diplomas and certificates.  
If a student is not present for graduation, the instructor is responsible for returning 
student’s diploma to academic records for dissemination.  The Registrar produces 
and signs, along with the Commandant, duplicate diplomas and certificates when 
a written request is received.  As a minimum, the request must contain the 
student’s name, social security number, course, and date of graduation, mailing 
address, why a duplicate is needed, and the graduate’s signature.  Requests are 
stamp dated upon receipt to ensure an accurate audit trail. 

e. Course Records -Records maintained by the Registrar/Academic Records staff 
include, but are not limited to, data information, class rosters, student grade 
reporting, and change forms - DINFOS Form 305, student grade rosters, student 
academic record forms, class grade sheets, class transcript rosters, elimination and 
recycle action letters, graduation rosters, and investigation reports. 
Recycle and Elimination Student Actions.  Students who fail to meet academic 
standards or experience circumstances that prevent them from completing course 
requirements may become the subject of student actions for the purpose of 
recycling or eliminating the student from training.  Recycling means a student is 
dis-enrolled from a current class and is enrolled in a subsequent class.  
Elimination means a student is removed from a class and returned to the service 
detachment for reclassification or assignment.  The follow documents are 
maintained in the student action folder:  

a. DINFOS Form 307, Part A. (Exhibit: Form 307 Part A & Part B)  Part B 
is the individual progress record used by the instructor to document 
individual assistance training and Part C is the absence record.   

b. DINFOS Form 308 Part A & B, (Exhibit: Form 308 Part A & Part B) is 
the record of student action. The instructor initiates in DSP to recommend 
a student for recycle or elimination after coordinating through the proper 
chain of command. 
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c. DINFOS Form 309, (Exhibit: Form 309)is the student action checklist. A 
checklist is used for each student action package. The person initiating the 
student action (e.g., elimination, recycle or probation) ensures documents 
are in the student action package along with the checklist. Registrar staff 
reviews the package and signs the checklist. 

• Elimination Records  
• Recycle Records  
• Probation Records  

d. DINFOS Form 312, (Exhibit: Form 312) all formal student counseling is 
documented DINFOS Form 312 including student probations. 

7. Preserving and protecting student coursework, testing, and records is provided by the use 
of storage devices, duplicate physical or digital records, security files, or other measures 
that ensure both the preservation and security of the records from fire, theft, vandalism, 
and other adverse actions. 
DINFOS complies with The Privacy Act of 1974, which provides safeguards against 
invasion of personal privacy through the misuse of records by Federal Agencies. 
DINFOS also adheres to the Family Education Rights and Privacy Act (FERPA), and 
AACRAO standards for protecting student records. 

DINFOS archives academic, biographical, and personal information of various kinds 
using a combination of electronic media and paper storage. The type of data maintained 
and stored at DINFOS includes:. 

• Student individual assignment grades  
• Student final course grades  
• Student histories for classes attended  
• Student personal biographical information (including social security number, 

rank, home address and current unit address and assignment)  
• Student disciplinary reports and adverse action records  

DINFOS archives hard copies of student information in locked cabinets, secured in the 
RQM Office with limited access.  Student records are digitally scanned upon final review 
after graduation, and stored in the RQM share drive.  As with the hard copy files, 
student’s electronic records can only be accessed with appropriate credentials, through a 
military network with the appropriate password logon. (Exhibit: DSP Login Screen 
Capture)  Permissions are granted on a case-by-case basis using the approval methods for 
accessing paper files.  Additional security for electronic files is provided by physically 
restricting access to only those computers located within the confines of the DINFOS 
building and authorized outbuildings. 

Daily back-ups with some drives on a semi-hourly schedule of the servers that store the 
electronic data ensure the highest possible level of replication while enabling a rapid 
recovery time in the event of machine or network failure. 

https://www.justice.gov/opcl/privacy-act-1974
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.aacrao.org/
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8. The institution has implemented appropriate grievance policies (i.e. Chain of Command, 
IG, EEO, JAG, etc.) which are further described in the institution’s catalog or student 
handbook for handling student complaints. As an avenue of last resort, the Commission’s 
mailing address and telephone number are made available to students, faculty, and staff. 
Students should use their military chain of command through their Service’s Detachment 
leadership for all non-school related issues.  For decisions related to administrative or 
academic eliminations or recycling, students must follow the established appeal process 
outlined in PoPMan Chapter 3-1 (Exhibit: PoPMan chapter 3-1) to formally elevate 
their concerns to the Command Sergeant Major (for Enlisted) or to the Deputy 
Commandant (for Officers).  The Student Grievance Policy is also advertised online in 
DINFOS Website. 
The following describes the grievance process for all other academic or schoolhouse 
related issues.   

Military Students Grievance Process:  

• DINFOS handles student concerns at the lowest level possible.  Most student 
complaints can be resolved informally by discussing the matter with the course 
lead instructor, who may consult with the Academic Director and the Department 
Head for guidance.   

• If the student has a complaint that cannot be resolved informally by working with 
the course lead instructor and/or department leadership, the student may submit a 
written description of the issue and submit supporting documentation (if 
applicable) to the Director of Training. The Director of Training will examine the 
submission and provide an appropriate response and a written description of the 
resolution.  The DOT will forward all formal grievance packages to the Command 
Group for archiving.   

• If the DOT response is not satisfactory to the student, the Director of Training 
will refer the student’s submission to the next higher authority, the Command 
Sargent Major (for enlisted) or the Deputy Commandant (for officers and 
civilians) for review and possible investigation. All decisions by the CSM or the 
Deputy Commandant are final and will be documented and maintained in the 
Command Group Records under the DINFOS Records Retention File Plan.   

Civilian Students Grievance Process:  

• Civilian students’ grievance actions follow Federal Labor-Management rules, as 
published in Title VII of the Civil Service Reform Act of 1978.  The DINFOS 
Civilian Personnel Officer and the senior civilian representative are available to 
provide assistance, as necessary.   

Complaints that are covered under the EO laws: 

• Complaints by soldiers and family members of discrimination based upon race, 
color, religion, national origin, and gender (including sexual harassment) follow 
the procedures set forth in Army Regulations.  Complaints of wrongdoing made 

http://www.dinfos.dma.mil/StudentInfo/StudentGrievanceProcess.aspx
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by soldiers against their commander pursuant to Article 138, UCMJ, should be 
prepared, submitted, and resolved following the guidance in AR 27-10 (3 Oct 
2011).  Complaints or accusations that fall within the Military Whistleblower 
Protection Act (10 U.S.C. 1034) are addressed in DODD 7050.6 (17 Apr 2015) 
and AR 20-1 (29 Nov 2010). AR 20-1 governs the Inspector General Action 
Request System.  Accusations of a criminal nature are reported and investigated 
according to AR 195-2 (9 Jun 2014).  
While the appeals and grievance decisions of the school are final, students may 
contact the Council on Occupational Education (COE) if they have exhausted 
these processes, yet feel their issues are not satisfactorily resolved: 

9. Institutional records reflect that program complaints and grievances receive due process and include 
evidence of resolution. 
RQM is the official repository for all records of student complaints, grievances and resolutions.   to be 
obtain by the Registrar and Commander Office under Office File Plan. These records must be kept in 
a secure location and maintained as PII. (Exhibit: Record of student grievance resolution). 

10. As an avenue of last resort, the Commission’s mailing address and telephone number are 
included within the grievance policy and made available to students, faculty, and staff. 
The COE Commission’s mailing address and telephone number are made available to 
students, faculty and staff, and are included on the DINFOS Website, in student in-
processing briefs, and also located in PoPMan Chapter 3-1. 

11. Records on student complaints are filed by the appropriate office in accordance with the 
parent headquarters, agency, or Service policy. 
All formal, written grievances, and the resulting responses will be documented and 
maintained in the Command Group Records under the DINFOS Records Retention File Plan 
in accordance with PopMan chapter 3-1.  The respective service detachment chain of 
command, drill sergeant, first sergeant or commander manages student complaints Should 
the student not wish to work through their chain of command (either for fear of retaliation or 
if the complaint involves the chain of command) the student may come to the DINFOS first 
sergeant or the DINFOS Command Sergeant Major (CSM). Officer students should contact 
the department academic director (AD) or department head (DH) with issues. International 
students will be directed to work through the IMSO When commanders are apprised of 
complaints or accusations against military personnel, they inquire into the matter and attempt 
a resolution.  
When a written complaint or accusation is received against student military personnel, 
commanding officers of units or installations will take action. All complaints will be 
acknowledged and documented in writing. Complaints by soldiers and family members of 
discrimination based upon race, color, religion, national origin, and gender (including sexual 
harassment) follow the procedures set forth in Army Regulations 600-20 Army Command 
Policy. Complaints of wrongdoing made by soldiers against their commander pursuant to 
Article 138, UCMJ, should be prepared, submitted, and resolved following the guidance in 
AR 27-10. Complaints or accusations that fall within the Military Whistleblower Protection 
Act (10 U.S.C. 1034) are addressed in DODD 7050.6 and AR 20-1. AR 20-1 governs the 

http://www.dinfos.dma.mil/StudentInfo/StudentGrievanceProcess.aspx
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Inspector General Action Request System. Accusations of a criminal nature are reported and 
investigated according to AR 195-2. 

12. The institution provides academic advisement services (formal or informal) as required to 
assist students in planning and/or completing the courses or programs that they are enrolled 
in. 
DINFOS does not provide career counseling.  The Service detachment NCOs provide 
retention information, career counseling and other personnel support services to DINFOS 
enlisted students and commissioned officer students report to their Service detachment 
Officer in Charge (OIC).  Support includes counseling and assistance with personal, 
emergency, and pay issues.     
 
DINFOS provides academic counseling directly related to a student’s performance in which 
he/she is enrolled.  The DINFOS policy on counseling directs that each instructor function as 
an academic counselor, for all students, to include military, civilian, and international 
military students.   
Developmental counseling provides all students feedback on their performance, and may 
include coaching sessions, or formal written counseling.  Students who are experiencing 
difficulties are counseled and are afforded opportunities for additional instruction or 
remediation.  DINFOS instructors learn educational counseling methods and practices in the 
instructor-training course (Exhibit: ITC’s Lesson Plan for Academic Counseling).   
Formal written counseling is entered into the student’s record on DINFOS Form 312, and is 
used to support probation, recycle, and elimination recommendations (Exhibit: Form 312 
student counseling).  Formal counseling outlines problems, recommends corrective action, 
and states consequences should improvements not occur.  Individual assistance or remedial 
training is documented in DSP, using the DINFOS Form 307, Part B. Informal counseling is 
verbal and does not become a part of the student’s record; this type of counseling may 
include on-the-spot corrections or progress checks. 

13. The institution has policies and procedures, which help, assure the health and safety of 
students in cases of sickness, accidents, or emergency health care needs on campus. 
Military students requiring emergency dental care receive care at the Epes Dental Clinic and 
students attend sick call, as needed, at the Kimbrough Ambulatory Clinic on Fort Meade.  
The health care facility maintains a record of students using the services.  Emergency 
treatment not provided by Kimbrough is referred to the regional hospitals, and these facilities 
meet standard care requirements.  Kimbrough medical personnel may refer serious, non-
emergency illnesses to Walter Reed National Military Medical Center, Bethesda, Md.  In an 
emergency, EMS personnel will make the determination as to the appropriate medical facility 
to transfer and treat the student.   

• In the event a medical emergency arises in a classroom, the following procedures are 
followed: 

• The instructor administers first aid, securing electricity, or removing the hazard.  
• The instructor ensures that the proper emergency personnel are notified.  
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• The instructor ensures that the chain of command is notified.  
• Upon notification, the academic director or NCOIC ensures emergency personnel 

arrive and are directed to the proper location and notifies the Commandant, student 
detachment commander, and DINFOS Safety Officer. 

 
14. A system is in effect for reporting and investigating all incidents affecting health and safety.   

DINFOS civilian personnel and students use U.S. Department of Labor Serious Incident 
Report (Form CA1) for reporting accidents, and for medical treatment claims.  The DINFOS 
Safety Officer investigates all incidents involving students and employees.  These records are 
maintained in the DINFOS Safety Office.  The DINFOS Safety officer refers all incidents 
requiring medical attention, lost time, or other monetary claims to the DMA Human 
Resource Benefits Representative.  Military personnel use their chain of command for safety 
incidents, and the processes described in Standard 10, #13 (above).  Contractors report 
incidents or accidents directly to their employer. 

15. If students with special needs are admitted into the program, then the institution makes 
reasonable accommodations to meet their needs. 
DINFOS serves the active military community, which normally does not require special 
access.  However, the needs of faculty, staff, civilian students, and their visitors are 
considered.  Outside, DINFOS has designated handicapped parking and tapered curbing.  
Inside, DINFOS supplies three elevators, accessible drinking fountains, Braille sign plates 
and restroom facilities for disabled persons.  Access to the building complies with the 
Americans with Disabilities Act.  DINFOS provides adaptive equipment and or individual 
learning accommodations on a case by case basis. 

16. The institution has policies and procedures that: help assure the effectiveness of student 
personnel services, document a systematic evaluation of those services, and provide for 
dissemination of any results to the staff so that pertinent information can be used to improve 
the student personnel services. 
The DINFOS evaluation plan for student personnel services consists of a variety of survey 
instruments executed in three parts:  

a. Part I is the DINFOS Quality of Life survey (Exhibit: QOL Survey Report) 
conducted semiannually or more frequently if directed by the Commandant.  The 
quality of life survey references billeting, the dining facility, the post-shopping 
complex, and other support services on post with the results and comments 
aggregated, trended and analyzed.  The findings are forwarded to the appropriate 
command element for comment and action.  The DINFOS CSM will liaise with 
garrison elements to resolve any issues or report trends. 

b. Part II is the DINFOS interim and end-of-course surveys (Exhibit: EOC Report).  
Students from each DINFOS course is afforded the opportunity to comment on a 
range of issues to include the quality of instruction, course content, course materials, 
course pacing, facilities, orientation, and other support services.  These results are 
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shared with DINFOS leadership.  The department head shares the results with the 
appropriate faculty members for comment and action.   

c. Part III KMS administers Part III of the program, the graduate, and supervisor survey 
(Exhibit: Graduate/Supervisor Survey Report).  This survey queries the field on how 
well DINFOS prepares graduates to perform on-the-job.  Graduates and their 
supervisors are notified six months after graduating to access the survey through the 
Internet. RQM administers an academic elimination survey to determine trends that 
may lead to strategies to help keep attrition rates low.  The command element, DoT, 
appropriate supervisors, and NCOICs receive the raw results for comment and action. 

d. These survey instruments are used as tools to assist in continuous training program 
improvements with corrective action taken as necessary.  DINFOS uses Quality of 
Life Survey results to communicate with the garrison and the student detachments to 
improve post shuttle service (Exhibit: Shuttle Schedule) and taxi service, the dining 
facility, and computer support in the student barracks. 

Challenges and Solutions: 

DINFOS is responding to manpower challenges within the Knowledge Management Office.  
This small officer performs the important task of administering student surveys, and analyzing 
and reporting results to the DINFOS leadership.  Now that DINFOS has become a component of 
the Defense Media Activity, we have instituted a Balanced Score Card approach to strategic 
planning, that aligns all components’ activities to the goals of the larger organization.  As a part 
of this process, new measurements of organizational success must be designed and implemented. 
DINFOS has identified a need to examine KMO organizational alignment and processes to 
incorporate these changes.  DINFOS plans to realign the function of institutional evaluation 
under the Directorate of Plans and Technology, who will coordinate with other directorates to 
develop new measures, and reporting procedures to report DINFOS effectiveness to its DMA 
Headquarters and other stakeholders. 

Summary 

DINFOS provides high quality public affairs, journalism, visual information, broadcasting, and 
broadcast systems maintenance training.  DINFOS provides students with orientation, health 
care, personnel service, counseling and student activities necessary to sustain and enhance their 
success at the Defense Information School. 

Through the management of change – including in-service training in managing the change cycle 
– DINFOS faces the future with confidence; and with leadership committed to addressing our 
challenges with a focused, creative, yet pragmatic, approach.  

Using feedback from students, staff and faculty along with a commitment to excellence in the 
services it provides, DINFOS will ensure that student personnel services continue to meet and 
exceed student expectations. 
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Acronyms 

ADA Americans with Disabilities Act  

ADDIE Analyze, Design, Develop, 
Implement, and Evaluate 

ADL Advanced Distributed Learning 

AEI Architectural and Engineering 
Instruction  

AGS Administrative Grievance System 

AV Audiovisual 

AETC Air Education and Training 
Command 

AR Army Regulations  

ARMS  Academic Records Management 

ARPRINT Army Program for Individual Training 

ASVAB Armed Services Vocational 
Aptitude Battery  

ATTRS Army Training Requirements and 
Resources System 

BOMD Broadcast Operations and 
Maintenance Department 

CDRE Course Design Resource Estimate 

CFM Career Field Managers 

CFO Chief Financial Officer 

CSO Communications Support Office 

CTS Course Training Standard 

DINFOS Defense Information School 

DLA Defense Logistics Agency  

DMA Defense Media Activity 

DOD Department of Defense 

DOL Director of Logistics 

DOS Department of State 

DoT Directorate of Training 

DPAS Defense Property Accountability 
System 

DPT Directorate of Plans and Technology 

DPW Department of Public Works 

DRASH Deployable Rapid Assembly 
Shelters 

DSP DINFOS System Portal 

E&T Education and Training 

ESB Engineering Support Branch 

F-STOP Faculty and Staff Orientation 
Program 

FTX Field Training Site 

GAO General Accounting Office  

GPC Government Purchase Card  

GS General Schedule 

HAZMAT  Hazardous Materials  

HRO Human Resources Office  

HVAC Heating, Ventilating, and Air 
Conditioning 

IMS International Military Students  

IMSO International Military Student Office  

IPR In-Progress Review 

ISD Instructional System Design  

ITC Instructor Training Course 

ITSB Information Technology Support 
Branch 

JFHQ Joint Forces Headquarters  

JROC Joint Requirements Oversight 
Counsel  
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J-PREP Journalism Preparatory Program  

JSCET Joint Security Cooperation and 
Education Training 

KSA Knowledge, Skill, and Ability  

KMS Knowledge Management Section 

LAW Learning Analysis Worksheet 

MCP Management Control Program  

MICP Managers’ Internal Control Program  

MTT Mobile Training Teams  

MOC Media Operations Center 

NAB/RTNDA National Association of 
Broadcasters/Radio Television News 
Directors Association  

NCOIC Noncommissioned Officer-in-
charge 

NDAA National Defense Authorization Act  

NFPA National Fire Protection Association  

OCFO Office of the Chief Financial 
Officer 

OMB Office of Management and Budget 

ORM Online Reservation System  

OSHA Occupational Safety and Health 
Act 

PA Public Affairs 

PAD Public Affairs Department 

PALD Public Affairs Leadership Department 

PBD Program Objective Decision 

PBTS Program and Budget Tracking System 

POM Program Objective Memorandum 

PoPMan Procedures and Operating Manual 

PRSA Public Relations Society of America 

QAO Quality Assurance Office 

QDR Quadrennial Defense Review  

QMO Quota Management Office 

SAC Student Action Coordinator  

SARB Student Academic Records Branch 

SATFA Security Assistance Training Field 
Activity  

SCO Security Cooperation Officer  

SIP Student Issue Point  

SME Subject Matter Expert  

SMDR       

SSO Service Support Office 

TDY Temporary Duty 

TRAB Training Resources Analysis 
Branch  

TRADOC Training and Doctrine Command  

TTI Training Task Inventory  

TTSB Training Task Selection Board 

UBC Uniform Building Code 

UCMJ Uniform Code of Military Justice 

UFC Unified Facilities Criteria 

UT Urban Terrain 

VCOMM Visual Communications 

VI Visual Information 

WAASS Washington Headquarters Service 
Allotment Account System
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Standard 1 

 Exhibit Description 

 DoD directive 5105.74 

 DoD Instruction 5160.48 

 http://www.careerinfonet.org/moc/ 

 https://www.onetonline.org/ 

 2017 strategic plan 

 one vision one voice flow chart 

 DINFOS home page 

 DINFOS Facebook page 

 ATRRS 

 http://army.com/info/mos/all 

 Wikipedia - https://en.wikipedia.org/wiki/Defense_Information_School 

 Army - http://www.goarmy.com/soldier-life/being-a-soldier/ongoing-training/specialized-
schools/defense-information-school.html 

 Navy - http://www.navy.mil/local/dinfos/ 

 Yelp http://www.yelp.com/biz/dinfos-defense-information-school-fort-meade 

 Fort Meade website  

 DMA’s website  

 http://www.ftmeadesoundoff.com/news/10472/american-treasures /  and Larry Hogan’s visit 
http://www.capitalgazette.com/maryland_gazette/ph-ac-gn-dinfos-0131-20150130-story.html 
http://baltimore.cbslocal.com/2015/01/30/hogan-visiting-fort-meade-for-tour-and-
proclamation/ The most influential visitor would be when DMA hosted “Troop Talks” with 
our current president Barack Obama https://www.youtube.com/watch?v=uAoUVS6jGqo   

http://www.careerinfonet.org/moc/
https://www.onetonline.org/
http://dinfos.dma.mil/
https://www.facebook.com/defenseinformationschool
https://www.atrrs.army.mil/atrrscc/
http://army.com/info/mos/all
https://en.wikipedia.org/wiki/Defense_Information_School
http://www.goarmy.com/soldier-life/being-a-soldier/ongoing-training/specialized-schools/defense-information-school.html
http://www.goarmy.com/soldier-life/being-a-soldier/ongoing-training/specialized-schools/defense-information-school.html
http://www.navy.mil/local/dinfos/
http://www.yelp.com/biz/dinfos-defense-information-school-fort-meade
http://www.ftmeade.army.mil/pages/partners.html
http://www.dma.mil/
http://www.ftmeadesoundoff.com/news/10472/american-treasures%20/
http://www.capitalgazette.com/maryland_gazette/ph-ac-gn-dinfos-0131-20150130-story.html
http://baltimore.cbslocal.com/2015/01/30/hogan-visiting-fort-meade-for-tour-and-proclamation/
http://baltimore.cbslocal.com/2015/01/30/hogan-visiting-fort-meade-for-tour-and-proclamation/
https://www.youtube.com/watch?v=uAoUVS6jGqo
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Standard 2 

Exhibit # Exhibit Description 

 DINFOS Web Site 

 Training Program of Instruction (TPI) 

 DINFOS link to Course Catalog & Web Site – TPI PDF’s 

 DINFOS Web Site Admissions 

 ATRRS Web Link 

 SMDR worksheets 2015-revised 

 Army Regulation 350–10 

 Security Assistance Training Field Activity (SATFA) 

 Joint Security Cooperation Education and Training (JSCET) Regulation 

 Military Entrance Processing Station (MEPS) 

 Army Training Requirements and Resources System (ATRRS) 

 ATRRS Web Site and DINFOS Web Site) 

 DINFOS Web - Admissions 

 DINFOS Web Site – Student Info 

 DINFOS Web Course Catalog 

 TTSB AAR 

 Training Task Inventory (TTI) 

 Learning Analysis Worksheet (LAW) 

 Student Survey 

 Rubric 

 Today's military.com 

 About the MEPs Center 

 Military Entrance Processing Station (MEPS) MEP's Center 

 DINFOS Web Site Welcome Letters 

 VimBiz Ticket Screen Shot 

 ATRRS Web Link 

 Form 312 filled out 

http://www.dinfos.dma.mil/).
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/Academics/RegistrarAdmissions.aspx)
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.apd.army.mil/pdffiles/r350_10.pdf
http://www.tradoc.army.mil/g357/satfa/
http://www.disam.dsca.mil/itm/References/JSCET/@JSCET.htm
http://www.mepcom.army.mil/
https://www.atrrs.army.mil/atrrscc/search.aspx
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://www.dinfos.dma.mil/Academics/RegistrarAdmissions.aspx)
http://www.dinfos.dma.mil/StudentInfo.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://todaysmilitary.com/joining/enlisting-in-the-military
http://www.mepcom.army.mil/AboutUs.html
http://www.mepcom.army.mil/
http://www.dinfos.dma.mil/StudentInfo/WelcomeLetters.aspx
https://www.atrrs.army.mil/help/pleaseread.asp
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 DoD directive 5105.74 

 DoDI 5160.48 with appendix DINFOS Charter 

 Course Catalog TPI 

 Military Career Field 

 TTSB AAR 

 TTSB/IPR AAR 

 CTS w/Measurement Plan 

 Value Template 

 See Department on site Blackboard ADL Course work requirements 

 LAW 

 TTSB AAR 

 Measurement plan and a Value Template 

 PoPMan chapter 3-2 Course Development and Chapter 3-6 ISD – Instructional 
System Design 

 Link to Web page TPI 

 DINFOS Commandant's Suggestion Program and Sensing Session Brief 

 Student transcript – available on site 

 DINFOS website 

 Student Survey Result 

 FTDO No-Notice evaluation of an instructor 

 QAO No-Notice evaluation of an instructor 

 TTSB AAR 

 PE Rubric, FTX Op Ord 

 DINFOS Form 304, Instructor Evaluation Form 

 TTI 

 CTS 

 LAW 

 FTX Op Ord 

 counseling statement 

http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
http://todaysmilitary.com/working/career-fields-and-profiles
http://www.dinfos.dma.mil/Student-Info/Course-Catalog/
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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 DINFOS System Portal (DSP) Administrative Functions must be seen onsite 

 Emergency Evacuation Route Picture 

 BMCSC MLP 

 BSP OPORD 

 Process 

 CGPAC CDRE 2105 

 Training Task Inventory (TTI) 

 Learning Analysis Worksheet (LAW)  

 CTS 

 CGPAC CDRE 

 BMCSC MLP 

 TPI’s 

 CTS MAP and value template 

 Validation package for DL course can be seen on site 

 PAG Exercise – Speech Manuscript Exercise 

 DINFOS ARMS Access Can be seen onsite 

 LMS Overview Single course 

 

 

Standard 3 

Exhibit # Exhibit Description 

 United States Military Entrance Processing Command (USMEPCOM AKA – 
MEPS) 

 Army Training Requirements and Resources System (ATRRS) 

 Corporate Enterprise Training Activity Resource System (CeTARS) 

 ATRRS Course Catalog 

 Measurement Plan 

 Blackboard Analysis can be seen on site 

 TPI 

http://www.dinfos.dma.mil/Student-Info/Course-Catalog/
http://www.mepcom.army.mil/
https://www.atrrs.army.mil/atrrscc/search.aspx
https://main.prod.cetars.training.navy.mil/cetars/main.html
https://www.atrrs.army.mil/atrrscc/search.aspx
http://www.dinfos.dma.mil/StudentInfo/CourseCatalog.aspx
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 Course Certification DMC 010-16 

 Survey Report 

 JCPAC TTSB AAR 2015 

 Follow up survey report (AKA 6 month survey) 

 Course certification review form 151 

 MID and EOC Survey 
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Exhibit # Exhibit Description 

 DOD Directive 5105.74 

 DDOD Directive 5160.48 

 The Assistant Secretary of Defense for Public Affairs (OASDPA) 

 Defense Media Activity (DMA) 

 FY13-FY17 Strategic Plan (Exhibit: Strategic Plan) 

 OVOV strategy map 

 FY13-17 Strategic Plan, DINFOS Website 

 FY13-17 Strategic Plan, DINFOS Website 

 FY13-17 Strategic Plan, Screenshot of Balanced Scorecard Objective: Improve 
DINFOS Technology 

 FY13-17 Strategic Plan 

 Screenshot of Balanced Scorecard Objective: Improve DINFOS Technology 

 Weekly Status Briefing example; Monthly DMA LOB Objective Briefing Can be 
seen on site in the DCP ask Darline 
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Exhibit # Exhibit Description 

 DPT/DOL Media Services Plan 

http://www.dtic.mil/whs/directives/corres/pdf/510574p.pdf
http://www.dtic.mil/whs/directives/corres/pdf/516048p.pdf
http://www.dtic.mil/whs/directives/corres/pdf/516048p.pdf
http://www.defense.gov/About-DoD/Office-of-the-Secretary-of-Defense/OASD-PA
http://www.dma.mil/
http://www.dinfos.dma.mil/
http://www.dinfos.dma.mil/
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 Help Desk - VimBiz Screen capture 

 DINFOS Web Site Library 

 DINFOS Library website 

 Moral, Welfare, and Recreation (MWR) 

 DINFOS Organizational Chart 

 PoPMan in its Entirety 

 PoPMan Chapters 1-1, 4, 4-4, 5-7, & 6 

 In-Processing Schedule of Briefings 

 FSTOP Schedule 

 Floor Plan 

 Classroom IT Wi-Fi structure/set-up 

 Student Issue List 

 Annual Spend Plan for DOL/DPT 

 Student survey, TTSB Review AAR 

 DA Form 3973 

 Solicitation of Contract order for commercial items 

 Picture of CSO Equipment 

 Lynda.com 

 Safari Books online 

 Suggestion Program 

 Available services Excel 

 Equipment Budget 

 Student survey 

 Hand receipts, Screen caps of VimBiz 

 List of GPC Cardholders 

 Lifecycle management info sheets 

 PoPMan Chapter 5-5, lifecycle Management 

 DoD 4160.21 & DoDI 5000.64 

 Gov CC Purchase for supplies 

http://www.dinfos.dma.mil/Library.aspx
http://www.dinfos.dma.mil/Library.aspx
http://www.armymwr.com/
http://www.lynda.com/member
http://techbus.safaribooksonline.com/
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 Purchasing and storing 

 DOT Spend Plan 

 GPC DMA Form 18 

 Pictures of First aid equipment 

 Pictures of safety rules posted 

 

 

Standard 6 

Exhibit # Exhibit Description 

 Program Budget Decision PBD 

 Program Objective Memorandum POM 

 DINFOS Floor plan 

 Field Training Site Layout 

 Aerial of DINFOS 

 Suggestion Program 

 Maryland web links to UBC 

 List of all NFPA codes 

 milhnbk1008c 

 Design USA Eng 

 ADA Home Page – ADA 

 Section 508 of the Rehabilitation Act 

 Rehabilitation act 

 Picture of ergonomic workstations, standing workstations, etc. 

 OSHA’s website 

 DoD 5400.11 

 DoD 5400.11R 

 OMB Circular A-130 

 Defense Privacy Office and Civil Liberties Office - Principles. 

 in-processing sheet for IT 

http://acqnotes.com/acqnote/acquisitions/program-objective-memorandum-pom
http://www.dhcd.state.md.us/Website/Default.aspx
http://www.nfpa.org/
https://safety.army.mil/LinkClick.aspx?fileticket=WW48Yw8uUkE=&tabid=558
http://www.hnd.usace.army.mil/techinfo/ti/800-01/Cover-Title-Foreword.pdf
http://www.ada.gov/
http://www.section508.gov/
http://www.osha.gov/pls/oshaweb/owasrch.search_form?p_doc_type=STANDARDS&p_toc_level=0&p_keyvalue=)
http://www.disa.mil/~/media/Files/DISA/About/Privacy-Office/540011p.pdf
http://www.disa.mil/~/media/Files/DISA/About/Privacy-Office/540011r.pdf
https://www.whitehouse.gov/omb/circulars_a130_a130trans4
http://dpcld.defense.gov/Privacy.aspx
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 Screen Cap of  back-up files from tech support 
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Standard 7 

Exhibit # Exhibit Description 

 TRAB PD 

 DAI system handout 

 DINFOS POM FY17-FY21 

 Comptroller Website 

 President’s Budget FY15-17 

 Strategic plan 

 POM FY17-21 

 DAI system handout 

 OMB Circular A-123 

 DMA Policy for MICP 

 DODI 700014P 

 Budget Officer PD 
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Exhibit # Exhibit Description 

 Handbook of occupational groups and Families 

 OPM Job Grade excerpt 

 8-2 GS-1712 PD 

 DoD CPM 140025 

 DMA notice of right to complain 

 EEO complaint process 

 Military Performance Appraisal must see onsite in HR 

 Civilian Performance Appraisal must see onsite in HR 

 F-Stop schedule 

 Military Requirements Web Link 

http://comptroller.defense.gov/FMR.aspx
http://todaysmilitary.com/joining/entrance-requirements
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 Job Posting 

 IDP 

 Form 46 and military NCOER/OER must request to see onsite 

 DINFOS Form 303 

 In-Service Agenda 

 Blackboard Instructor Certificate 

 Picture of COQA Wall 

 Rear Admiral John Kirby, assistant secretary for public affairs and spokesperson for 
the Department of State, 

 Communicator of Excellence (COE) Awards Program 

 AR 351-9 

 AR 351-9 
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 BOG meeting minutes 

 DINFOS charter 

 PCS orders 

 DOD 5160.48 

 screen capture of my council 

 org chart 

 full PoPMan 
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Exhibit # Exhibit Description 

 TPI 

 DMS Slide Show 

https://www.youtube.com/watch?v=v6EOHb4R7Ko
https://www.youtube.com/watch?v=v6EOHb4R7Ko
http://www.dinfos.dma.mil/About/AwardCompetitionPrograms.aspx
http://www.dinfos.dma.mil/Student-Info/Course-Catalog/
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 Registrar’s PD 

 Family Educational Rights and Privacy Act  (FERPA)of 1974 

 DINFOS PoPMan Chapter 5-3  

 Screen capture DSP 

 Link to Student release form 

 Verification Roster 

 Official Roster 

 Graduation Roster 

 Diploma 

 Form 307 Part A & Part B 

 Form 308 Part A & Part B 

 Form 309 

 Form 312 

 DSP Login Screen Capture 

 PoPMan chapter 3-1 

 Student Grievance Policy 

 DINFOS Website 

 Record of student grievance resolution 

 DINFOS Website 

 PoPMan Chapter 3-1 

 ITC’s Lesson Plan for Academic Counseling 

 Form 312 student counseling  

 QOL Survey Report 

 EOC Report 

 Graduate/Supervisor Survey Report 

 Shuttle Schedule 

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.dinfos.dma.mil/Academics/Transcripts/
http://www.dinfos.dma.mil/StudentInfo/StudentGrievanceProcess.aspx
http://www.dinfos.dma.mil/StudentInfo/StudentGrievanceProcess.aspx
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