FOREWORD

The CFC Handbook, issued on the authority of the Commandant Canadian Forces College (CFC), provides information, guidance, and instructions about the organization and operation of the courses offered at the CFC.  Suggestions for amendments should be forwarded to the Scheduler.

OPI:  Scheduler

CFC HANDBOOK

TABLE OF CONTENTS

	CHAPTER
	        SUBJECT


	ARTICLE

	1
	ORGANIZATION
	

	
	History
	101

	
	Vision
	102

	2
	Mission

Command

Location

Postal Address and Important Phone Numbers

Organization

STUDENT SERVICES

Reporting In

First Assembly

Accommodations and Rations

Medical and Dental Services

Annual Leave

Baggage Insurance

Passports

Study Aids

The Internet 

Officers Mess

Military Clothing Supplies

Staff — Student Relationships

Bilingualism

Dress Policy and Implementation

Keith Hodson Memorial Information Resource Centre

Support Services Centre

Room Allocation

Information Systems

Fitness

EXPRES Plan

Sports

Smoking

Auditoria

Food and Drink Preparation


	103

104

105

106

107

201

202

203

204

205

206

207

208

209

210

211

212

213

214

215

216

217

218

219

220

221

222

223

224


	3
	PROGRAMME DESCRIPTION
	

	
	Introductory Information
	

	
	Aim, Scope, and Objectives
	301

	
	Programme Organization


	302



	
	
	

	
	
	

	
	Educational Framework
	

	
	Basic Principles
	305

	
	Levels of Learning
	306

	
	Methods of Learning

Individual Study
	307

207

	
	Learning Activities
	308

	
	Course Methodology — JWS
	Annex A

	
	Course Methodology — SS
	Annex B

	4
	PROGRAMME DELIVERY
	

	
	Programmes of Study
	

	
	General
	401

	
	Assessments and Reports
	

	
	Student Assessment
	402

	
	Written and Oral Exercises
	403

	
	
	

	
	Course Reports
	405

	
	Exercises and Lectures
	

	
	General
	     406

	
	Writing Exercises
	407

	
	Retention/Release of Student Papers
	408

	
	
	

	
	Coding
	

	
	Colour Coding of CFC Papers
	409

	
	Course Codes


	410

	
	Academic Review Board
	

	
	Function and Composition
	411

	
	Lack of Progress or Academic Failure
	

	
	College Action
	412


	
	Academic Misconduct
	

	
	Definition
	413

	
	College Action
	414

	
	
	

	
	Miscellaneous
	

	
	Return of Study Material
	415

	
	CSC Student Assessment
	Annex A

	
	AMSC/NSSC Student Assessment
	Annex B

	5
	PROGRAMME ADMINISTRATION
	


	
	General
	

	
	Curtis Hall

Burns Hall
DeWolf Hall

	501

502
503

	
	Auditorium Seating
	504

	
	Promptness
	505

	
	Official visitors to syndicates, Standard programme Day

Absence from Course


	506/507

508


	
	Guest Speakers and Other Official Guests
	

	
	
	

	
	Notification
	509

	
	Student Duties
	510

	
	Introducing Officer’s Duties
	511

	
	Thanking Officer’s Duties
	  512

	
	Conclusion of a Presentation
	
513

	
	
	

	
	Security
	

	
	Lecture Presentations
	
514



	
	Attendance at Lectures by Non-CFC Personnel
	
515

	
	Security Clearances
	
516

	
	Copying of Material

Physical Security


	
517


518

	6
	STUDENT APPOINTMENTS


	

	
	Course Leaders
	601

	
	Environment Leaders — CSC Only
	602

	
	Syndicate Leaders
	603

	
	Syndicate Leaders’ Duties
	604

	
	College Committees
	605


CHAPTER 1

ORGANIZATION

101.
HISTORY

1. The Armour Heights Campus was established as a centre for professional military education in 1943.  From 1943 until 1966, the RCAF conducted a series of short war staff courses, followed by peacetime courses which, in the late 1940s, expanded to a full academic year’s duration.  The curriculum was oriented towards the study of air power and the planning and mounting of air operations; however, in the latter years the academic content expanded until almost half of the course was concerned with executive development, management and national and international affairs.

2. In 1966, the College was directed to prepare and conduct a course for all three former services.  The College was renamed as the Canadian Forces College in July of 1966 and the first of eight interim courses commenced in September 1966.  The courses were ‘interim’ as, in addition to sending students to Toronto, the army continued to conduct its own ten-month course at Kingston.  The curriculum included the study of operations and logistics of all three services, in roughly equal amounts, and as before, about one-half of the course concentrated on more academic pursuits.   In 1973, a decision was taken to establish a single command and staff course for majors at Toronto and to convert the Army Course in Kingston to a much shorter junior course for captains.  The first serial of the Canadian Forces Command and Staff Course commenced in 1974.  The curriculum has evolved over the years with an increasing emphasis on joint and combined operations.  Today, the student body is comprised of officers, primarily in the rank of Maj/LCdr, representing the three services of the Canadian Forces and of a number of other nations.

3. Following from the MND’s report to the PM in 1997, two additional courses were introduced to the College.  The inaugural Advanced Military Studies Course (AMSC) was held in the fall of 1998 and the first National Security Studies Course (NSSC) ran from January to June 1999. The AMSC is conducted for LCol/Cdr and Col/Capt(N) and the NSSC is for officers at the rank of Col/Capt(N) and BGen/Cmdre.  The spring of 1998 also saw the addition of a two-week outreach programme known as the National Security Studies Seminar (NSSS) to foster professional development and understanding in the area of Canadian national security, in its broadest sense, from a strategic perspective, and in a national and international context.  The NSSS is conducted for officers primarily at the rank of LCol/Cdr and Col/Capt(N) and civilians of equal status from all levels of government as well as the private sector. 

102.
 VISION

The Canadian Forces College (CFC), a Canadian Defence Academy (CDA) constituent, is the national centre of excellence for professional military education in the Canadian Forces for development periods three and four of the Officer Professional Development Programme.

103.
Mission 

The Canadian Forces College (CFC) mission is to develop the leadership, command, war fighting, defence management, and staff skills and knowledge of its students through professional military education in an environment, which encourages life-long continuous learning.

104.
Command

4. The Canadian Forces College (CFC) is commanded by a Commandant (Cmdt) who reports to the Commander Canadian Defence Academy (CDA).

5. CFC conducts the following professional development programmes:

a. the Advanced Military Studies Course (AMSC) (DP4);

b. the National Security Studies Course (NSSC) (DP4);

c. the National Security Studies Seminar (NSSS) (DP4);

d. the Executive Leaders Symposium (ELS) (DP4);

e. the Command and Staff Course (CSC) (DP3); 

f. the Joint Reserve Command and Staff Course (JRCSC) (DP3); and

g. the Joint Staff Operations Course (JSOC) (DP2/3).

105.
Location

6.  The campus of the Canadian Forces College occupies 11.5 hectares and is centrally located within the Greater Toronto Area (GTA) at 215 Yonge Boulevard, Toronto, ON, M5M 3H9.  
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7. All CFC programmes are conducted at Armour Heights, 215 Yonge Blvd., Toronto, with the exception of the Joint Staff Operations Course (JSOC), which is conducted annually at Fort Frontenac in Kingston, Ontario

8. More information on CFC can be obtained from the CFC web site at http://www.cfc.forces.gc.ca/ or by calling the Registrar at 416-482-6800 Ext 6806.

106.
POSTAL ADDRESS AND IMPORTANT TELEPHONE NUMBERS

9. All correspondence should be addressed as follows:

h. Mailing Address: 

Canadian Forces College

215 Yonge Blvd

Toronto, ON  M5M 3H9

i. Message Address:

CFC Toronto

j. Telephone:



(1) Commissionaire
416–482–6800, ext 6934;

(2) J1
416–482–6800, ext 6834;

(3) J1 Pers
416–482–6800, ext 6808;

(4) Chief Clerk
416–482–6800, ext 6803;

(5) GP Autovon/ CSN
827–6XXX; 

(6) PSS Fax:
416–482–6908; and

(7) Student Fax:
416–484–6825 (located in Support Services)

107.
Organization

10. Under the current organization, five directors report to the Cmdt CFC:  the Director of Joint Warfare Studies, the Director of Strategic Studies, the Director of Academics, the Director Joint Reserve Command and Staff Course (JRCSC) and the Chief of Staff.  An outline of the responsibilities of key positions follows.

k. Chief of Staff (COS).  The Chief of Staff is responsible to the Commandant for the administration of the College.

l. Director JWS.  The Director JWS is responsible to the Commandant for the development and implementation of the Command and Staff Course (CSC) and Joint Staff Operations Course (JSOC) programmes of studies and for the development of curriculum for the JRCSC.

m. Director DSS.  The Director DSS is responsible to the Commandant for the development and implementation of the Advanced Military Studies Course (AMSC), the National Security Studies Course (NSSC), the Executive Leaders Symposium (ELS), and the National Security Studies Seminar (NSSS).

n. Director Joint Reserve Command and Staff Course (DJRCSC). The Director, JRCSC is responsible to the Commandant for the implementation and delivery of the Joint Reserve Command and Staff Course for senior CF and allied Reserve officers.  DJRCSC and his staff are Reserve officers appointed to conduct the course each summer.

o. Director of Academics (DAcad).  The Director of Academics is responsible to the Commandant for the provision of efficient and effective academic services, responsive to the academic needs of the CFC while respecting the professional needs of the College’s academic staff.

p. CFC Registrar.  The Registrar is responsible to the DCS for the planning and detailed management of all functions normally associated with the position of Registrar in an academic institution.

q. Chief Librarian.  The Chief Librarian is responsible to the DCS for the provision of reference, circulation, bibliographic, and technical services to CFC students and staff, and for development of the Information Resource Centre (IRC’s) collection in areas relevant to the College curricula.
r. College Staff.  The term embraces all personnel on the establishment of CFC.  It may, in context, refer only to commissioned officers or represent specific groups; for example, “the Planning Staff” “the Directing Staff” or “the Academic Staff”. 
s. Directing Staff.  The College Directing Staff comprises two elements:  Directing Staff (DS) for the CSC, and Senior Directing Staff (SDS) for the AMSC and NSSC.
CHAPTER 2

STUDENT SERVICES

201.
REPORTING IN

11. Upon arrival at the College, course members are to report to the Personnel Support Section (PSS), in Curtis Hall, where the signing‑in procedure will take place.  Dress for reporting to the CSC and the AMSC is summer Service dress (short sleeve order).  Dress for the NSSC is winter Service dress.  Separate orders are provided for the JRCSC and the NSSS.  During the signing‑in, an opportunity will be available to deal with the following necessary items:

t. Personal Liability and Clearance Certificate; 

u. Separation expense claims if applicable; 

v. Travel Claims; 

w. Passports; and

x. Pay.

12. Academic materials will be available from the Friday prior to the beginning of the course.

202.
*FIRST ASSEMBLY

Course members will assemble in appropriate Service dress in their designated syndicate rooms at 0830 hrs, on the first day of the course for opening orientation and administrative briefings.

203.
ACCOMMODATION and rATIONS — UNACCOMPANIED members

13. Course members from outside the Toronto area attending courses on Imposed Restriction or Attached Posting will be accommodated in the  Ralston Residence on the CFC campus.  The mailing address is 215 Yonge Blvd, Toronto, ON, M5M 3H9.  

14. Living-in members will take their meals in the AHOM Dining Facilities.  CFC staff and students may purchase “Casual” meals in the AHOM.

204.
MEDICAL AND DENTAL SERVICES — CF PERSONNEL

15. The College is supported by Area Support Unit (ASU) Toronto Medical and Dental Sections located at the Downsview site.  Sick Parade is scheduled from 0730 hrs to 0830 hrs, Monday to Friday.  Appointments are conducted between 0830 and 1130 hrs, and may be booked by calling ext 3902; the dental clinical is at ext 3925.

16. Emergencies.  Military members requiring treatment for health problems or health emergencies during silent hours or when sick parade and/or MIR is not available are to follow the following directions: 

y. for any emergency conditions:  call 911; and

z. for conditions under which they need to see a doctor:  call the toll free number provided on the front of the Canadian Forces health card (1-877-633-3368) and a nurse on duty will provide health care advice and/or direct the member to the closest walk in clinic accepting the CF health plan. 

17. Immunization.  Students are to ensure that their immunization is up to date and that inoculations are completed prior to reporting to the College.  As well, service members should ensure that their Periodic Health Examination, aircrew/over 40 medicals are current and will not lapse while at CFC.

205.
annual leave


Pursuant to changes to annual leave policy promulgated by NDHQ, course members posted to CFC for the 10-months CSC are to ensure that they retain sufficient annual leave for the Christmas and March academic breaks (10 days).  

206.
*BAGGAGE INSURANCE


During the academic year students will be required to participate in a variety of Field Studies Exercises (FSEs) which include travel by military or commercial means to locations in Canada and the United States, and Europe. Students are advised to review their insurance policies to ensure that loss of personal baggage and contents is covered, and if not, to obtain suitable coverage.  Baggage insurance is a personal responsibility.

207.
*PASSPORTS


All officers are asked to arrive with a valid passport for international travel. Course members arriving at the College without a valid passport are to apply for a passport through the PSS, on signing in.  

208.
STUDY AIDS

18. Binders, writing materials, computer diskettes, and most reference texts are supplied by the College.  Students will receive an initial issue at the start of the Course.  Subsequent requirements are a personal responsibility.

19. Information Systems (IS) support at the College includes all aspects of information technology (IT):  computers; office automation and network operating system software; printers; notebook computers; audio-visual equipment; graphic arts; telephones; facsimile; voice mail; cable plant; and communications. The policy and procedures for Information Systems can be found on the internal CFC Web Server.

20. Additional software is provided permitting access to the CFC e-mail system (with links to Internet E-mail), the IRC and its electronic research tools, and the Internet.  No support is available for Macintosh systems.  

21. There are a limited number of DEMS terminals at CFC.  Course members have access to a self-service outgoing fax terminal; all incoming faxes are routed through the PSS at the number shown elsewhere in this instruction.  All syndicate rooms are equipped with telephones, which have access to the CSN and may be used for local and official long distance commercial calls.

22. Students will be offered optional introductory sessions on setting up and operating the CFC hardware and software described above, as well as the audio-visual equipment located in each syndicate room, during the first few days of the course.

209.
THE INTERNET


The CFC Internet site is located at http://www.cfc.forces.gc.ca/. Course members will have the opportunity to establish personal Internet email accounts while on course.

210.
*OFFICERS’ MESS

23. All Course members and College staff of officer rank or status are members of the Armour Heights Officers’ Mess, situated on the CFC grounds, adjacent to the Ralston Residence single quarters and some one hundred metres from the main academic building.

2. 
As stipulated in CFAOs, CF officers will be required to join the Mess on clearing in. 

211.
MILITARY CLOTHING SUPPLIES


It is recommended that personnel complete all anticipated clothing procurements and issues prior to arriving in Toronto as DEU clothing items are not available for purchase from the ASU military clothing store.

212.
STAFF-STUDENT RELATIONSHIPS

24. The CFC academic environment provides students with the best climate in which they can apply themselves to the professional military education opportunities which are offered, and in which they can best profit from associations with the other students.  The encouragement given to the free exchange of views accommodates a degree of relaxation from some service customs and aspects of discipline.  Accordingly, for course purposes, College policy is that there is to be no rank distinction made between students within courses; that is, all are to be on a first‑name basis.  Students, regardless of their rank and seniority, are to accord to the DS, SDS, and planning and support staffs the deference due them by virtue of their rank and/or position. 

25. The single most important attribute to be developed and maintained by students is a positive attitude.  The greatest difficulty may not be in assimilating what is new, but in reorganizing ideas, or even in revising that which has been a part of a total conviction package for shorter or longer periods of time.  It must also be realized that among DS/SDS of varying backgrounds, experiences, and personal characteristics, some variation in the expected standard will be apparent.  It is a desirable aspect of the syndicate system that different DS/SDS will stress different aspects of the Course, and that their assessments will be swayed by personal values.  Thus, members of the Course will be exposed to a broader educational experience.

26. Additional direction on this subject is contained in the CFC Standing Orders. 

213.
BILINGUALISM

27. The College is a bilingual unit.  It is policy to provide staff, facilities, and reference material to enable the College to conduct all courses in both languages.  Associated with this policy is the requirement for attendance at the College of a sufficient number of bilingual staff and student officers of appropriate classifications to satisfy the tutorial system of instruction.

28. The creation of a maximum number of bilingual syndicates, with a well‑balanced mixture of services, military occupations, and expertise, is a vital component in the implementation of the Official Languages policy.  Subject to the availability of qualified staff and students, as many bi-lingual syndicates as is possible will be formed.  Participation in bilingual syndicates will be based on LS2 profile of B/A/B or better.  Students whose language proficiency profile and demonstrated competence qualify them to work in bilingual or second‑ language syndicates may be assigned to a bilingual syndicate for one or more terms.

29. Students may present any written assignments in either English or French.  Similarly, students may make formal oral presentations in either language.  When a DS or SDS is unable to assess the standard of written work due to the language used by a student, an exchange of work between DS or SDS for assessment will be arranged.  Where students choose to make oral presentations in a language other than that used normally in their syndicate, they are required to give sufficient notice to allow for a qualified staff member to hear the presentation.  When students choose to receive tutorial and course reports in a language, which their DS/SDS is unable to write, they are required to give sufficient notice to allow for an official translation.

214.
Dress POLICY AND IMPLEMENTATION

30. General.  Canadian military staff and students shall maintain a standard of personal dress, appearance, and grooming which reflects credit on themselves, the College, and the Canadian Forces.  Allied officers are requested to comply as closely as possible with the orders of dress specified below.

31. All military members involved in the academic programme will wear dress of the day as specified in the weekly timetable or in FSE Administrative Instructions.

32. Dress of the Day
aa. Winter.  Service Dress will be worn in accordance with College Routine Orders and the CF Dress Instructions.  Sweater Dress No 3c may be worn instead of tunics for most occasions.  Windbreakers are not substitutes for tunics or sweaters.

ab. Summer.  During the summer dress period, short‑sleeved shirt No. 3b and Tropical No. 3d orders of dress may be worn in addition to the winter orders of dress.  Shorts are not appropriate.

ac. Combat Clothing.  Combat clothing is required during CSC exercises.  This is limited to shirts, pants, boots and suitable outerwear for 0–10° C.   If necessary, temporary issue will be coordinated.

ad. Hosting Syndicate.  Dress of the day will be worn, unless otherwise directed.

ae. Service Dress.  When No. 3 order of dress is specified, tunics are to be worn.  This applies in winter and summer months (for Naval officers, No. 3 shall be taken to mean Blue Service Dress).

af. Civilian Clothing.  Civilian clothing including jacket, shirt, and tie may be worn at the College during duty hours only when authorized.  

ag. After Duty Hours Dress.  A relaxed form of dress is permissible after duty hours in the library, syndicate rooms, or offices.

ah. Headdress.  Headdress is not required within the College grounds.

ai. Mess Dress.   Mess dress is required at College mess dinners.

aj. Medals.  Full‑sized medals are normally worn only at Remembrance Day ceremonies, and the Graduation Ceremony.

ak. Command/Formation Badges.  Command/Formation Badges are not worn by CSC course members posted to the College.  (This includes the metal pin‑on variety, as well as embroidered arm badges.)   

al. Name Tags.  College name tags are to be worn with all orders of dress.  When sweater dress is authorized, the name tag is be worn on the sweater over the right breast.  

215.
KEITH HODSON MEMORIAL INFORMATION RESOURCE CENTRE

33. The Keith Hodson Memorial Information Resource Centre (IRC) provides curriculum‑ related information support to CFC staff and students.  The IRC collection of books, reports, periodicals, doctrinal publications, and videos reflects the emphasis the College curriculum places on the study of leadership, military ethics, military and naval science, military history, strategic studies, international affairs, and Canadian studies.

34. Access to the collection is provided by the Peace and Security Database and the Peace and Security Web Server.  Both services are accessible across the College network and globally via the Internet.  Additionally, a wide range of full‑text, full‑image, and bibliographic CD‑ROM databases are available on the IRC’s local area network and, on a selective basis, across the College network.  Copies of the Information Resource Centre Database Guide may be obtained at the reference desk.  The IRC is also connected to an extensive world-wide network of full‑text and bibliographic databases provided by commercial database vendors enabling IRC staff to quickly retrieve information not held by the IRC.

35. The IRC is located on the 2nd floor of Burns Hall and is open Monday to Thursday from 0800 to 1700 hours, and Fridays from 0800 to 1600 hours.  Extended hours for weekend and evening activity will be promulgated separately.  For more detailed information on IRC resources and services or to arrange for bibliographic instruction, consult the IRC staff.

216.
support services CENTRE

36. The Support Services Centre in DeWolf Hall distributes publications, exercises, and related material to both staff and students.  The staff of the Distribution Centre, also responsible for the issue of stationery supplies and publications, will issue the necessary supplies to students on a one‑time basis, at the beginning of the Course. The Syndicate Leader is responsible for ensuring that the syndicate room is adequately supplied.

37. The Support Services Centre staff is also responsible for equipping syndicate rooms with accountable stationery items such as staplers, punches, and pencil sharpeners.  A list of these items for each syndicate room is kept in the Support Services Centre and must be signed by the Syndicate Leader.  Syndicate Leaders should periodically check the items in their own rooms.  At the end of a term, the outgoing Syndicate Leader is to obtain the list from the Support Services Centre and then return it.

38. The Support Services Centre also stocks each syndicate room with those reference publications not issued individually to students.  Syndicate Leaders will also sign for this material and return it at the end of the Course.

217.
ROOM ALLOCATION

39. The allocation of syndicate and sub‑syndicate rooms, the conference room, and the auditoria is controlled by J3. Requests for additional tables, chairs, or special room layouts are to be submitted to J3.

40. During the Environmental Programme of the CSC there are exercises conducted which require sub-syndicate rooms.  Planners are responsible for co-ordinating with the other Environments when the use of other than their own sub-syndicate facilities is contemplated.

41. The allocation of rooms within the Officers’ Mess (with the exception of the Ellsworth Boardroom) for academic purposes such as syndicate discussions and seminars is controlled by the Mess Manager.  Requests for additional tables, chairs, or special room layouts are to be submitted to him.  Requests for audio-visual equipment to support such activities are to be made to Information Systems staff.

218.
Information Systems

The policy and procedures for Information Systems, including computers, software, audio-visual, graphic arts, telecommunications and training can be found on the CFC intranet.

219.
FITNESS

The benefits, in a sedentary academic environment, of maintaining a high level of physical fitness include an increased mental alertness and a reduced level of stress.  While both time and facilities for fitness are limited, it is College policy that students on all courses and members of the military staff will follow an individual physical fitness programme.  Programmes may consist of any physical activity and may be conducted at any times that do not conflict with curriculum activities.  It is strongly advised that all programmes be based on an aerobic activity such as walking, jogging, swimming, cycling, or cross‑country skiing.  For most individuals a minimum of three 30‑minute sessions per week is required to maintain an existing level of fitness.  More time is required to improve an individual’s fitness level.  

220.
EXPRES PLAN

CF Students posted to the College and CF military staff will be evaluated at least once annually using the CF EXPRES plan protocol, unless exempted under the CF EXPRES policy.  The military staff will be evaluated at the College during two convenient periods, one in the fall and one in the spring. Personnel who demonstrate acceptable fitness will be re‑evaluated annually.  Those achieving the “exempt” category will be tested biennially.  Others will be re‑evaluated either quarterly or semi‑annually as determined by the EXPRES evaluation.  Students are to have completed an EXPRES evaluation and obtained an exercise prescription prior to reporting to the College.  Those who have not will be evaluated in the fall.
221.
SPORTS

Should individuals desire to have an organised sports event, the PSP Function Co-ordinator will provide assistance with the scheduling of such activities. 

222.
SMOKING

42. In the Officers’ Mess, for normal operations, smoking is not permitted in any area of the Mess.  However for specific functions the PMC may relax smoking regulations for designated areas of the Mess as appropriate. 

43. When the Course members travel, “no smoking” will be the general rule.  Consideration will be given to smokers (separate hotel rooms, travel halts, etc) where this is possible. 

44. Within the Ralston Residence, smoking is allowed only in designated areas. 

223.
AUDITORIA

Students are not to bring personal belongings (briefcases, clothing, etc), food, or drinks into CFC auditoria.

224.
FOOD AND DRINK PREPARATION

Students are not permitted to prepare food or drink in the College academic buildings.  A microwave oven located near the entrance to Simonds Auditorium is provided for warming lunches.

CHAPTER 3

PROGRAMME DESCRIPTION

INTRODUCTORY INFORMATION

301.
AIM, SCOPE, AND OBJECTIVES


The aim, scope, and objectives of the academic programmes offered at the CFC are found in the individual course Syllabi.  These also provide additional guidance for the staff and students.

302.
Programme ORGANIZATION

45. In order to reach the higher levels of learning, it is essential for the majority of learning activities to fall within the scope of active and experiential learning.  Although some relatively passive learning experiences, such as formal lectures, are necessary to impart information, a significant portion of time will be spent preparing for and participating in seminars, case studies and exercises.  The active learning environment is made possible through the use of the Modified Oxford Tutorial System, the roots of which can be traced to Oxford and Cambridge Universities in the mid-1600s.

46. The system in use at CFC is centred on the syndicate — normally eight or nine course members and an assigned member of the directing or senior directing staff (DS/SDS).  As in the original tutorial system, the DS/SDS does little formal teaching.  Their role is to act as mentors to the syndicate members, to monitor student progress and, through regular interviews, to provide feedback.  Unlike the original tutorial system, participants are not entirely free to refuse what is offered by their seniors.   Although the original system has been modified, the spirit of providing a positive and challenging environment for debate and learning has been maintained.
47. Essential to the success of the tutorial system is a healthy syndicate environment.  The student body comprises officers from a wide variety of backgrounds and expertise, and the syndicate provides the forum in which they may discuss with their peers ideas that have been presented in readings, formal lectures and field studies.  This interaction among course members, in particular the sharing of experiences, is fundamental to the learning experience.  Course members each bring a unique set of experiences and viewpoints into the group, and the successful syndicate is one in which all members of the group work co-operatively to share their knowledge, experiences and opinions.  Although the ability to express ideas clearly and succinctly is a valuable skill, the members of the successful syndicate will be equally adept at listening.  Good listening is marked by a sincere desire to understand the viewpoint being presented and by a belief that the ideas of others have merit and value.

48. Similarly, for the syndicate to be an effective learning environment, it is essential to value and respect the contributions of each member of the group.  All syndicate members bring their own unique perspective to the discussion and must allow and encourage others to do the same.  In fact, people often learn more from those with whom they disagree than from other like-minded individuals.  All perspectives are valuable and necessary if an issue is to be fully explored.  It is the responsibility of all members of the syndicate both to listen to what is being said and to compare it with their own views and knowledge.  This comparison often leads to a change in individual frames of reference.  New ideas are added to personal frameworks and existing ideas are reorganized based on the new concepts that have been accepted, or at least acknowledged.  Overall, these modifications in perspectives should permit a better understanding of experiences and circumstances.  It is this ability to expand the intellect and adapt to new and sometimes contrary ideas that is of fundamental importance to the senior leader.

EDUCATIONAL FRAMEWORK

305.
BASIC PRINCIPLES

49. The education framework at the Canadian Forces College is based on an androgogical or learner-centred approach to education and is designed, insofar as is practicable, upon the following principles:

am. Relevance.  To be meaningful, learning needs to be related directly to the learners’ needs, interests, and personal/professional questions or concerns;

an. Respect.  Learning is best achieved in an environment that challenges learners.  This environment comprises a number of critical characteristics:  it must reduce unnecessary anxiety; it must respect, and provide for, the differences in learning styles and learning rates; and it must recognize that learning is emotional as well as intellectual;

ao. Responsibility.  Real learning can occur only with the agreement of the learner; therefore, learners need opportunities to become increasingly active in and responsible for their own learning;

ap. Relationships.  Learning is aided by interaction with others which in turn builds co-operation, collaboration and support, and encourages learners to access each others’ resources;

aq. Room.  Physically, learners need a comfortable work environment which provides flexibility for a variety of instructional formats.  Emotionally, learners need a structured framework with room for personal creativity and expression of differences; and

ar. Reinforcement.  Learners need opportunities to practise skills and use their knowledge, ongoing feedback, and opportunities to feel increasingly successful in their learning tasks.

306.
LEVELS OF LEARNING

50. The design of the programmes offered at the College takes into account the androgogical principles outlined above, in conjunction with the levels of learning necessary to meet the mandate of each course.  The College will employ the following six levels of learning, based on B.S. Bloom’s Taxonomy of Educational Objectives:

as. Knowledge.  The recall of previously learned material (facts or theories) in essentially the same form.

at. Comprehension.  Seeing relationships, concepts, and abstractions beyond the simple remembering of the material.  Typically involves translating, interpreting and estimating future trends.

au. Application.  The ability to use learned material in new and concrete situations, including the application of rules, methods, concepts, principles, laws and theories.

av. Analysis.  The ability to break down material into its component parts so the organizational structure may be understood, including identification of the parts, an​alysis of the relationship between parts, and recognition of the organizational principles involved.

aw. Synthesis.  The ability to put parts together to form new patterns or structures, such as a unique communication (a theme or speech), a plan of operation (a research proposal) or a set of abstract relations (schemes for classifying information).

ax. Evaluation.  The ability to judge the value of material for a given purpose.  Learning in this area is the highest in the cognitive domain hierarchy because it involves elements of all the other categories, plus conscious value judgements based on clearly defined criteria.

307.
METHODS OF LEARNING

51. The achievement of the above levels of learning will depend, firstly, upon the requirement and, secondly, upon the method of instruction that is chosen.  For example, achievement of knowledge may be accomplished only by selection of one of the following methods:  lecture, discussion, reading, case study, panels, or films.  A higher level of learning will require a combination of more than one of the above methodologies, with active methods being more beneficial than passive ones.  For example, to achieve the application level would require some of the above methods, in addition to active methods such as practice with feedback/video-feedback, role-playing, or exercises.  As well, to ensure complete understanding of certain topics, students may need to experience the four stages of the experiential learning cycle.  Although each adult learner normally has a preference for one stage of the cycle, for certain objectives each must be experienced to achieve the behavioural change required of the highest levels of learning.  The four stages of the experiential learning cycle are not applicable in all cases but can be an extremely useful tool in others.  The stages are as follows:

ay. Concrete experience:  Participating in an activity;

az. Reflective observation:  Sharing reactions and discussing observations;

ba. Abstract conceptualization:  Making generalizations and developing principles; and

bb. Active experimentation:  Applying the learning to other situations.

308.
learning activities


52. The periods within a standard programme day may be devoted to one of the following uses or activity types:

bc. The list of following definitions is arranged according to the nature of each method.  Thus, activities with similar modalities but different educational objectives are grouped together.  This is an important distinction as the process of an activity, such as Discussions, Lecture Discussions, Seminars, and Case Studies may be virtually identical or very similar, however, the outcome of each activity will be quite different.  This list of definitions focuses on the objectives of curriculum methodology.  Process, as will be seen, can be quite flexible and is best left to the determination of the individual curriculum co-chair teams.  This allows them to tailor their assigned activities to the desired outcomes:

(1) Tutorial (TU):  an activity utilised to teach a particular solution or approach to an issue.  Tutorials are highly didactic activities and are useful when it is desired that the students learn how to do or think about a particular activity or issue. Tutorials are staff led activities; discourse within a tutorial is directed towards very specific ends.  

(2) Discussion (DI):  an activity designed to confirm that students have understood defined course content, to present them with the opportunity to ask questions and to relate discussed material to previous personal knowledge and experiences.  Discussions are useful when: the required learning level is low; basic comprehension is all that is generally required; and/or understanding of the significance of a basic issue is needed.  Discussions are also useful as a means of bringing together several related curriculum elements such as a series of lectures on related subjects.  Discussions may be led by student chairs or by College staff.  They may involve a student’s preparation of a very short written deliverable summarising the issue and outlining points for discussion. 

(3) Lecture Discussion (LD):  a presentation of curriculum material delivered by a staff member or one or more guest speakers, followed by a syndicate discussion of the presented material and related readings, followed by a plenary question and answer period.  Lecture discussions involve more active learning given the role of syndicate discussion, which is in turn used to inform the concluding question and answer period.  The complete process generates students greater individual and group analysis of the presented material than a straight lecture format would cause.  As such, lecture discussions should be used to present material associated with middle learning levels.

(4) Lecture (LE):  a presentation of curriculum material delivered by a staff member or one or more guest speakers, usually concluded with a question and answer period.  Lectures are passive learning activities and are best used for introducing basic issues with lower learning levels.

(5) Seminar (SM):  an activity designed to generate higher levels of learning in students.  Seminars permit students to analyse and synthesize thoughts on concepts, issues, and events.  Whereas discussions aim at providing basic knowledge, seminars require students to research the topic to a limited degree in order to dissect the associated issues covered by the activity, to uncover their constituent parts and analyse them for internal consistency and logic, to critique their relevance and saliency, and to suggest alternatives.  They may be led by either student chairs or by College staff, depending on the goals established for individual seminars.  They may involve the preparation of extensive papers to be critiqued by seminar members, or shorter written deliverables analysing a series of pre-established readings. The type of methodology each seminar utilises will be dependent on the goals established for the activity by the co-chairs.  

(6) Case Study (CS):  an examination of a particular event or issue in order to teach general concepts or principles.  Case studies aim at the highest levels of learning: analysis, synthesis, and evaluation.  They are designed to permit students to identify concepts, doctrine, and practice critical thinking skills to assess the impact of ideas on the outcome of an actual historical event.  Frequently, case studies focus on a particular decision or series of decisions.  The educational objective of a case study is to go from a narrow to a broad perspective; the subject of the case study is simply an illustrative example, not an end in itself.  Thus, case studies are not used to teach about a particular event, issue, or individual.  Rather, case studies use events, issues, and individuals to teach about the universal roles that concepts, principles, and prior assumptions play in informing and shaping decisions.  Case studies are typically run by academic advisors, subject matter experts, or directing staff.  They may involve brief student presentations to offer specific solutions to the problems arising from the assigned historical events.

(7) Exercise & Simulation (EX):  an analysis of a situation coupled with a role based interactive application of curriculum material normally within a formatted, simulated scenario.  Exercises provide an active learning opportunity where the interaction between a number of diverse subjects can be explored and solutions applied.  Exercises may also allow students to synthesize theoretical approaches and practical examples to develop unique and comprehensive responses to complex problems.  Exercises aim at middle to high levels of learning in course curricula, application, analysis and synthesis.  

(8) Field Study Exercises (FSE):  a collective visit to agencies or locales outside the College to provide an experiential opportunity to examine issues, events, and organisations covered in College curricula but in a closer and more practical setting. Field study exercises usually include briefings from senior practitioners who in general would not have been available to meet the students at the College. Field study exercises aim at low to middle learning levels and permit students to see how issues studied in class unfold in actual operation.

(9) Symposia (SY):  a flexible activity that may combine several educational methodologies in order to explore a broad but defined issue area or topic.  Symposia may utilise lectures, seminars, research papers, case studies and other educational activities alone or in combination.  While an overall College activity, symposia often involve significant contributions of outside participants.

(10) Research Paper (RP):  a written deliverable that requires extensive research on a defined question, and the preparation of persuasive paper based on scholarly conventions.  Research papers permit students to achieve the highest learning levels: analysis, synthesis and evaluation.  Research papers also permit students to define personal intellectual goals through the selection of topic, the application of critical thinking skills, and the crafting of persuasive, written argumentation.

(11) Directed Learning (DR):  a directed learning activity that is executed in a self-learning mode and that is not directly part of another learning activity. Directed learning is used to cover general background material through media such as books, articles, videos, and Internet. Directed learning aims at the lower levels of learning by introducing the student to some basic concepts or issues.

53. The following acronyms represent activities not otherwise described above that appear on the various programme schedules:

	ADM
	Administrative Period
	A period used for a non-curriculum event, such as in-clearance, orientation or out-clearance and DS/SDS periods.

	APT
	Assignment Preparation Time*
	A period reserved for students to reflect, conduct research, do pre-readings, complete assignments and/or work on other curriculum material.


3. The College uses a preparation time* model that tracks the cumulative difference between the programme and non-curriculum time available for students to prepare for activities and the specific time required to complete that preparation.  On the debit side, the model tracks the amount of time required to read, research, reflect and prepare for each activity; this time is called Preparation Time (PT).  

4. On the credit side of the model there is scheduled study time contained in the standard programme day referred to as Assignment Preparation Time (APT).  The model also assumes that students have, on average, three hours available to them each night, and six hours on the weekend, to prepare for activities referred to as Individual Preparation Time (IPT).  (Note: The model does not assume IPT is available during field trips and scheduled academic breaks.)  When the model identifies a deficit (i.e., when the time required for one or more activities (PT) exceeds the time available to do that preparation, APT periods are added to the program’s schedule to compensate. 
5. Material identified by planners as reference reading is normally listed under two categories:  required and supplementary.  Required readings are issued to students for study prior to start of the programme or term, as appropriate.  Supplementary readings constitute additional study material available in the library and listed for the benefit of students wishing to research a particular topic in more detail.  PT allocated to the required reading is based on a reading rate of approximately 20 pages an hour.
6. Descriptions on the conduct of the various activity types listed above, by Development Period (DP) are contained at Annexes A and B.
Annexes:

Annex A
Course Methodology — JWS
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ANNEX A
cHAPTER 3

course methodology  — JWS

SPEAKING EXERCISES

54. The series of formal speaking exercises follows the same philosophy as the writing exercise series.  Speaking exercises will be judged on the basis of their suitability for presentation to higher authority and/or visiting dignitaries.

55. Students should bear in mind the following points while preparing and rehearsing for presentations:

bd. the choice of subject must be appropriate;

be. the speaker must establish clarity of purpose in the introduction;

bf. the organization of the talk must reflect a logical sequence of ideas and appropriate timing;

bg. content must reflect thorough research, imagination, originality, and objectivity on the part of the speaker;

bh. conclusions must be clearly stated with appropriate forcefulness;

bi. the speaker must appear relaxed, poised, and confident, and speak without a too-obvious dependence upon notes or a script;

bj. the speaker must establish a rapport with the audience;

bk. appropriate strength of voice must be demonstrated;

bl. enunciation, pronunciation, and grammatical construction must be correct and appropriate to the subject matter; and

bm. the speaker must display enthusiasm, sincerity, conviction, persuasiveness, and humour, as appropriate.

SYNDICATE DISCUSSIONS  (DIs)

56. A discussion may be defined as the planned exchange of ideas among syndicate members for the purpose of reaching a better understanding of a subject of common interest.  At the College, the objectives of the discussions are twofold:  the training of students in conference techniques, and the promotion of learning through discussion.  In addition to gathering knowledge from a discussion, students will find that they gain confidence in speaking extemporaneously, and that they will enjoy an opportunity to test their personal opinions on a critical but friendly audience.

57. To achieve the objectives of the discussions, participants must develop a questioning attitude.  Other points of view should be examined critically.  Sometimes this examination can lead to strong differences of opinion; however, while students have the right to disagree, they do not have the right to be disagreeable.  Each must respect the other’s right to an opinion, and should try to appreciate and evaluate the views of others.

58. No attempt will be made to arrive at predetermined conclusions, but to prevent irrelevant talk and aimless wandering, some initial guidance will be provided to all syndicate members.  This will usually be in the form of questions posed in the exercise papers.  Student chairs will normally be briefed by DS concerning key areas of emphasis.

59. Students should prepare to contribute their share to a syndicate discussion by finding out as much as they can about the subject.  They should read the referenced articles thoroughly and with a critical eye, testing the concepts stated against their own opinions and beliefs.  This kind of critical appraisal will often help to clarify and shape personal thinking.  Finally, they should prepare a discussion outline, based on the guideline questions, containing points of view that they have to offer.

60. Students should strive to function effectively as both speakers and listeners.  As speakers they should:

bn. present a point of view as clearly as possible;

bo. explain the reasoning for the point of view;

bp. discuss opinions unemotionally and without dogmatism; and

bq. avoid monopolizing the conversation.

61. As listeners, students should practise the ordinary rules of courtesy by giving others a chance to speak and by resisting the temptation to interrupt.

62. Group discussions take two major forms:  the informative conference and the problem‑ solving conference.  Informative discussions are those in which the chair or leader calls a meeting, such as a staff meeting, to instruct or inform the members on certain topics. Problem‑ solving discussions are those called to investigate and resolve certain problems to yield a suitable end-product.  Although each type of discussion requires a different type of leadership and different degree of participation by the members, each must be a joint effort on the part of all the individuals to work together as a group.

63. Regardless of the type of discussion, effective participation by individuals is influenced mainly by their ability to make useful contributions and their ability to communicate.  The ability to make useful contributions requires analytical, logical, and imaginative thinking coupled with sound judgement and knowledge.  However, everyone’s reasoning is to some extent clouded or inhibited by emotion and prejudice which, if present in extremes, can negate the value of the whole process.  The other factor of participation — ability to communicate — is also complex.  A single exchange of thought between two people, such as speaker and listener, involves many considerations of attitude, prejudice, feeling, language, and speaking and listening ability.  The communication process changes so rapidly from one person to another, as the function of speaker and listener shifts, that the reactions of all are constantly changing and adjusting.

64. Additionally, the amount or quality of the participation depends to a large extent on the membership of the group.  In a group made up of members of greatly diverse backgrounds of age, culture, knowledge, attitude, and training, the quality and amount of participation can vary between the widest extremes, and can be influenced by the greatest degree of emotional and prejudicial feelings.  In a more homogeneous group, such as a CFC syndicate, where members have military backgrounds, are of approximately the same age, are students together, and are working on a directed course of study, the discussion will tend to be fairly objective and not be influenced by great extremes of passion.  Nevertheless, bias and prejudice will exist to varying degrees.

65. Since discussion involves the communication of thoughts and emotion among several individuals, the one who develops the ability to think, reason, and communicate ideas while suppressing or controlling inhibiting emotions should make a good participant.  The problem that the DS faces is the determination of the value of both the amount and the quality of participation by each member in relation to the method and manner in which it is communicated.  For example, how valuable is the contribution of a talkative, shallow person, compared to the infrequent but profound utterances of another?  Is the contribution of a narrow‑minded extrovert distinguishable from that of a quiet‑spoken but knowledgeable individual?

66. From a knowledge of the nature of discussion groups and as indicated by the examples cited above, it is evident that there are a great many characteristics of individuals that, in combination of amount and degree, affect the value of their contributions to the goal of the discussion.  These characteristics include a very long list of words relating to personality traits, mental capacity, attitude, knowledge, communicative ability, interpersonal relationships, etc. Although it is possible for the DS to record the existence of these characteristics, it has been found that recording such words in isolation from the context within which they were observed does not give a very useful picture of the individual.  The list becomes unwieldy and gives no indication of the value of the characteristics or combinations of characteristics in relation to the objective of the discussion.

67. An alternative is for the DS to analyse and understand the individual members of the group to determine to what extent they are likely to apply their reasoning processes, or to what extent their emotional feelings and prejudices will influence their attitudes and hence their participation.  As an extension of this analysis, the DS looks for characteristics or combinations of them which have positive or negative impact on the course of the discussion.

68. The following attributes describe ideal participants in a discussion:

br. they participate readily but do not monopolize the discussion;

bs. their comments have depth; they support their stands capably when challenged;

bt. their reasoning is sound;

bu. they provide leadership whether or not they are the chair; they work well with the group;

bv. they listen carefully and are open‑minded;

bw. they make good use of their voices and articulate clearly;

bx. they use language which conveys their meaning clearly and which is grammatically correct;

by. they avoid the use of slang, ambiguous words, clichés, and emotional language; and

bz. they are thoroughly prepared.

CHAIRING OF DISCUSSIONS

69. There will be many opportunities for students to chair syndicate discussions.  Student chairs should plan the conduct of the discussion based on the information in this Chapter, on Annex D, and on their observations of DS performance.

70. A general sequence of procedure is:

ca. Student chairs are selected by the DS and should be notified during the term pre-briefing.

cb. DS will brief students on the conduct of discussions and on the duties of chairs.

cc. CSC Chairs may be issued with notes to assist them in the conduct of specific discussions.  These papers will be returned to DS following the discussion periods.

cd. A few days prior to the discussion, there should be consultation between chairs and the DS.  Chairs should indicate their concept of operation and will receive advice from the DS.

ce. During the days immediately preceding the discussion, chairs will affirm the results of their research and planning with the DS.

cf. During the discussion the DS will allow students to exercise their prerogative, but may contribute to the discussion.

cg. When the discussion has concluded, the DS will summarize by giving his assessment of how well the syndicate has worked as a group, how effective they have been in determining and solving the main issues, etc.  The DS will also cover points which may not have been adequately treated or which were omitted.

ch. Shortly after the exercise, chairs will be debriefed by the DS and advised of their effectiveness as chairs.

ci. The DS may also interview students who could benefit from guidance concerning a more effective contribution to syndicate discussion.

FIELD STUDY EXERCISES (FSEs)

71. Canadian Forces College Field Study Exercises (FSEs) are a critical element of the CFC educational curriculum, in particular the European, North American and Cross Canada Environmental FSEs.  Each of these provides a vital and essential link with both component and joint multinational aspects of the student’s professional military education.  In Europe, for example, students are afforded the opportunity to visit NATO strategic and operational level joint and component headquarters, the European Union and various Canadian military battlefields. 

72. FSEs conducted by CFC provide an essential educational tool that integrate military history with classroom experiences, a persuasive method of conveying lessons to staff officers and military students.  Immersing students in the actual setting significantly enhances the lessons of operational leadership, use of terrain, communications challenges, higher-level leadership, relationships between strategy and tactics and the psychology of soldiers in battle. 

73. Visits to other sites, such as operational-level headquarters, reinforce classroom learning by integrating several areas of emphasis in an environment that enhances intellectual immersion to a greater degree than does the regular classroom routine.  Teaching a particular subject in the classroom provides a foundation to expand upon during a later visit.  Seeing actual practitioners use their “tools of the trade,” and their daily challenges during a site visit instils a true sense of the purpose, methods, and ethos of the organization visited. Field trips to ships, museums, and warfighting demonstrations serve to influence all of the learners’ senses and create a lasting impression.  Visits also offer an opportunity for students to engage presenters on their own turf, add depth to the overall educational environment, and help learning, understanding, and retention.

74. Detailed instructions will be issued for each visit, but there are some observations that apply to all visits.  Travel will be by air or by bus.  When travelling by air, it is the custom of the College for students to board the aircraft before, but to disembark from the aircraft after, the Cmdt, Div Dirs, and staff.  During travel, the front seats are reserved for the staff.

75. In as much as FSEs are an integral part of the course curriculum, and reflect directly upon the reputation of their college and the CF in general, students are reminded that their conduct and deportment are to be above reproach.

LECTURES

76. Lectures are an important part of the CFC courses, and are intended to provide information related to particular parts of the syllabus.  Although some lectures are given by the staff, the majority are delivered by guest speakers, either military or civilian.  The normal length of a lecture is 45–60 minutes, after which there is a five‑minute break, followed by a 30‑ to 45‑minute question period.

77. Students are encouraged to take an active part in the discussion period following the lec​ture.  This participation is considered to be an important part of the education received while at​tending the College.  Because the guest lecturers are speaking from a privileged platform and be-cause they are entitled to the courtesy and hospitality accorded to a guest, there are some rules and techniques which students are to observe when directing questions or when expressing their own views.  The following summary of some points to be observed should prove of assistance:

cj. After raising their hands and being acknowledged, questioners will stand and identify themselves to the lecturer.  Questioners should take care to speak with sufficient volume so that their questions can be heard by the audience as well as by the speaker.

ck. Multiple questions are unfair to the speaker and tend to confuse the audience; they should not be posed.

cl. Supplementary questions or comments, after the speaker has answered the original question, should be avoided if only to allow others to ask questions.  If they are stated, it should be with discretion.  Supplementary questions may indicate poor original questions as easily as unsatisfactory answers.

cm. In posing questions, students are to avoid a long preamble which becomes, in effect, a case of ‘lecturing the lecturer’.

cn. Students are not to get into long dialogues with the speaker.

co. Questioners should ensure that the speaker has finished with the previous question before asking theirs, even though they may have been recognized by the chair.

cp. To maintain the privileged platform which the College has promised the speaker, questions must not make reference to previous speakers, either by mentioning names or by direct quotation.

cq. Asking questions which are not related to the subject of the lecture should be avoided unless the lecturer specifically invites enquiries of a general nature.

cr. Students should not, as a test of the speaker’s knowledge or authority, ask questions to which they already know the answer; taking advantage of the speaker in this manner is discourteous.

78. The end of the question period is indicated by the illumination of the readily visible blue light.  These lights are controlled by the host director.  No new questions are to be asked by students after the lights come on.  If there is no student chair, the student thanker should rise at the first opportunity to thank the speaker.

lecture-discussion (LD)

79. The lecture-discussion may be used to present material to the CSC.  A lecture-discussion consists of the following segments:

cs. Presentation.  The lecture-discussion starts with a presentation in the Traynor Auditorium by one or more guest lecturers for a total of 45 to 60 minutes.

ct. Syndicate Discussion.  After the presentation, the course members retire to their syndicate rooms to discuss their views on the presentation and preparatory readings, providing an excellent opportunity for them to deliberate on the nature and relevance of the material.  Assigned course members chair the discussions, and the guest lecturer(s) will normally be invited to sit in.  This segment normally lasts 60 to 75 minutes, not including the coffee break that normally occurs during morning lecture-discussions.

cu. Plenary Questions.  After the syndicate discussions, the course members reconvene in the auditorium to engage in discussion with the guest lecturer(s) for the remain​ing 45 to 60 minutes.  The preceding syndicate discussions allow the course members to consider the material at a higher cognitive level and formulate more in-depth and effective questions.
ANNEX B
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course methodology — SS

lecture-discussion (LD)

80. The lecture-discussion is the normal format for material presented on the AMSC and NSSC.  A lecture-discussion consists of the following segments:

cv. Presentation.  The lecture-discussion starts with a presentation in the Rowley Au​ditorium by one or more guest lecturers for a total of 45 to 60 minutes.

cw. Syndicate Discussion.  After the presentation, the course members retire to their syndicate rooms to discuss their views on the presentation and preparatory readings, providing an excellent opportunity for them to deliberate on the nature and relevance of the material.  Assigned course members chair the discussions, and the guest lecturer(s) will normally be invited to sit in.  This segment normally lasts 60 to 75 minutes, not including the coffee break that normally occurs during morning lecture-discussions.

cx. Plenary Questions.  After the syndicate discussions, the course members reconvene in the auditorium to engage in discussion with the guest lecturer(s) for the remain​ing 45 to 60 minutes.  The preceding syndicate discussions allow the course members to consider the material at a higher cognitive level and formulate more in-depth and effective questions.
lecture (LE)


Lectures are intended to deal with material that is not as well suited to group discussion as the material that is covered in the lecture-discussion format.  Technical and basic introductory topics are examples of such material.  Normally, a lecture consists of a 45- to 60-minute presentation, with a 30- to 45-minute question period.

seminar (SM)

81. One of the principal learning vehicles used on the AMSC and NSSC is the seminar, along with its associated essay.  The intent of the seminar is to further develop the curriculum material that has been presented by lecturers, to provide a venue for course members to exchange their views on the material in greater depth, and to take advantage of the active learning properties of the format.  Although the seminars that each course member completes are a significant part of the NSSC’s methodology, undue emphasis should not be placed on them.  The course members should strive to achieve a balance between the time spent on the seminars and on the course’s other activities.

82. Process.  The process by which the essay is developed and the seminar conducted is explained in the following steps:

cy. Topic Selection.  The seminars are intended to extend the curriculum material of the different course programmes.  The course members select topics that support the Strategic Studies or Professional Studies Series for the first term seminars and the Strategic Management or Professional Studies Series for the second term seminars.  The topic selections are coordinated by syndicate under the guidance of the SDS to ensure that the topics achieve a broad coverage of the programme curricula.  As well, the topics are selected early in the course to allow the planners time to arrange topic-specific subject matter experts (SMEs) for the course members.  Therefore, syndicate leaders will normally submit to their SDS for approval the first term topic area selections by mid-January and the second term by mid-March. Upon receiving the topic area selection lists from the SDS, the course planners will book the appropriate SMEs and provide their contact information to the course members.  Course members are then encouraged to make use of their SMEs, within reason, for topic refinement and research strategy advice.  

cz. Thesis Development.  Based on their selected topic, the course members develop a thesis and submit it as early as possible, along with a one-page outline and proposed references, to their SDS and SME for approval

da. Draft Essay Completion
(1) In the first term, course members must write a persuasive 5,000- to 7,000-word essay that supports their approved thesis.  The essay is to include an abstract and citations, none of which is tallied in the word count, and is to be written using the scholarly conventions described in The Little, Brown Handbook.  During the research and writing of the draft essay, course members should consult regularly with their SME.

(2) In the second term, those course members who are using the NSSC to gain a credit toward a Master’s degree must write another essay that meets the requirements stated above.  The other course members may choose to write either another essay of 3,000 to 7,000 words or an article suitable for publication in a military journal such as the Canadian Military Journal.

(3) Five working days prior to the seminar date, course members must post their draft essay/article on the College network:  drive, after which the planners, in conjunction with the course members, will ensure that the essay is sent to the respective SME for review.

db. Seminar Conduct.  The seminar chairs will lead the conduct of their seminars, which will progress through the following steps:

(1) Chair’s Presentation.  It should be presumed that all of the seminar participants will have read the essay and will not need to be reminded of its thesis or arguments.  Therefore, the chairs should present some aspects about the essay, the topic or their research that they found unique, persuasive or particularly informative and that would aid significantly in the discussion.  This part of the seminar should not last longer than 15 minutes.

(2) Critiquer’s Review.  Next, the critiquers will take up to 10 minutes to present the strengths and weaknesses of the paper.  They should discuss areas of agreement, contrasting views, deficiencies in the argument employed, and any areas of research that may be better emphasized.  The ability of the critiquers to be both frank and helpful is of particular importance for the chair’s subsequent revision of the essay.

(3) Syndicate Discussion.  Next, the seminar chairs will lead an open discussion on the essay and its related topic with the syndicate members, SME and SDS.  Besides sharing their views and experiences, the syndicate members should share their own research discoveries if their own topics are re​lated to the seminar being discussed.  This part of the seminar will last approximately 50 minutes.

(4) SME’s Wrap-Up.  The seminar chairs should offer the SME at least 10 minutes to provide a wrap-up to the seminar.

(5) SDS’s Concluding Remarks.  The seminar chairs should also give the SDS the final few minutes to conclude the seminar.

(6) SDS/SME Debrief.  Once the seminar has concluded, the seminar chairs will normally return with their SME and SDS to the SDS’s office for a debriefing of the seminar.  At this point, the SME will normally provide more detailed comments on the essay.

dc. Final Essay Completion.  Five working days after the seminar date or on agreed upon target date, the seminar chairs post their final essay on the College network S: drive, after which the planners will ensure that the essay is sent to the respective SME for marking.

case studIES (CS)

83. Case studies provide the course members with an opportunity to examine and integrate a number of curriculum themes within the context of a historical scenario.  The format fosters group discussion, collegial decision-making and active learning.  The topics of the case studies, all set at the strategic level, include operations, crisis management, and generalship. 

84. The SDS will divide their syndicates into sub-syndicates, review the background material and research suggestions with them, and meet with them to ensure that they understand the nature and focus of the cases.  Each case study will have an assigned SME, who can be contacted for advice on the topic or the related research.

85. Two working days prior to the case study presentation date, the sub-syndicate will distribute a briefing note on their case to the remainder of the course.  On the presentation date, the two sub-syndicates that have been assigned the same case study will each provide a 30-minute briefing on the case to the remainder of the course and then open the floor to a 30-minute plenary discussion period.  The following 90 minutes will be used by the SME for comment and wrap-up.
exerciseS (EX)


Exercises provide the course members with the opportunity to conduct strategic-level planning in a simulated setting.  The foci of the different exercises range from the development of a national security policy and strategy to strategic force development, domestic crisis manage​ment and international, multilateral operations.

field studIES (FS)


Field Studies provide the NSSC course member with an experiential opportunity to more closely examine issues covered on the course, such as the intergovernmental process, national security policies, headquarters organizations, planning processes, joint doctrine and force capabilities of other nations and multinational organizations.  Three visits will take place — the first one to NATO, other European strategic-level agencies and a European allied nation; the second to national-level departments and agencies in Ottawa; and the third to the United States strategic-level agencies and the United Nations.  At non-Canadian locations, the relevant Canadian embassies will also be visited.

CHAPTER 4

PROGRAMME DELIVERY
PROGRAMMES OF STUDY

401.
GENERAL

86. CSC.
The CSC comprises Unified and Component studies conducted over four terms:

dd. Terms One and Two consist of elements of Officership Studies (OF), Strategic Studies (SS), and Joint and Combined Warfare Studies  (JC) curriculum.

de. Component studies, comprising Maritime Studies (MS), Land Force Studies (LS) and Aerospace Studies (AS), are conducted during Term Three.

df. Term Four consists of elements of Joint and Combined Warfare Studies (JC), Officership Studies (OF), and Strategic Studies (SS).

87. A more detailed course description is contained in the CSC Syllabus.

88. AMSC.  The AMSC is conducted in one term of 15 weeks.  Normal course loading is for 27 officers.  Details of the course are found in the AMSC Syllabus on the College Web server.

89. NSSC.  The NSSC is conducted in two terms of approximately three months each.  Normal course loading is for 20 officers.  At the end of the first term, the SDS will change syndicates.  Course details are contained in the NSSC Syllabus on the College Web server.

90. NSSS.  The NSSS is a two-week seminar conducted at least once per year for up to 80 CF and international officers and public and private sector civilians.  The aim of the seminar is to foster professional development in the area of national security, from a Canadian strategic perspective, within a national and international context.  Course details are found on the College Web server.

91. ELS.  The ELS is a one-week seminar conducted once per year for newly promoted General and Flag Officers and selected appointed Senior Chief Petty Officers First Class (CPO1s) and Chief Warrant Officers (CWOs).  The aim of the symposium is to provide a conceptual understanding of what it means to be an Executive Leader.

92. JRCSC.   The JRCSC is conducted once per year, in July, for about 70 CF and international Reserve officers.  Course details are found on the College Web server..

ASSESSMENTS AND REPORTS — general

402.
STUDENT ASSESSMENT

93.  Assessment of individual students is an essential process in two respects:  first, within the College, periodic Term Reports provide an indication to DS/SDS and students of particular strengths and weaknesses as a basis for remedial tutoring, guidance, or study; and second, for those outside the College concerned with career development, the End‑of‑Course Report provides a uniform standard against which students can be judged by several experienced DS/SDS who are in constant close contact.  These views of the students, when read in conjunction with PERs on file, are valuable indications of suitability for various types of employment, training, and higher rank. The College system of reporting is, therefore, qualitative and principally descriptive.  Students are assessed relative to a standard but are not ranked in order of merit.
94. The standard which students are expected to meet is the same high standard of performance expected of a senior officer serving as a general staff officer in a major headquarters. For example, are the staff officer’s knowledge, understanding, and work performance satisfactory to his superior?  Is the officer’s written work acceptable as a draft which, with only some small amendment of substance and detail, could be forwarded over the superior officer’s signature to higher authority?
95. Since the curriculum is designed to provide a general background of knowledge appropri​ate to any command or staff position, there are certain expectations which accompany this higher education.  These professional curriculum expectations may be summarized in the following list of mental powers or qualities:

dg. The mental agility to discern immediately the essential elements of a complex and ambiguous situation;

dh. the aptitude to assimilate information, including facts, concepts, and authoritative views;

di. the capacity to marshal certain intellectual skills, such as logical organization and exposition of ideas;

dj. the ability to grasp a conceptual structure or framework for the subject, of such scope as to provide room for a balanced picture of different schools of thought;

dk. the capability of thinking in ways which have developed as most appropriate and useful for the subject of study;

dl. a capacity to read with an alert and critical mind;

dm. a habit and expectation of learning for oneself and of becoming autonomous or in-dependent as a learner;

dn. a personal commitment to a given field of study, with a habit and expectation of taking an initiative in searching out relevant ideas and experience, however unfamiliar; and

do. a capacity to make discriminating value judgements.

96. In translating the above expectations or assumptions to the assessment process the following qualities and abilities are of particular interest:

dp. Intellectual Qualities.  This category includes all of the qualities of mind:  imagination, analytical thought, creativity, objectivity, flexibility, receptivity, judgement, intellectual energy, perception, reasoning, and problem‑solving ability.  Some intellectual qualities that deserve particular attention are as follows:

(1) Perception and Judgement.  Perception can be thought of as the ability to identify important points in a problem, discussion, or any other situation.  It may also be described as the ability to discern all the factors in a problem or situation and to see the relationship between these factors.  Judgement is the ability to place the correct value on factors in a problem.  Perception enables the identification of the problem, its constituent factors, and the relationship between them; judgement is the gauging of the relative importance of factors and their relationships.  Judgement is also the process of subjecting arguments to general tests of acceptability such as practicality, reasonableness, realism, appropriateness, and logic. In a military setting, perception and judgement often need to be exercised rapidly and in situations of great complexity and ambiguity.

(2) Knowledge.  Knowledge can be thought of as the complete grasp of the subject matter relevant to professional competence.

dq. Communicative Competence.  The ability to communicate effectively and convin​cingly both in speech and in writing is an overriding skill without which any officer is severely handicapped.

dr. Personal and Moral Qualities.  This category comprises all the qualities and traits of personality and character relevant to effectiveness.  Leadership, integrity, reliability, motivation, initiative, persistence, capacity for work, sense of responsibility, thoroughness, self‑confidence, tact, poise, attitudes towards others, and the presence or lack of such qualities as friendliness, enthusiasm, and humour are all included.  Personal conduct has an important bearing on suitability for command or as a staff officer.  The College considers the concept of “an officer and a gentleman” to be neither trite nor archaic.

97. It is emphasized that the focus of assessment is on the development of the whole person rather than on a few isolated qualities.  The above categories are provided as general guidelines only.  Because of widely differing backgrounds, students do not all commence the Course with a common base of knowledge and skills.  It is important, therefore, that students look upon assessments in their proper perspective.  Students are, of course, expected to do their best and to work to their capacity at all times, but progress and potential will vary for any particular area of study.  Students are strongly advised not to be inhibited by the fact that they are under a degree of assessment.  Much of the curriculum is of a factual nature; nevertheless, a great deal of it permits intellectual freedom and the frank and unfettered expression of opinion.  “Coursemanship” and second‑guessing have no place at the College.

403.
WRITTEN AND ORAL EXERCISES

98. Written exercises will be reviewed and critiqued by the DS/SDS.  As a rule, CSC exercises will then be returned to the students with DS comment sheets (‘Blues’) attached.  AMSC and NSSC seminar papers will be assessed by the SDS, in conjunction with the assigned Subject Matter Expert (SME).  A letter grade, as detailed in the Syllabus, will be assigned.  In addition, DS/SDS may individually and/or collectively debrief on each exercise.  A sampling of written work is seen by the Commandant, the Directors, and other members of the College staff.  The selection of the sample is based on a random cross‑section, and no particular significance should be attached to selection or non‑selection of a particular piece of work.

99. Experience has indicated that for students to obtain maximum benefit from constructive criticism, the DS/SDS debriefing should be conducted as soon as practicable after the exercise, and before the next assignment.  The debriefing of students on oral presentations will follow the same general procedure as for written assignments.

100. Because the ability to communicate effectively is such an important attribute for senior officers, Term and Course Reports will normally reflect limitations or weaknesses in communicative skills.  Written assignments are evaluated according to criteria and standards that fall into two broad categories:  content, organization, and development; and presentation and delivery.  Annexes A and B describe the writing standards currently used at the College.  You should note that exercises assessed as unsatisfactory will normally have to be resubmitted.  As well, DS/SDS may require exercises assessed as needing improvement to be rewritten.

405.
COURSE REPORTS


On completion of the CSC, AMSC and NSSC, a report on each student is forwarded to NDHQ.  In the case of the CSC this will be in lieu of the annual PER, for use by career managers, promotion boards and other selection boards.  JRCSC reports are sent to the graduates’ home units.  Course Report formats are shown at Annex A and B.

EXERCISES AND LECTURES

406.
GENERAL

All exercises — writing, speaking, and discussion — conducted at the College involve either the formal or the informal assessment of students.  It is appropriate to set out some general remarks concerning each type of exercise, and to indicate how various assessment levels will be awarded. 

407.
WRITING EXERCISES

101. Several writing exercises are conducted during each of the Courses.  Those papers which are of high quality will be considered for publication in the Canadian Forces College Review.  All Ex NEW HORIZONS, AMSC and NSSC papers will be published electronically on the Information Resource Centre (IRC) Home Page.

102. Exercises are to be handed in by the time shown on the course schedule.  If, because of difficulties beyond a student’s control, a late submission appears to be unavoidable, DS/SDS must be consulted before the scheduled time of hand‑in.

103. Exercise Folders.  The completed solution is to be enclosed in an exercise folder or bind​er, as appropriate.  To achieve economy in the use of folders, students should write their rank and name as a permanent record, but the exercise name and syndicate number should be written in pencil so that the folders may be reused for subsequent exercises.  Electronic folders will also be established for the exchange of documents between students and staff.

104. All submissions are to conform to the requirements of Service Writing as presented at the College and laid down in A‑AD‑121‑C01/FP‑000, Staff and Writing Procedures for the Department of National Defence and the Canadian Forces.

105. The exercise number is to be shown on the exercise solution as the file number unless it is clear from the setting that a given fictitious file number should be used.  Standard signature blocks showing name, rank, and appointment are to be used.  Students will use either their own names or names from the settings when applicable.  Fictitious names are not to be used. When a fictitious appointment is not given, i.e., when the student is signing for himself, the syndicate number will be used in place of appointment, e.g.,

A.C. Member

Major

Syndicate 3

106. Provided that reasonable standards of neatness and clarity are met, hand written (in ink) solutions are acceptable, except for Ex NEW HORIZONS essay and the NSSC Seminar papers, which must be typed.  The merit of a solution is judged primarily on form and content.  While the standard of neatness cannot be definitively specified, submissions must be reasonably neat and, if hand written, must be legible.  Papers are to be double-spaced.

107. Students should bear in mind that the two main ingredients in the prose produced for a writing exercise are form and content.

ds. Form.  This category deals with the manner in which words are put down on paper, using the following headings and definitions:

(1) Mechanics:  the preciseness and correctness of grammar, syntax, punctuation, spelling, and staff duties; and

(2) Composition:  the choice and arrangement of words and phrases; the orderly presentation of sentences and paragraphs in a clear, coherent, intelligible manner, with due consideration for paragraph unity, transition, and logical structure; the appropriate style and tone, or manner and effectiveness of writing; and the ease of comprehension by the reader.

dt. Content.  This category deals with the quality and quantity of the ideas the writer wishes to communicate to the reader, using the following headings and definitions:
(1) Material:  the scope and completeness of the subject matter, and the depth of treatment; the originality and creativeness of approach to the subject; the accuracy of factors presented; evidence of research and understanding; and

(2) Reasoning:  the discernment and evaluation of the relative importance of factors, and discrimination between relevant and irrelevant material; the de-termination of logical relationships between factors and the achievement of valid conclusions; the ability to persuade or convince by logical, orderly, and complete development and presentation of argument; and the clarity of exposition.

408.
RETENTION/RELEASE OF STUDENT PAPERS

108. The policy on the retention and release of students’ papers follows:

du. Copyright.  The Crown holds the copyright for papers written by members of the CF and the Public Service of Canada.  The holder of the copyright for papers writ-ten by Allied students is subject to the Memorandum of Understanding (MOU) establishing Allied attendance on CFC courses.

dv. Retention. Papers will be indexed in the War, Peace and Security Database and in the Canadian National Union Catalogue.

dw. Disclaimer.  Papers deposited in the IRC will be labelled with a bilingual disclaim​er stating that “this paper was written by a student attending Canadian Forces Col​lege.  The paper is a scholastic document, and contains facts and opinions, which the author alone considered appropriate and correct for the subject.  It does not represent the policy or the opinion of any agency, including the Government of Canada and the Canadian Department of National Defence.”

dx. Release of Papers.  Unless otherwise designated, papers written by members of the CF and the Public Service of Canada may be released to requesters.  Requests for papers written by Allied officers are to be referred to the Registrar.

dy. Classified Papers.  Classified papers are discouraged because of research constraints, and difficulties in providing a secure study and storage environment.  Classified papers considered for retention will be dealt with on a case-by-case basis by the Registrar.

CODING

409.
COLOUR CODING OF CFC CURRICULUM DOCUMENTS

109. The following colour codes are used for CFC curriculum documents:

dz. White — all material for issue to staff and students including data authorized for retention;

ea. Green — printed material used to introduce problems to students or to assist individual students to better fill roles or appointments during exercises.  Information contained in such papers is critical to the success of the exercise and any compromise or general distribution may undermine the value of the exercise.  The DS/SDS will provide direction with respect to the general distribution of the “green”; and

eb. Pink — all material for DS/SDS only.  Such papers comprise exercise solutions and DS/SDS Notes and are not to be shown to students.

410.
Course CODES

110. The College uses an abbreviation code consisting of a combination of letters and numbers to indicate a particular programme course or individual period of instruction; for example:

ec. C/OF/CMR 501/LE‑1
— Command and Staff Course/Officership Studies Department/Communications and Media Relations Course 501/Lecture 1.

ed. A/JC/DOC 531/SM-2
—
Advance Military Studies Course/Joint and Combined Warfare Studies Department/Doctrine Course 531/Seminar 2.

ee. N/SS/SCO 541/CS-1
 —
National Security Studies Course/Strategic Studies Department/Strategic Concepts and Operations Course 541/Case Study 1.

ACADEMIC REVIEW BOARD

411.
FUNCTION AND COMPOSITION

111. The College Academic Review Board (CARB) assists the Commandant in formulating and discussing policy on student academic performance.  As well, the CARB considers incidents which may arise in relation to these policies, such as lack of progress or academic failure.  The Board composition is:


Chair:
As appointed by Cmdt;


Members:
Directors; and


Secretary:
Registrar.

112. Other members of the staff, such as the Chief Librarian, may be invited by the Chair to participate in the Board’s discussions in order to provide professional assistance as required.

LACK OF PROGRESS OR ACADEMIC FAILURE

412.
COLLEGE ACTION

113. Lack of progress or academic failure will likely be first identified by a student’s DS/SDS, who should then consult the appropriate Director.  Such cases should be rare due to the rigorous student selection process, and should be so identified only after the student has been afforded every practicable means of assistance or support in correcting weaknesses.

114. Once the Director and DS/SDS have determined that a student is not progressing satisfactorily or is not likely to achieve the minimum assessment level of the course standard, the student’s file is to be referred to the CARB.  The Board will consider the case and provide direction on future courses of action, such as allowing the student to continue the Course under specific conditions, or recommending removal from the Course through CDA to ADM (HR-Mil) or ADM(HR-Civ) in the case of a civilian course member, the competent authorities for such action.

ACADEMIC MISCONDUCT

413.
DEFINITION

115. Academic misconduct generally involves one of the following three transgressions:

ef. Plagiarism;
eg. Cheating; or 
eh. A breach of the generally rules of academic ethics.
116. Plagiarism is the presentation or submission of work as one's own, which originates from some other, unacknowledged source. In term papers, assignments and examinations, the verbatim or almost verbatim presentation of someone else's work without attribution constitutes an example of plagiarism. Plagiarism includes, but is not limited to:

ei. Deliberately and knowingly using the work of others and attempting to present it as original thought, prose or work. For example, this includes failure to appropriately acknowledge a source, misrepresentation of cited work, and misuse of quotation marks or attribution; and 

ej. Failure to acknowledge adequately collaboration or outside assistance.

117. Cheating is the act or attempt to give, receive, share or utilize unauthorized information or assistance before or during a test or examination. The presentation of a single work to more than one course without the permission of the instructors involved; the improper acquisition through theft, bribery, collusion or otherwise of an examination paper prior to the examination; the impersonation of a candidate at an examination: all constitute examples of cheating.  Cheating includes, but is not limited to:

ek. An act of attempt to give, receive, share or utilize unauthorized information or assistance before or during a test or examination;

el. Deliberate failure to follow rules on assignments, presentations, exercises, tests, or examination;

em. Tampering with official documents, including electronic records;

en. Falsifying research data; 

eo. The inclusion of sources that were not used in the writing of the paper or report; and

ep. The impersonation of a candidate at an examination.

118. Other violations of generally accepted academic ethics include, but are not limited to:

eq. Deliberately not following ethical norms or guidelines in research; and

er. Failure to acknowledge that work has been submitted for credit elsewhere; and 
es. Misleading or false statements regarding work completed. Penalties are imposed upon students found guilty of cheating or plagiarism. 
414.
COLLEGE ACTION

119. A staff member who suspects that a student has cheated, plagiarized, or otherwise engaged in a violation of generally accepted academic ethics in any aspect of their College work shall immediately notify the student’s DS or SDS and provide all available evidence without informing the student of the suspicion at this stage.  The appropriate Director shall advise the Cmdt and DAcad. The latter may appoint two independent staff members to review the material and have each write an opinion as to the extent of which exercise is suspected (words, structure, logic) and the degree of certainty that cheating, plagiarism, or breach of ethics has occurred.

120. If the independent reviewers conclude that cheating or plagiarism has occurred the following course of action shall be followed:

et. The Academic Review Board (ARB) under a chair appointed by the Cmdt, will be convened to consider the case based on all available information;

eu. The course member will be interviewed by the Director and advised of the ongoing proceedings;

ev. In the case of suspected cheating, the Director may order a Summary Investigation (SI).  In its absence, during the interview between the course member and the Director, the Director will offer the course member, orally and in writing, the opportunity to submit a written statement for consideration by the ARB;

ew. The independent reviewers will reassess the situation in light of the statement provided by the course member or the findings of the SI;

ex. The ARB will be reconvened to develop options for academic and administrative/or disciplinary measures for consideration by the Cmdt; and

ey. The Cmdt will refer any decision to expel a student from the Programme to the Comd CDA prior to final action.

121. The Cmdt is to be kept informed throughout the whole process; however, if charges are contemplated against the student, the Cmdt should not be exposed to detailed evidence because of possible involvement as an adjudicating authority. Contact with AJAG and investigative agencies, where appropriate, will be made by the Director or COS.  When the investigation is complete, the Director or COS will present options for administrative or disciplinary measures to the Cmdt.

122. In the interest of the College and of the student involved, cases of academic misconduct will be handled as expeditiously as possible with due consideration being given to the privacy of the individual. As well, students should be aware that CFC will in the near future introduce software” aimed at assisting staff/students in validating the originality of the student’s work. Details on how it will work will be promulgated once the software is put into effect.  

123. College imposed sanctions for academic misconduct follow the spirit of the rules and regulations laid out by RMC for cases of a similar nature.  The sanction imposed will be commensurate with the severity of the misconduct and could include expulsion from the College.  Sanctions will be imposed in consideration of mitigating or aggravating circumstances.  Mitigating factors could include the maturity of the student or the severity of the lapse in judgment. Aggravating Factors could include: Did the student know that he or she had committed an offence? What is the severity of the infraction in terms of how much was plagiarized (i.e. a sentence, a paragraph, a page or an entire paper). Notwithstanding any sanction either imposed or recommended as a result of academic misconduct nothing precludes additional administrative measures being initiated against the member, as deemed appropriate, by the Cmdt.

miscellaneous

415.
RETURN OF STUDY MATERIAL

The majority of the exercise settings and other study material is retained by the DS/SDS and students until the end of the Course.  At the conclusion of the Course all students and outgoing DS/SDS are to return the exercise settings to the Support Services Centre.  Students will be permitted to retain most of the précis and other study material prepared by the College, although it may be necessary to return some specified material.  Students are therefore advised to carefully retain all the material issued and to organize an effective system for filing, storing, and retrieving this material.

Annexes:

Annex A
CSC Student Assessment

Annex B
AMSC/NSSC Student Assessment

ANNEX A

CHAPTER 4

CSC Student Assessment

ASSESSMENT OF STUDENTS ON THE COMMAND
AND STAFF COURSE

124. Paragraph 402 provides an overview of the professional expectations, qualities and abilities assessed on the CSC. From a curriculum delivery perspective, these can be grouped in three areas of performance:
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125. Each of the areas of performance, which can be portrayed in a series of concentric rings, bears varying levels of importance, depending on whether they are considered from the perspective of the CSC or the MDS. First and foremost, we find, at the centre, the essential personal attributes expected in a senior military officer.  In the middle ring, we have the professional knowledge acquired or developed in the many curriculum learning activities during the course. This knowledge is essential for staff college graduates, but also to qualify for the MDS.  Finally, in the outer ring, we have pure academics which, on the CSC, means the four major essays. The latter are essential to the MDS but are also an important to the CSC as they are an indicator of a military officer’s ability to think and reason.

CATEGORIES OF ASSESSMENT AND FEEDBACK

126. Judgement of a student’s performance in each of the three categories of assessment represented above is based on numerous individual assessments and observations over the course of the year.  Many of these will be accompanied by feedback to the student, either verbally or in written form. They can be summarized as follows:

ez. Written Feedback.

(1) Marking of essays. See Appendix 1.

(2) Assessment of speaking roles (presentations, briefings, etc) and chair/team leader roles (discussions, seminars, etc).  These assessments are completed by the term DS and will be returned to the students in written form as soon as possible after the conduct of the activity. The criteria and categories used for these assessments are contained in the applicable feedback forms “Chair Feedback”, and “Speaker Feedback.” And reproduced as appendices to this annex. These two formal feedback forms will only be used during Term 1.  Verbal debriefs will be the norm in later terms.  The grade achieved in these activities will be recorded by the DS and will contribute towards the determination of a grade for that particular assessed subject area.  Students receive a copy of all their whites, it is both an assessment and feedback tool.
(1) Assessment of key positions in operational planning exercises.  The assessment of key positions (Chief of Staff, Branch Chief) during operational planning exercises will always use the formal feedback form “Exercise Feedback”, which contains the applicable criteria and categories.  Other positions will receive a verbal debrief and a note to file. Depending on the exercise, the student’s syndicate DS or another DS may be assigned by DD CSC to conduct this assessment.
fa. Verbal feedback and note to file (NTF).  Verbal feedback uses the same criteria as formal feedback. it is summarized in a NTF in the DS student file record.

fb. Term Report.
Term Reports are raised on each student on completion of Terms 1, 2 and 3.  The Term Reports are a narrative evaluation of the student's performance and development by the respective term Directing Staff (DS).  The contents of Term Reports will be discussed frankly, and students will read and sign the report. The Term Reports do not show overall assessment levels as used in the Course Report nor do the Term Reports reflect any sort of letter grades (A, B+, B, B-, C, F) as given, for example, on essays.  These letter grades are entered in the Student Marks Sheet, which records grades in 20 assessed subject areas across the six departments of study. DS will enter grades in the applicable term, culminating in a final mark in each area on completion of the Course.  Students pursuing the Master's degree in Defence Studies (MDS), while completing the curriculum of the CSC, are required to achieve at least a B- standing in the ‘Final Mark’ column of the Student Marks Sheet in all but one of the 20 areas of graded assessment. These marks, as well as the marks shown for the individual terms, reflect the average of marks assigned in assessment areas where there is more than one graded activity. For each MDS student, a completed (as applicable) Student Marks Sheet will be submitted to the Dean of Graduate Studies, at the Royal Military College of Canada, on completion of Term 2 and at the beginning of June.

fc. Course Report.  The final Course Report is a two-page narrative report that records the achievement, development, and potential of each student completing the Course.  The Course Report is based on the collective input of the three Term Reports, the Student Marks Sheet, the observed performance in Term 4, and the collective input of all DS that can speak to the performance and demonstrated potential of the student.  The Course Report places its emphasis on demonstrated leadership, level of enthusiasm and participation in all College and CSC activities, verbal and written communication skills, officer-like qualities, and academic performance.  The Course Report, within its narrative, assigns an overall assessment level using the following categories:  Outstanding, Superior, Good and Passed. There are no quotas or “bell curves” for the assessed levels in the Course Report. Course Reports are written for the Commandant’s signature and, on completion, are submitted to NDHQ for inclusion on the graduate’s PER files.  While a significant portion of this Assessment Framework is devoted to describing the assessment of essays, it needs to be emphasized that written work only accounts for a fraction of the final assessment and specifically towards written communication skills as reported on in the Course Report.  

Appendices:

Appendix 1
Marking of Essays 

    Tab 1 
Essay Feedback and Grade Form

Appendix 2
Student Marks Sheet 

Appendix 3
Term Report 

Appendix 4
Course Report

APPENDIX 1
ANNEX A
CHAPTER 4

MARKING OF ESSAYS

AIM OF INDIVIDUAL ESSAYS

127. There are four essays within the curriculum of the Command and Staff Course:  Global Vortex; Napoleon Wellesley; Final Arbiter; and the final one, which is either New Horizons or the MDS Research Project. The following paragraphs outline the aim for each of these exercises.

fd. Global Vortex.
  The aim of this essay is to develop students’ analytical abilities and writing skills while expanding their knowledge of the concept of national security.  This paper will help students to refocus on the requirements of disciplined writing in preparation for the written assignments they will encounter throughout the course.  Global Vortex demands that students read an academic journal article that presents a sophisticated, intellectual argument and write a persuasive essay on some important aspect of that article.

fe. Final Arbiter.  The aim of this essay is to reinforce the students’ understanding of ethics, ethical thinking and the Law of Armed Conflict (LOAC) through the writing of a persuasive essay examining a contentious military operation.  Students will select a case study from a predetermined list and write a persuasive essay condemning or supporting the actions of the military commander involved.

ff. Napoleon Wellesley.  The aim of this essay is to develop students’ ability to analyse the characteristics and requirements of leadership and command at the operational level of war.  It is also the first opportunity for a student to deal with the issues of the operational level war in a written format.

fg. New Horizons.  The aim of this essay is to develop the student’s ability to write a persuasive essay on a subject of military significance.  It is intended to challenge the student to apply the research and writing skills that they have developed and honed during their year at the College.  The final product should reflect a careful analysis of the chosen topic, demonstrate clear and logical thinking, contain a well-supported, persuasive and balanced argument, and display a high degree of academic rigour.


e.
Master of Defence Studies Research Project.  The aim of this essay is to prepare a properly defended thesis on a defence-related topic.  Like Ex New Horizons, the final product should reflect a careful analysis of the chosen topic, demonstrate clear and logical thinking, contain a well-supported, persuasive and balanced argument, and display a high degree of academic rigour.  The difference is in the length (14,000 to 20,000 words instead of 4,000 to 5,000 words).  Students will research, structure and write their papers under the supervision of their academic advisors. 

SUBMISSION OF ESSAYS

128. Drafts.  Only one, optional, draft of a given essay may be submitted for marker comments for Ex Global Vortex and New Horizon.  MDS students may submit a draft as arranged with their academic supervisor.  The precise format of that draft in terms of completeness and correctness of detail is left to the discretion of the marker concerned.  It is expected that the guidelines set by the marker for drafts will encourage the submission of draft essays at a well-advanced stage of the writing process.  There is no limit to the number of referrals and discussions a student may have with his or her marker as part of the writing process.

129. Final version.  Final versions of essays are submitted to the DS who, if he is not a marker, then hands it over to the assigned marker.  If, because of difficulties beyond control, a late submission appears to be unavoidable, the student, through his or her DS, must seek permission for an extension.  DD CSC retains the authority to approve the extension, keeping DJWS informed. Unless there are compelling reasons that are out of the control of the student, a late submission will be considered a failure to submit staff work on time.  The student in question will then be required to explain himself or herself in person to DJWS.  The Director of Academic also will stipulate which academic penalties, if any, apply in these cases. 

130. Originality Check.  All essays will be screened for originality using a web-based screening service.

MARKING

131. Markers.  Each essay is assigned a to single marker, who is responsible to assess, grade and provide feedback on it to the student and DJWS.  As a minimum, markers must hold a Master’s degree in any field of study.  Two academic moderators, one for each official language, shall also review every essay, as they are responsible to ensure consistency between markers, quality of feedback and fairness of grade.  Students doing the MDS are assigned an academic advisor, possessing a PhD, who has an interest and/or expertise in the chosen area of research.

132. Drafts.
 Marker feedback on a draft will only consist of comments, often expressed as questions.  DS do not correct or improve the essay, which is the work of the student. 

133. Marking the Final paper.  Markers assess the essay and complete the “Essay Grading and feedback” form. The moderators then read all the papers assigned to them.  When he is in agreement with the written feedback given by the marker, he initials the “Essay Grading and Feedback” form. When he judges that a mark or an assessment is inconsistent with academic rigour, or the College standard, he attempts to resolve the issue directly with the marker.  If resolution fails, the issue is brought to the attention of DJWS, who will arbitrate.  DJWS will also review all papers assigned an ‘F’ grade. 

REWRITES

134. There are two kinds of rewrites.
fh. Compulsory.
Students will normally be required to rework their papers if they fail to achieve a passing grade (C or higher) on their first formal submission.  For CSC students pursuing the MDS an assigned grade less than B- on any of the first three essays (GV, FA & NW) will require a rewrite.  Unless there are exceptional circumstances (as decided by DJWS), only one attempt at a rewrite is permitted. The rewrite is to be resubmitted to the same marker no later than two weeks after the paper is returned to the student.  No drafts are permitted on a rewrite.  An acceptable paper on the second attempt, notwithstanding feedback that may indicate otherwise, will not be graded higher than a B- for the purpose of entering a mark on the Student Marks Sheet.  Both original and subsequent marks are to be reflected on the Sheet entry under the applicable term.
fi. Voluntary.  Some students will wish to rewrite an essay out of a personal sense of achievement to better their results and/or to set the conditions for a post-course attempt to achieve the MDS.  These cases will be accommodated using the same rules as for a compulsory rewrite.
APPEALS

135. Appeals.  Students have the right to a review of any grade assigned to their essays.  However, bearing in mind the built system of moderation and review, students must be counselled that such reviews can only be undertaken for valid reason.  As such, the burden of the proof is on the student to present sound arguments in support of his or her request.  Students must first meet their marker and moderator to review the assessment procedures and the rationale used in the assignment of the grade.  If the student believes that his/her concerns have not been addressed after this meeting has taken place, a formal written request (memorandum) for a grade reassessment is to be submitted to DJWS within two weeks of receiving the grade.  The request is to indicate the reason for the appeal, and include supporting documentation as applicable. DJWS will ask the Director of Academics (DAcad) for an opinion.  For that, DAcad will normally obtain two members of the academic staff to review the paper and render an assessment. The DAcad will then recommend a grade to DJWS based on the findings of the review.  DJWS shall provide the student with a decision, in writing, within four weeks of receiving the request for a grade reassessment.

GRADING STANDARDS

136. Papers are marked according to the following standards.  Marks appear on the left-hand side and the standards on the right.  A full explanation of each element follows.

	A
	1.
Responds fully to what the assignment asks

	
	2.
Presents a manifest topic statement containing the issue to be analyzed and the position to be taken

	
	3.
Exercises critical thinking that is clear, logical (coherent & relevant), deep, broad, and discriminating 

	
	4.
Expresses its purpose clearly and persuasively

	
	5.
Invokes and uses disciplinary facts correctly

	
	6.
Provides adequate supporting arguments with reasons, evidence, and examples

	
	7.
Uses direct language that is appropriate for the audience

	
	8.
Correctly documents and cites sources

	
	9.
Is free of errors in grammar, punctuation, word choice, spelling, and format

	
	10.
Displays originality and creativity in realizing items (1) through (8) above 

	B
	Realizes high quality in (1) through (8) fully and completely — but does not reveal originality or creativity.  Further, a paper may contain a few relatively minor errors or flaws.  A “B” paper may show great creativity and originality, but those qualities don't compensate for poor or careless writing.  A “B” paper is adequate in all regards but could use polish and usually looks and reads like a next-to-final draft.

	

C
	Fails to realize some elements of (1) through (8) adequately and contains several relatively serious errors or flaws or many minor ones.  A “C” paper is less than adequate for public presentation and often looks and reads like a first or second draft.

	

F
	Fails to readies several elements of (1) through (8) adequately and contains many serious errors or flaws as well as many minor ones.  An “F” paper usually contains fatal errors of thought or execution and usually looks and reads like private writing.


EXPLANATION

Responds fully to what the assignment asks
137. This refers to the key questions that follow this section.  They differ for each written exercise and should be consulted as a reference during the marking process.

Presents a manifest topic statement
138. This is perhaps one of the most crucial aspects of essay writing. Papers that fail to identify a thesis are often highly disorganized and rambling.  A good thesis statement will orient a student’s thinking during the writing process and will help structure the flow of arguments and ideas within a paper.  A paper may still be effective and well-written without a thesis statement. This is usually only true if the student has a very clear and consistent idea of what the paper is attempting to argue and that has been clearly transmitted to the reader.  It is worth remembering that both academic and staff papers should not be written as though they were a mystery novel.

Exercises critical thinking
139. What sorts of judgements does the student make in the context of his or her paper?  How does the student attempt to justify his or her ideas?  Ideas should flow naturally throughout the paper.  One idea should follow from the previous and build the foundation for the next.  If the reader has to ask themselves “where is the author going with this point”, then the logic of the argument is suspect.  Essays are about the transmission of ideas to readers.  The reader should not have to guess what the author means.

Expresses its purpose clearly and persuasively
140. The key test for the persuasiveness of an essay is the “reasonable person” test.  Given the argument that has been presented, would a reasonable person be persuaded by its logic and argumentation?  You may be a subject matter expert in the field with which the paper concerns itself.  If you find that you are criticizing the paper using highly technical, theoretical, or specialized information/knowledge, you should ask yourself whether you are being fair to the ideas that are being expressed within the paper or whether you are simply engaging in a process of axe-grinding.  If the student has failed to understand a key concept, has made a mistake in their data, or has ignored an aspect of the issue under discussion, then you are within your rights to mark them critically.  However, you must recognize that knowledge on any subject is imperfect and the truth of a matter is often difficult to discern.  There is always room for debate on an issue.

Invokes and uses disciplinary facts correctly
141. Has the student used the available data correctly?  Do the facts and arguments marshalled together add up to the case that the student is trying to make?  You should also evaluate whether the student has relied overly much on one particular source or a small set of sources.  A well-written paper will attempt to draw in as many arguments as possible before arriving at a synthesis.  Use of primary source material is the sine qua non of research.

Provides adequate supporting arguments
142. One should also consider whether the student has analyzed opposing arguments and how well they have attempted to deal with them in the logic of their paper.  Have they simply dismissed them in an offhand manner, or have they attempted to expose fundamental flaws in opposing arguments?  Papers that fail to consider opposing arguments are frequently superficial examinations.

Uses direct language that is appropriate for the audience
143. A professionally written paper should contain no colloquialisms, slang, personal references, unsubstantiated opinions, or sweeping generalizations.  While many of the papers are often concerned with highly technical subjects, the language should be free of overly technical terms and jargon.  The opposite is also true; papers should not be written in an overly simplified style with considerable “filler” material.

Correctly documents and cites sources
144. Footnotes often provide considerable frustration for students. They must be used to document ideas taken from other sources, direct quotations, and paraphrases.  They should be considered like armour plating — they deflect criticism about positions and/or information presented within the context of a paper. If, when reading a paper, you ask yourself “says who” or “based on what evidence”, the student is likely engaging in unsubstantiated argument or employing a sweeping generalization.  A footnote would correct this; the absence of one is a critical flaw.  Footnotes may also be used to explain a point in more detail that is only tangentially related to the main thrust of an essay’s argument.

Is free of errors in grammar, punctuation, word choice, spelling, and format
145. This should be self-explanatory.  There comes a point in every poorly written paper when, no matter how intriguing the ideas being expressed, the weight of grammatical and spelling errors simply forces an assessor to either fail or significantly lower the grade of a paper.  DS should caution their students to carefully read their papers as spell checkers are immune to distinctions between to and too, or form and from.

Displays originality and creativity in realizing items (1) through (8) 

146. This is perhaps the most difficult to develop standards for or to assess.  Originality should be fairly self-evident.  An original paper might cause the assessor to step back and think, “I never considered that before”; a sort of “gee” factor.  What is important to guard against is becoming overly enthusiastic about a paper simply because it reinforces your own particular opinions.

TAB 1
APPENDIX 1
ANNEX A
CHAPTER 4

CANADIAN FORCES COLLEGE — CSC 
ESSAY FEEDBACK AND GRADE — EXERCISE 

	Student:
	Syndicate:
	Date:

	GRADING CRITERIA
	Grade*
	COMMENTS

	Displays originality and creativity 
	
	

	Presents a manifest topic statement identifying the issue and the position
	
	

	Exercises good critical thinking 
	
	

	Expresses its purpose clearly and persuasively throughout
	
	

	Invokes and uses disciplinary facts correctly
	
	

	Provides adequate supporting arguments with reasons, evidence and examples
	
	

	Uses direct language that is appropriate for the audience
	
	

	Correctly documents and cites sources
	
	

	Is free of errors in grammar, punctuation, word choice, spelling and format
	
	

	Responds fully to the assignment
	Yes/No
	


*Unweighted — Overall grade is not the average of the grades given to the criteria

	OVERALL ASSESSMENT:

	GRADE
	F
	C
	B-
	B
	B+
	A

	Marker:         

                            Name & Signature                                                     Rank            Position

	Moderator’s initials:


APPENDIX 2
ANNEX A
CHAPTER 4
CANADIAN FORCES COLLEGE:  COMMAND AND STAFF COURSE 
STUDENT MARKS SHEET

	Student Name:
	Course Number: CSC 32

	Mentor:
	Academic Advisor:

	Dept
	Course
	Course Code
	Course Number
	Term
	Final

Mark

	
	
	
	
	1
	2
	3
	4
	

	Officership Studies
	Command
	COM
	301
	
	
	
	
	

	
	Leadership                
	LDR
	302
	
	
	
	
	

	
	Exercise Napoleon Wellesley
	LDR
	302/SM-1
	
	
	
	
	

	
	Ethics and the Military Profession
	EMP
	303
	
	
	
	
	

	
	Communications and Media Relations
	CMR
	304
	
	
	
	
	

	
	Exercise Global Vortex
	IRP
	305/RP-1
	
	
	
	
	

	
	Exercise Final Arbiter
	IRP
	305/RP-2
	
	
	
	
	

	
	Exercise New Horizons
	IRP
	305/RP-3
	
	
	
	
	

	
	MDS Research Project
	IRP
	305/RP-4
	
	
	
	
	

	Strategic

Studies 
	Canadian National Security
	CNS
	301
	
	
	
	
	

	
	International Affairs
	IAF
	302
	
	
	
	
	

	
	Canadian Defence Management
	CDM
	303
	
	
	
	
	

	Maritime Studies
	Maritime Component Doctrine
	MCD
	301
	
	
	
	
	

	
	Maritime Component Operations
	MCO
	302
	
	
	
	
	

	
	Maritime Component Planning
	MCP
	303
	
	
	
	
	

	Land Force Studies
	Land Component Doctrine
	LCD
	301
	
	
	
	
	

	
	Land Component Operations
	LCO
	302
	
	
	
	
	

	
	Land Component Planning
	LCP
	303
	
	
	
	
	

	Aerospace Studies
	Air Component Doctrine
	ACD
	301
	
	
	
	
	

	
	Air Component Operations
	ACO
	302
	
	
	
	
	

	
	Air Component Planning
	ACP
	303
	
	
	
	
	

	Joint and Combined 
Warfare Studies
	Joint and Combined Planning
	PLN 
	301
	
	
	
	
	

	
	Joint and Combined Operations
	OPS
	302
	
	
	
	
	

	
	Component Warfare in Joint Operations
	CPT 
	303
	
	
	
	
	

	
	Warfare Theory and History
	WTH
	304
	
	
	
	
	

	
	Operations Other Than War
	OOW
	305
	
	
	
	
	

	
	Law of Armed Conflict
	LAC
	306
	
	
	
	
	


	Term 1 DS:
	Term 2 DS: 
	Term 3 DS:
	Term 4 DS:

	
	
	
	


APPENDIX 3
ANNEX A
CHAPTER 4

CANADIAN FORCES COLLEGE

CSC TERM                  REPORT

147. 
Term Programme(s).  (Assimilation and application of material covered during the Term.)

148. Communicative Competence.  (Oral and written communicative skills:  strengths, weaknesses, and second language ability.)

149. Personal Attributes.  (Including leadership qualities and contributions to the Course.)

150. Summary.  (Including, in the case of Term Three and Term Four reports, recommendations for the eventual graduate’s future employment.)

I have read and discussed this report.  I understand that this Term Report is but one of several in-puts into a final Course Report.


                                              
                                               
                                                                                       
                Student
                                           Date
                                             DS





CANADIAN FORCES COLLEGE

OFFICE OF THE COMMANDANT

COMMAND AND STAFF COURSE REPORT

COURSE 29:  14 AUGUST 2002 TO 28 JUNE 2003

	 A23 456 789
	    LIEUTENANT-COMMANDER D.D. DELTA
	LOG   


AIM OF THE COURSE

151. The aim of the Command and Staff Course is to prepare selected senior officers for 
tactical-level command and for key staff appointments within operational-level joint and combined headquarters.

SCOPE OF THE COURSE

152. The scope of the Course encompasses professional military education designed to develop officers to a level of professional knowledge and competence for employment in:

fj. key staff appointments in navy, army, and air force environments up to and including fleet, corps, and theatre‑level air operations;

fk. tactical-level command appointments; and

fl. key staff appointments in a combined or joint force and at a formation or alliance headquarters.

COURSE STANDARD

153. Course candidates are normally nominated from the top half of merit lists; therefore, the Course standard is set high to challenge this selected group of officers.  Essentially, the standard expected of graduates is the same high standard of performance expected of a general staff officer in a major headquarters.

achievement — general

154. Lieutenant-Commander Delta, an officer of exceptionally high motivation, remarkable ability and dedication, demonstrated conspicuous personal and professional qualities and achieved outstanding results throughout the Command and Staff Course

ACHIEVEMENT — SPECIFIC

155. Air Component and Unified Programmes.  Lieutenant-Commander Delta demonstrated enthusiasm, initiative, and maturity in all syndicate and personal work.  He displayed a remarkable understanding of all aspects of theatre air warfare, including an excellent comprehension of the numerous factors involved in the successful employment of air power.  Always thoroughly prepared for exercises and discussions, he contributed significantly to the level of understanding of his peers.  During the Joint and Combined and the National Security Programmes, he displayed a natural ability to analyse complex issues, to formulate very appropriate and viable solutions, and to convey his findings in a logical and persuasive manner.  He was a prominent and influential member in all syndicate activities.

156. Communicative Competence.  Throughout the academic year, and in his capacity as Course Leader, Lieutenant-Commander Delta has consistently demonstrated superior communicative skills.  Whether speaking formally or extemporaneously, he was well at ease in front of an audience and delivered his briefings or presented his points of view with force and precision.  His written work was of an equally high standard; his major research paper, logically developed and persuasively written, has been selected for publication in the annual Canadian Forces College Review.  Lieutenant-Commander Delta communicates orally and in writing with equal ease in both official languages.

157. Leadership and Personal Attributes.  Lieutenant-Commander Delta is an articulate, charismatic officer with natural leadership abilities.  An extremely well-motivated individual, he readily accepted the substantial workload associated with his appointment as Course Leader and carried out his duties in an exemplary manner.  His self-confidence was palpable and inspired the full cooperation of his peers in the execution of course extracurricular activities.  A perceptive and tactful officer with natural problem-solving abilities, he quickly recognized potentially disruptive situations and took immediate and appropriate action to ensure that these did not develop into problems; his proactive interventions were greatly responsible for developing and maintaining harmonious relations between the staff and student body.  Mature and intelligent, Lieutenant-Commander Delta is a dedicated officer who has been both a good team member and an effective leader.

RECOMMENDATION

158. Lieutenant-Commander Delta has demonstrated outstanding potential for command and senior staff appointments.  He is highly suitable for employment in a demanding staff position at national or combined headquarters.  As well, he possesses the professional and personal attributes required of a member of the directing staff at a Canadian or an allied staff college.

159. Lieutenant-Commander Delta is awarded the qualification ‘pcsc’.

J.P.Y.D. Gosselin

Brigadier-General

annex B

CHAPTER 4

AMSC/NSSC STUDENT ASSESSMENT

160. As part of the mentoring process provided by the SDS, the course members will be regularly observed and assessed in the following categories:

fm. Academic Work.  Academic assessments will be carried out for the case studies and seminars by the SDS and activity SMEs.  The assessments will consist of both a narrative and a letter grade. Letter grade usage is in accordance with the following descriptions:

(1) A — Masterful clarity of thought and communication. Excellence in articulation of ideas and in ability to research and analyze subject material. Originality of thought in evidence.

(2) B — Focused thinking and effective communication.  Material is well researched, and the ability to distinguish between important and tangential material is displayed.  Pertinent factors are adequately analyzed and discussed.

(3) C — Intellectual and communicative skills are generally adequate but not always present or fully effective.  Research and analysis skills are adequate but not fully developed or employed.

(4) F — Serious difficulties in grasping intellectual material and/or expressing ideas in a coherent manner.

fn. Professional Competencies.  Professional competencies include command, leadership and management skills and professional knowledge.  Assessments on professional competencies are provided in narrative form only.

fo. Personal Competencies.  Personal competencies are concerned with intellectual capacity, personal values and qualities, and communicative competence.  Assessments on personal competencies are provided in narrative form only.

161. Course members will receive regular feedback to facilitate their self-development.  This feedback will be provided through meetings with SDS and formal written reports.

162. An assessment of overall achievement will be provided on the final course report.  The course report will comprise three parts — an assessment of achievement and performance, comments on potential, and a recommendation for future employment.  A sample of the AMSC Course Report is shown at Annex D.

PROTECTED B — PROTÉGÉ B

CANADIAN FORCES COLLEGE

ADVANCED MILITARY STUDIES COURSE — ESSAY ASSESSMENT

	Course Member:
	Syndicate:
	Date:

	Topic:


	163. STRUCTURE AND FORMAT (organization, scholarly conventions, grammar, style, clarity)
	/30

	


	2.
RESEARCH (depth and breadth, relevance, accuracy, critical thought, analysis, synthesis)
	/30

	


	3.
CONTENT (aim/thesis clear, thesis supported, logic, objectivity, persuasiveness, originality, conclusions flow from argument, balance)
	/40

	


	4.
GENERAL COMMENTS
	/100

	

	
PROTECTED B — PROTÉGÉ B

	



PROTECTED B — PROTÉGÉ B

CANADIAN FORCES COLLEGE

ADVANCED MILITARY STUDIES COURSE — CASE STUDY ASSESSMENT
	Course Member:
	Syndicate:
	Date:

	Topic:
	Overall Grade:
	A
	B
	C
	F


	ASSESSMENT CATEGORIES

	Depth of research
	

	Analysis and synthesis
	

	Evaluation of doctrine
	

	Persuasive oral presentation
	

	Organized oral presentation
	

	Written work — structure
	

	Written work — content
	

	Teamwork
	


	SUMMARY

	







A
Particularly masterful clarity of thought and communication

B
Focused thinking and effective communication

C
Generally adequate intellectual and communicative skills, but not always present or fully effective

F
Serious difficulties in grasping intellectual material and/or expressing ideas in a coherent manner
PROTECTED B — PROTÉGÉ B

	


	

	
	
	

	CANADIAN FORCES COLLEGE

OFFICE OF THE COMMANDANT
	
	COLLÈGE DES FORCES CANADIENNES BUREAU DU COMMANDANT


ADVANCED MILITARY STUDIES COURSE REPORT

COURSE 6:  2 sEPTEMBER 2003 TO 12 dECEMBER 2003

	A12 345 678
	COLONEL A.A. ALPHA
	MOC


AIM OF THE COURSE

164. To prepare selected Col/Capt(N) and LCols/Cdrs for operational level command and for senior staff appointments within operational level joint and combined headquarters.

SCOPE OF THE COURSE

165. The focus of the course is at the operational level and includes study of the following themes:

fp. operational art;

fq. operational-level campaigning;

fr. component warfare;

fs. joint and combined operations;

ft. command, leadership and ethics; and

fu. issues related to the use of force.


1/2

	
	PROTECTED B — PROTÉGÉ B
	


	
	PROTECTED B — PROTÉGÉ B
	


ACHIEVEMENT AND PERFORMANCE

3. Professional Competencies.

4. Personal Competencies.

overall achievement

recommendations

5. Colonel A.A. Alpha is awarded the qualification of “ams”.


_____________________________


J.P.Y.D. Gosselin


Brigadier-General


Commandant

I have read and discussed this report:


________________________
_________________________

Colonel A.A. Alpha
Date

2/2

	
	PROTECTED B — PROTÉGÉ B
	


CANADIAN FORCES COLLEGE

NATIONAL SECURITY STUDIES COURSE — ESSAY ASSESSMENT

	Course Member:
	Date:

	Topic:


	1.
CONTENT
	A
	B
	C
	F

	


	2.
RESEARCH
	A
	B
	C
	F

	


	3.
FORMAT
	A
	B
	C
	F

	


	4.
OVERALL
	A
	B+
	B
	B–
	C
	F

	


Note:  See Marking Guide on back.

MARKING GUIDE

CONTENT

	
	· thesis clarity
	· objectivity
	· balance

	
	· thesis support
	· persuasiveness
	· critical thinking

	
	· logic
	· originality
	· conclusions flow from argument


RESEARCH

	
	· depth
	· accuracy
	· proper citations

	
	· breadth
	· analysis
	

	
	· relevance
	· synthesis
	


FORMAT

	
	· organization
	· punctuation
	· clarity

	
	· style
	· spelling
	· scholarly conventions

	
	· grammar
	· word choice
	


OVERALL

	A
	· masterfully achieves all of the above requirements with very few errors

· is particularly notable for clarity of thought, communication and originality

· is suitable for publication

	B
	· realizes a high quality in all of the above requirements but exhibits a number of minor errors and/or is somewhat lacking in originality

· demonstrates focused thinking and effective communication

· requires some editing for publication

	C
	· fails to realize some of the above requirements and/or exhibits some relatively serious errors or many minor ones

· demonstrates some adequacy in thinking and communication, with some lapses

· requires extensive editing for publication

	F
	· fails to realize several of the above requirements and/or exhibits many serious and minor errors

· demonstrates serious difficulties in thinking and/or communication

· requires a major rewrite for publication


CANADIAN FORCES COLLEGE

 NSSC SEMINAR CHAIR ASSESSMENT

	Course Member Number:  
	Syndicate:  
	Date: 

	Seminar:  
	Overall Grade:
	 MACROBUTTON Shading A 
	 MACROBUTTON Shading B 
	 MACROBUTTON Shading C 
	 MACROBUTTON Shading F 


	SEMINAR PAPER

	Distributed on time
	 MACROBUTTON Shading Yes 
	 MACROBUTTON Shading No 
	

	Content
	

	Form
	

	Assessment (50%)
	
	 MACROBUTTON Shading A 
	B
	C
	F

	SEMINAR DISCUSSION

	Review of readings
	

	Highlights main points 
	

	Structure and control of Discussion
	

	Response to criticism
	

	Synthesis and summary of views
	

	Conceptual flexibility
	

	Assessment (50%)
	
	 MACROBUTTON Shading A 
	B
	C
	F

	

	 SUMMARY

	


	
	

	Name:
	


	A
	Work  which shows particularly masterful clarity of thought and communication

	B
	Focused thinking and effective communication

	C
	Intellectual and communicative skills are generally adequate, but not always present or fully effective

	F
	Serious difficulties in grasping intellectual material and/or  expressing ideas in a coherent manner


CHAPTER 5

Programme ADMINISTRATION

GENERAL

501.
CURTIS HALL

Curtis Hall is the main administration building of the College.  It contains the administrative and academic staff offices, the Traynor Auditorium (Aud 1), the Brodeur Auditorium (Aud 3), and the Rowley Auditorium (Aud 4).

502.
BURNS HALL

Burns Hall, the main CFC academic building, houses student syndicate rooms, the Keith Hodson Memorial Library, and the Simonds Auditorium (Aud 2).

 503.
DEWOLF HALL

DeWolf Hall, the Exercise and Simulation Centre, also include College Courseware Production and Support Services facilities.

504.
AUDITORIUM SEATING

For the CSC, auditorium seating is allocated by syndicates.  Students are expected to adhere to the published seating plan.  The front row of seats is reserved, if required, for the syndicate and DS/SDS hosting the guest lecturer.  The Commandant, Division Directors, and other DS/SDS will normally occupy the rear seats.

505.
PROMPTNESS

Students are to be seated in the auditorium before the time scheduled for the presentation.  Students who are unavoidably late should observe the presentation from their syndicate rooms until the break, and then enter the auditorium.  Following a break during an auditorium presentation, students are to be in their seats at the time the presentation is scheduled to resume.

506.
OFFICIAL VISITORS TO SYNDICATES

The Commandant, Directors, College guests, planners, and other interested staff members may visit syndicates from time to time.  Syndicates are to take no cognizance of the arrival of such visitors, but are to carry on without interruption.  Two spare seats will be provided in each syndicate room for such visitors.  Syndicate members are not to appeal to visitors for a ruling on a controversial point during the discussions.  However, student chairs and DS/SDS may wish to take advantage of the expertise of visitors and ask them to make a few remarks at the conclusion of the proceedings.

507.
THE STANDARD Programme DAY

166. The Programme Timetable is based on a College day from 0830 hours to 1700 hours, five days per week.  Each day is normally divided into Programme Time and Assignment Preparation Time (APT).  Programme time will not normally exceed six hours per day.  Although each course is scheduled differently, the following is a guide as to how a day might be scheduled:

fv. 0830–1000 — Syndicate Discussion or Lecture

fw. 1000–1030 — Coffee

fx. 1030–1200 — Lecture and Question Period

fy. 1200–1330 — Lunch/Fitness

fz. 1330–1700 —  Lecture (occasionally) or

·  Exercise (occasionally) or

·  APT (normally)

508.
ABSENCE FROM COURSE

167. Student absence from the Course will not be authorized except for extraordinary circumstances.  In such cases, the appropriate Director will review the circumstances as related by the student’s DS/SDS.  Normally, permission is not granted for attendance at meetings, conferences, or other activities that conflict with College studies.  Similarly, departure prior to graduation for hand-over, exercises, or further courses is seldom, if ever, approved.  Family reunions, weddings, and similar events do not constitute sufficient reason for absence from Course.  Matters which are frequently requested to take precedence over course requirement for attendance include:

ga. certain military requirements;

gb. court appearances;

gc. medical and dental treatment (including periodic physical examinations and problems of a non‑emergency nature);

gd. pay and administrative problems; and

ge. arrangements for moving furniture and effects.

168. When it is not possible to schedule these to avoid absence during the formal academic programme, students are to obtain permission from the appropriate Director through their DS/SDS prior to making any appointment or other commitment.

169. Emergencies.  In the event of an emergency of a medical, compassionate, or other nature, students are to advise their DS/SDS or appropriate Director promptly of the circumstances.  During non‑working hours, the Duty Officer or a member of the administrative staff should be requested to relay the information to the DS/SDS if the DS/SDS cannot be contacted.

GUEST SPEAKERS AND OTHER OFFICIAL GUESTS

509.
NOTIFICATION

170. Guest Speaker.  J3 Ops will issue an outline Guest Speaker Hosting Programme prior to the start of each term.  This programme will detail the DS/SDS/syndicate responsibilities.

171. Official Guests.  In advance of the presentation date (normally one week), J3 Visitors will issue a Visitors’ Administrative Instruction outlining the programme to be followed while the speaker is in Toronto.  A biographical sketch of the speaker will normally be placed on the College Home Page.

510.
STUDENT DUTIES

172. Certain students will be selected by the Host DS/SDS to assist in hosting the visiting speaker.  One will introduce the speaker from the auditorium platform, and another will thank the speaker at the conclusion of the question and answer period.  The remaining students will ensure that they have prepared one question each to ask in case there is a gap in the question period.  The host syndicate leader is expected to co-ordinate this event for his DS/SDS.  A number of small items will demand attention, including the requirement to:

gf. transport speaker’s presentation to Audio Visual (AV) technician;

gg. transport script to interpreters if appropriate;

gh. ensure podium height is suitable for speaker;

gi. turn the podium light on;

gj. ensure that a clean glass and fresh water are in the podium;

gk. ensure that cordless microphones are available for unclassified lectures and, if the speaker wishes one, to obtain it from the AV staff;

gl. ensure that the warning signs on the auditorium entrance doors are in place;

gm. block the auditorium access doors open during the break;

gn. ensure that the AV technician is informed of the arrangements required for the question period;

go. recover the lapel microphone and return it to the AV technician;

gp. ensure that the entrance warning signs are reversed to show the blank face after the presentation is over; and

gq. ensure that security measures are in place.

173. For the CSC, the introducing and thanking officers (ie, not the entire syndicate) will normally join the DS in hosting the guest at appointed coffee breaks in the King George Room.  AMSC and NSSC course members and SDS will normally host their guests in the Coronation Room.

174. At lunch time, all syndicate members will join the hosting party in the Officers’ Mess to assist in the entertainment of the guest speaker and to attend the luncheon.

511.
INTRODUCING OFFICER’S DUTIES

175. Introducing officers will be briefed by the hosting DS/SDS; normally, they will:

gr. Discuss the introduction of the speaker with the host DS/SDS before the lecture;

gs. On the day of the lecture, be present at the location chosen for guest coffee fifteen minutes before the time scheduled for the start of the presentation, so that introductions to the guest speaker may be made;

gt. When the host DS/SDS has informed the Commandant/Division Director that the audience and the auditorium are ready for the speaker, escort the speaker to the front of the auditorium.  The speaker should be invited to take a seat while the introduction is being made (although some speakers will prefer to proceed directly to the podium).  The audience is to rise when the guest speaker enters; the Commandant/Division Director or SDS will invite the audience to be seated;

gu. Give a brief introduction from the front centre of the auditorium.  The content of the introduction will be suggested by the relation of the subject to the appropriate field or unit of study of the College Syllabus.  However, a dull recitation of the facts listed in the biography shall be avoided.  It is customary to address the Commandant and DS/SDS at the beginning of the introduction.  Care should be taken to speak clearly and with enough volume that staff and students at the rear of the auditorium can hear what is said.  The introduction should not normally exceed 60 seconds;

gv. Following the introduction and after the welcoming applause has stopped, announce the security classification of the lecture if it is confidential or higher.  Should the lecture be presented in clearly defined parts with different security classifications, it will be the responsibility of the guest speaker to announce the change and the speaker should be so apprised;

gw. Occupy a seat in the front row;

gx. During the break, join the speaker..  When the break time is almost expired, flash the lights to summon students back to the auditorium; and

gy. After the lecture, join the hosting party in the Officers’ Mess for refreshments and lunch.

512.
THANKING OFFICER’S DUTIES

176. The thanking officer shall:

gz. Take a seat in the auditorium near the aisle, next to the Host DS/SDS;

ha. After the break act as chair for the question period (unless the speaker specifically declines the offer of this assistance);

hb. Be prepared to begin with an appropriate question in the event that there is no spontaneous start to the question period;

hc. When the Commandant or Division Director indicates the end of the discussion or question period, rise, and facing the speaker and audience, thank the speaker.  It is College custom to express appreciation for the lecture, “...on behalf of the Commandant, Directing Staff and students…”; and

hd. Join the other members of the hosting party in the Officers’ Mess for refreshments and lunch, and assist in entertaining the guest.

513.
CONCLUSION OF A PRESENTATION

After the speech of thanks, it is the custom of the College for the students and staff to stand while applauding the speaker.  Thereafter, the audience remains standing and clear of the aisles until the Commandant or Division Director has escorted the speaker from the auditorium.

SECURITY

514.
LECTURE PRESENTATIONS

177. Background.  The College has for many years extended a ‘privileged platform’ to guest lecturers in order to encourage them to speak openly and with candour.  This institution is one of the few in the Canadian Forces where senior officers have the opportunity to debate and discuss social, military, and political policy issues in an unconstrained forum.  It is therefore important for the College to preserve the ‘privileged platform’ concept in order to gain the most benefit from the numerous high-level and frequently provocative speakers.

178. The ‘privileged platform’ concept has been threatened recently by the realities of Access to Information (ATI) legislation, which permits videotapes and printed material to be requested by members of the public.  As well, judicial inquiries also have the authority to demand such material from the College under the Inquiries Act.  Although all ATI documents are screened by an office at NDHQ, their ability to sever information is limited to personal anecdotes; to comments about someone else’s competence; in the case of foreign officers, to certain references to foreign affairs; and to other specific items afforded protection under the Act.  Although many comments in a presentation can be deleted (by the ATI office only), under ATI legislation, the Inquiries Act is much more far-reaching, and only items such as Cabinet confidence or solicitor-client material would be considered for deletion (although this argument would not hold much sway after the material had been delivered to an audience of over 100 people).  The College, therefore, can no longer extend a ‘privileged platform’ that also includes complete protection for videotaped copies of the presentation or copies that are made of the text or slides. We must therefore have a policy in place which protects, to the best extent possible, our ‘privileged platform’ concept, while at the same time permitting us to occasionally videotape key presentations for subsequent internal use (subject to ATI or judicial access).

179. Policy.  The College shall continue to extend a ‘privileged platform’ to guest lecturers; however, because the ATI and Inquiries Acts have precedence over ‘privileged platform’, the only complete means we have to enforce our concept are passive means, by which no copies of text, image or sound will be retained.  Procedures are to exist in the College to ensure that those attending lecturers are made aware that the content of these lectures is for use within the College only and no remarks made by a speaker shall be subsequently attributed to him/her. Video or audio recordings of presentations shall be made only when a keynote speaker addresses the College or when a requirement exists to allow individuals who missed the lecture to view it at a later time. Similarly, copies of presentation texts or slides shall be requested only under the same circumstances.  In all such cases, the designated Planning Officer will be the one to determine the requirement for taping, and the permission of the guest speaker must first be obtained.  The Planner must, in any case, weigh the likely advantages of obtaining copies of the presentation against the potential disadvantages of a speaker’s diluting the presentation as a result.

180. Procedures.  The following detailed procedures shall apply with respect to the ‘privileged platform’ policy:

he. The audio or video recording of any unclassified presentation requires the prior permission of the guest speaker.  All such requests of speakers shall be so worded as to avoid any perception of pressure from the College and so as to clearly leave the decision with the speaker.  The Planning Officer shall make it clear to the speaker that such material could be subject to partial or complete release under ATI or Inquiries Act legislation;

hf. Unclassified presentations may be broadcast externally from the Auditoria to remote stations within the College;

hg. Unclassified presentations by keynote speakers should be recorded, if so recommended by the designated Planning Officer.  The Planning Officer will determine, in consultation with the speaker, whether the presentation, the question and answer session, or both, will be recorded.  A ‘keynote’ speaker would normally include three- and four-star generals, or equivalent, or other officers that have held key operational positions, or speakers whose presentation is particularly relevant and of lasting value;

hh. Recording of any unclassified presentation can be approved by the designated Planning Officer if required for subsequent viewing by staff or students;

hi. Planning Officers shall not routinely ask guest speakers for copies of presentation notes and/or slides, but may do so if they would prove useful to the Planner, to other staff, or to students.  As with videotaping requests, such requests must avoid any perception of pressure from the College and the speaker must be advised of the potential for release;

hj. Individuals shall not use personal audio or video equipment to record any presentation;

hk. Classified presentations are not to be recorded either by audio or video means nor are they to be broadcast to remote stations within the College;

hl. The Chief of Staff, on receiving a request for material under any legislation, shall ensure that the affected guest speaker is advised that his/her presentation has been provided to NDHQ in accordance with regulations;

hm. Any request for material from a third party, outside of the Acts, shall be agreed to only with the permission of the speaker; and

hn. Presentations that are recorded for short-term use, or other ‘keynote’ recordings whose value has ceased to be relevant, shall be erased by the Audio-Visual staff when the Planning Officer no longer requires the information.  Periodic confirmation shall be sought from the appropriate Planning Officer.

515.
attendance at lectures by non-cfc personnel

181. Occasionally, topics presented by guest lecturers might be of interest to either spouses or specific interest groups.  While CFC has no obligation to open these presentations to outside individuals or groups, if there is no impact on the content or delivery of the presentation and if space allows, then it is in the College’s best interest to do so.

182. Canadian Forces College conducts its guest speaker programme on a “privileged platform” basis (see Article 512).  This has created a positive atmosphere that permits speakers to talk freely and discuss sensitive issues, often giving their own opinion, which they might not otherwise divulge.  This has been a key benefit of the guest speaker programme and should in no way be jeopardized by attendees that would either not subscribe to this agreement or in anyway inhibit the speaker from talking openly.

183. Policy.  To that end, attendance at lectures by outside groups or individuals will be by exception and will occur only with the advance agreement of the guest speaker.

184. Procedures.   In order to ensure that the quality and freedom of speech of the guest speakers remain, the following steps are to take place before external attendees are permitted:

ho. Planners, when developing their packages, will consider the material content and determine if it might be of interest to spouses or specific interest groups.  In such cases, when initial contact with the guest speaker is made, the planner will advise the speakers that their presentation may be of interest to outside attendees and determine if the speakers would adjust his talk due to the presence of outside attendees.  The overriding factor is the privileged platform and related subject content.  If in anyway the speakers have reservations about external attendees, or would feel restricted in what they might say, then external attendees will not be further entertained.  Should the speakers agree to external attendees, they will be assured that the guests will be fully briefed on the “privileged platform” agreement.

hp. Once initial agreement has been obtained from the speaker, the proposal to open the lecture to outside attendance will be forwarded through the appropriate Deputy Director to the Director for approval.

hq. Once approval has been obtained, the course timetable will be annotated to reflect that the lecture is open to spouses or others.

hr. Staff or course members who elect to bring their spouse or an outside group to a lecture will be responsible for all appropriate security and administrative arrangements and must ensure that their spouse/outsiders are aware of the “privileged platform” rule.  Additionally, spouses and outsiders are not entitled to ask questions should there be a Q&A session.

hs. Prior to the day of the lecture, individuals who have guests attending will ensure that the subject planner is aware so that the speaker is advised of the presence of guests.  The course director/division director will retain the right to veto or cancel any outside attendance if it is determined that it will have a detrimental impact on the presentation.

ht. Attendance at lectures will be restricted to spouses and select groups only; ie, not to other family members or friends.

hu. If the lecture has been opened to a special interest group, then an OPI for the group will be designated to coordinate all administrative and security arrangements for the group and to be responsible for the group while they are on the College grounds.  The group will be made aware of the “privileged platform” rule.  They will not be entitled to ask questions during a Q&A session.

185. The guest lecture programme at CFC is intended for the professional education of the student body and staff.  It is recognized that from time to time certain presentations can be of particular interest to spouses or specialty groups.  These exceptions will be entertained provided there is no additional workload on the College staff and that the quality and content of the presentations are not affected due to attendance by outside groups or individuals.

516.
security clearances cfc

A Security Level 2 (SECRET) is required of CFC Course Candidates.  During the course, it may be necessary to exclude allied students from lectures which are of a classification above that which they are permitted to receive, e.g., NATO, ABCA, or certain national lectures.  Such occasions will be indicated on the weekly timetable.  When the timetable indicates SECRET (or some other classification) NO EXCLUSIONS, all students can attend.

517.
COPYING OF MATERIAL

Staff and students are reminded that copying of classified material is prohibited except in accordance with A‑SJ‑100‑001, Security Orders for DND, Vol 1, Chapter 52, Paragraphs 6 through 11.

518.
PHYSICAL SECURITY


Regulations concerning security within the College are detailed in College Standing Orders.

CHAPTER 6

STUDENT APPOINTMENTS

601.
COURSE LEADERS

186. A Course Leader will be selected by the Director for each course.  In the case of the CSC, the senior Navy, Army and Air Force DS will nominate students who will then be interviewed by DJWS before making a decision some two weeks into the course.  For other courses, he/she will be told of the appointment within the first few days of the Course, and will receive a detailed briefing from the appropriate Director.  The Course Leader will:

hv. represent the students and provide the link to the staff;

hw. disseminate information to the students;

hx. chair general meetings to elect representatives to the various committees; and

hy. the CSC Course leader will normally act as Chair of the Student Com​mittee.

602.
ENVIRONMENT LEADERS — CSC ONLY

187. Three students are appointed to the positions of Environment Leader.  They are responsi​ble to the appropriate Director and to the Course Leader, and are required to:

hz. act as a focal point for single‑service functions such as visits and mess dinners;

ia. organize a single‑service response when such is requested; and

ib. carry out such other duties as may be assigned.

603.
SYNDICATE LEADERS

One member of each syndicate will be appointed Syndicate Leader.  Syndicate Leaders are designated by an asterisk on the syndicate lists.  

604.
SYNDICATE LEADERS’ DUTIES

188. Syndicate Leaders’ duties will include:

ic. assisting the DS/SDS with syndicate administration;

id. bringing to the attention of the DS/SDS any problem that the syndicate as a whole is encountering;

ie. signing for equipment and references on issue to the syndicate room and accounting for them during the Term.  At the end of the Term, this material will be signed over to the new Syndicate Leader.  Syndicate issue lists will be obtained from, and returned to, the Distribution Centre, where they are kept on file;

if. drawing stationery, maps, etc, as required or as issued for exercises;

ig. being responsible for security of the syndicate room and ensuring that classified material is appropriately safeguarded; and

ih. acting as syndicate representative on the Student Committee.

605.
COLLEGE COMMITTEES

189. Students participate in various committees.  Elections are held near the beginning of the Course at a time which will be specified in the timetable.

ii. Mess Committee.  The Mess Committee consists of officers from the College and from the other units who provide Ordinary Members of the Mess.  The Committee is appointed by the Commanding Officer.  The CSC Course Leader is a member of the Mess Committee in accordance with the Constitution; however, other students are not normally appointed to the Committee due to the heavy workload of the course.

ij. Entertainment Subcommittee.  This subcommittee of the Mess Committee is established in accordance with the Mess Constitution.  It normally will include CSC student representative, in addition to representatives from the units that form the membership of the Mess:

(1) Air Entertainment Representative — elected;

(2) Land Entertainment Representative — elected;

(3) Naval Entertainment Representative — elected;

(4) Allied Entertainment Representative — elected;

(5) AMSC/NSSC Representative — appointed;

(6) Senior Living‑in Student Member — appointment; and

(7) OWC Liaison Officer or member of OWC Executive — ex officio.

ik. CSC Student Committee.  This Committee will be chaired by the Course Leader and will consist of the following members:

(1) Secretary;

(2) Treasurer;

(3) Environmental Leaders;

(4) Syndicate Representatives — the Syndicate Leader will act as the syndicate representative for his syndicate.  As such, he/she will attend all Student Committee meetings to put the wishes and problems of the syndicate members before the Committee, and to aid in the dissemination of information back to his syndicate.  This representation will change during the College year with each syndicate change.  This Committee will be responsible for student activities and other matters of Course business as presented to the Committee by the Course Leader; and
(5) The Course Leader may add to this list as he/she feels appropriate or necessary to serve the best interests of the Course.
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