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Welcome to the 433 Airlift Wing and the Air Force Reserve Command. Our mission at the C-5 Formal Training Complex is to produce the Best-Trained C-5 Strategic Airlift Aircrews possible. The military and civilian instructors will teach you what you need to know, and will also on request; give you extra individual instruction to meet your specific needs. Our courses are highly technical and very structured.  However, to the greatest extent possible, instructors will allow personal academic freedom.

All courses are structured to accommodate varying student backgrounds and are frequently reviewed and updated.  The flying phase provides course completion on a proficiency basis.  This process enhances the training of aircrew members in minimum time and at the lowest cost possible.

The C-5 Formal Training Complex is an affiliate of the Community College of the Air Force.  The Commission on Colleges of the Southern Association of Colleges and Schools to award the associate in applied science degree accredits the Community College of the Air Force.

This handbook will provide you general information about the local area and facilities on the base, as well as procedures and policies associated with the training center.

Our goal is to train personnel to defined standards of proficiency.  To meet this goal, we will be soliciting your comments and suggestions.  The student critiques have been very useful in updating the curriculum to meet the training needs of the United States Air Force.

I welcome you and your family to Lackland AFB.  I extend to you my warmest regards and best wishes for a pleasant stay.









//Signed//

                                                                           JOHN L. MARTINO, JR., Lt Col, USAFR

                                                                           Commander
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CHAPTER 1

SCHOOL POLICIES

1.1.  TRAINING SQUADRON:  While a student at Lackland AFB, you are administratively assigned to the 733rd Training Squadron (733 TRS).  The Airlift Student Support Flight provides administrative and logistical support for all TDY personnel.  The 733 TRS operates as a function of the 433rd Operations Group (433 OG), under the direction of the OG Commander (OG/CC).


  a.  C-5 FORMAL TRAINING COMPLEX.  



  (1)  TOBACCO USE:  IAW AFI 40-102 policy, use of tobacco products by students is prohibited during school duty hours or any formal training.  Use of tobacco products by instructors and civilian training specialists (to include contractors) in the view of students is prohibited.

        
  (2)  DSN PHONES:  Phones with access to the Defense Switch Network (DSN) are located in the Student Administration area of Bldg 896 (dial 94 for use).  



  (3)  UNIFORMS:  Students will be in uniform during all training activities and when conducting official business (to include out-processing).

             (4)  PARKING:  Park adjacent to Bldg 896.  If you have a boat, personal watercraft, recreational vehicle, camper or trailer (anything other than your POV) it must be parked at the base outdoor recreation vehicle lot or it will be towed.

            (5)  MESSAGES:  Callers may contact base billeting, (210) 924-7201, at any time.  Emergency messages will be verified and handled as expediently as possible.


  b.  IN-PROCESSING:  Conducted at 0800 everyday outside the Student Administration office (Bldg 896, Room 133).  Personnel arriving for training are expected to in-process the next duty day after arrival, even if they arrive prior to class start date.  Have all records (medical, flight, etc…), any additional paperwork (waiver, IRC letters, etc…) and at least one copy of your orders with you when in-processing.  Proper military attire will be worn.



  (1)  LOCATOR CARD:  Completed during in-processing, it is the primary means of locating you in the event of an emergency.  It is maintained in the Student Administration office and should be updated as needed.  



  (2)  RECORDS:  If you brought your Flight Record Folder, you must contact the HARM office at 945-6911 within 10 business days for a Flight Record Folder review. If you are missing records, call your home station and arrange to have them sent.  It is your responsibility to ensure that the required documents are provided.  We will provide a list of contact points to make getting your records to us as easy as possible.  You will not be cleared to fly with incomplete records.

  c.  OUT-PROCESSING:  All students are required to out-process.  Use the out-processing checklist found in Attachment 3.


  (1)  You are responsible for completing all personal and official business/obligations made while TDY.  You must depart Lackland AFB no later than 24 hours after completion or release from training.



  (2)  PRE-OUT-PROCESSING:  Pre-out-processing is allowed for students with a checkride scheduled on Friday.  You will receive your certificate of training prior to your checkride.  NOTE:  Ensure “loaner” items are returned to Student Amin or you will be held accountable.  You MUST have initials on your out-processing checklist from the flying squadron in the applicable blocks before you will be pre-out-processed by Student Administration.  


 d.  ADMINISTRATIVE SUPPORT:  The Student Administration office is available to assist you in the following areas:



 (1)  COPIES:  If additional copies of orders or other paperwork are needed, they can be made in the Student Administration Office.  Copies will be made in limited quantities.



 (2)  LEAVE:  All leave for eligible members must be approved and processed by 733 TRS.  Guard and Reserve students will be processed using leave numbers from their home unit.  


 (3)  INDIVIDUAL EQUIPMENT:  If you do not have an issue item required to complete training, the item may be available for temporary issue from the Student Administration office.  The item will be signed out on the locator card.  All items MUST be returned at or prior to out-processing.



 (4)  CLASS LEADER:  Normally, the ranking U.S. military member in the class is responsible for assuring class members comply with uniform and personal appearance standards, customs and courtesies, and other policies and procedures outlined by the school and squadron.  Any incidents not resolved by your class leader should be brought to the attention of 733 TRS Flight Commander or Superintendant.


 (5)  RESERVE/NATIONAL GUARD MEMBERS:  All Reserve/Guard members should carry a current copy of their orders with them at all times.

  (6)  RESERVE MEMBERS ON CIVILIAN STATUS:  As a condition of training, you will abide by the military rules and regulations of the school.  Failure to do so may result in your elimination from training.  This elimination would be considered your fault and you may be liable for reimbursement of funds expended under such circumstances.  You understand that while attending this course, payment for overtime or the crediting of compensatory time off is not authorized in accordance with 5CFR410.402 Subpart D, Paying of Training Expenses.  You also understand that you are only authorized to participate and train with the Air Force Reserve and your unit of assignment on a strict non-interference basis with flight training responsibilities and assignments.

1.2. NONPRIOR SERVICE AIRMEN (NPS):  Adhere to the following guidance, but also use common sense.  The dorms and the rest of Lackland AFB is your home while you are here.  Take pride in your home and help us all look good together.  Crew rest is not to be violated or abused.


  a.  733 TRS/CC —The Phase program is governed by the Military Training Leaders  (MTL) IAW AETCI 36-2216, Administration of Military Standards and Discipline Training.

· NPS Airmen are prohibited from possessing or using tobacco products anytime on base or post or while in uniforms.
· NPS Airmen are restricted from visiting any permanent party, TDY, or retrainees.
· NPS are not allowed to interact outside of the class, except to study, with TDY or permanent party per the 733 TRS/CC. 
· Phase I & II can not purchase, possess, or consume alcohol.

Phase III can consume alcohol if they are of legal age but not between 1700 Sunday and 1700 Friday.

Phase IV can consume alcohol after duty hours, in or out of uniform, if they are of legal age.

Phase III & IV will not consume alcohol in the dormitory or immediate surrounding area and at least 8 hours prior to duty.

· For those of age, follow guidance IAW AFI 11-202, Volume 3, Chapter 5.1.4 & 5.1.5

· Meet or exceed Air Force standards of uniform wear and grooming.

· NPS will not rent or visit hotels, motels, or base lodging rooms in the local area.

· Physical Readiness Training (PRT) will be scheduled by MTL.
· Quiet hours are 24 hours a day, 7 days a week

· Call to Quarter:

· Phase I   2200-0400 Mon - Sun

· Phase II 2200-0400 Sun – Thur & 2400-0400 Fri – Sat.

· Phase III 2200-0400 Sun – Thur & Fri –Sat no curfew.

· Phase IV No Curfew but will stay in the local area from Mon- Fri and will reside in the dormitory during the week.

· Airmen will be in uniform for all military appointments and training.

· MTL’s will monitor behavior and correct when necessary. Please pull an AETC Form 341 if you have any positive or negative confrontation with a NPS Airman.

· MTL’s will use input from Instructors, Class Leaders, other NCOs, and flying crews.


b.  AIR FORCE STANDARDS:  AFI 36-2903, Dress and Personal Appearance of Air Force Personnel, applies.  The summer uniform is optional year round.  Any authorized uniform combination may be worn while attending the academic phase of instruction.  

c.  SCHOOL ATTENDANCE:  You are required to attend all scheduled classes.  Your instructor may not grant absences.  In the event of illness, report to the appropriate medical facility.  Ensure the Flt CC/Superintendent (Call 945-1971 or 945-1989) is contacted as soon as possible regarding your absence.

     d.  TRANSPORTATION:  For pipeline students residing in building 1400, Lackland AFB provides shuttle services to and from the school house.  The student training squadron also maintains a 15 passenger van for all official business required by the student body.  Student Administration is the point of contact for use of government vehicles. 

.
1.3.  OFFICERS REQUIRING A TRAINING REPORT:  Officers in training in excess of 8 weeks will receive an AF Form 475 (Education/Training Report).  This document (TR) will become a PERMANENT part of your records, similar to the OPR.  This requirement is detailed in Chapter 6 of AFI 36-2406, Officer Evaluation System.  The rater will sign TR’s commensurate with rank.  For active duty personnel, originals will be sent to the AFPC and a copy will be forwarded to the member’s MPF for inclusion in UPRG.  For Guard/Reserve, the original goes to the AFRC and a copy is sent to the members MPF for inclusion in UPRG.

1.4.  DISTINGUISHED GRADUATE (DG) PROGRAM:  The DG program at Lackland AFB is governed by 433 OG Instr 11-1.  It applies to the following courses:  ACIQ, PIQ, FIQ, and LIQ. The DG criteria are purposely stringent.  It is based on 3 areas:  Academic Training, Flying Training (Instructor and Evaluator ratings, if applicable), and Military Bearing and Professionalism.  The 733 TRS Form 2 is used to track student performance.  If you are selected as a DG, a certificate and letter will be sent to your wing commander.

1.5.  DRIVING INFORMATION 
WARNING: In the state of Texas, it is illegal to transport an open container of any intoxicant in the passenger compartment of a vehicle.  A six-pack of beer with one can missing is considered an open container.  Open containers must be carried in the trunk or pickup bed.


  a.  VEHICLE OPERATIONS:  The base speed limit is 25 MPH unless otherwise posted (15 – 20 MPH in base housing areas).  TDY personnel who do not have a Department of Defense decal and wish to operate their POVs on base may obtain temporary registration from the Pass and ID Section of 37 MPF (Bldg 5616).  


  b.  PARKING:  Available adjacent to quarters.  Vehicles should be left in billeting parking lots, as parking is very limited at the C-5 Formal Training Complex.  If you must drive, park in the lot across from Bldg 896.

  c.  SEAT BELTS:  MANDATORY on and off base.  ON-BASE FIRST TIME OFFENDERS must attend a seat belt safety course.  SECOND TIME OFFENDERS must walk for 30 days.  The driver is responsible for ensuring all passengers are wearing seatbelts.


  d.  IMPLIED CONSENT LAW:  Lackland AFB and the state strictly enforce this law and it applies to you both on and off base.  AFI 31-204, Motor Vehicle Traffic Supervision, states in part, "Any person granted the privilege of operating a motor vehicle on a military installation shall be deemed to have given his/her consent to a chemical test of his/her blood, breath, or urine for the purpose of determining the alcoholic content of his/her blood if cited or lawfully apprehended for any offense allegedly committed while driving."  The state law is very similar.

1.6.  ALCOHOL USE:

        a.  SCHOOL POLICY CONCERNING ALCOHOL RELATED INCIDENTS:  ANY STUDENT ATTENDING COURSES AT THE C-5 FORMAL TRAINING COMPLEX WHO IS CONVICTED OF A DWI/DUI, WHETHER ON BASE OR IN THE CIVILIAN COMMUNITY, WILL BE RECOMMENDED TO THE SCHOOL COMMANDANT FOR IMMEDIATE DISENROLLMENT AND RETURNED TO THEIR HOME UNIT.  THIS POLICY APPLIES REGARDLESS OF BRANCH OF SERVICE AND INCLUDES RESERVE AND GUARD PERSONNEL.
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  b.  DON’T DRINK AND DRIVE:  On base, lock your vehicle and walk back to your quarters.  Off base, use a designated driver, commercial cab or the Airmen Against Drunk Driving Card.  DO NOT walk from an off-base establishment intoxicated.  San Antonio has a public intoxication law.  If civil authorities convict an individual of Driving Under the Influence (DUI), which is a Blood Alcohol Concentration (BAC) of .08 percent, there will be an automatic sentence given and a minimum fine assessed.  A blood alcohol concentration of .05 percent or above could be treated as a DUI, dependent on impairment.  Upon conviction of a DWI/DUI, you lose base driving privileges for one year at ALL military installations for both government and privately owned vehicles. 


  c.  DRINKING AGE:  You must be at least 21 to consume alcoholic beverages.  Texas state law states -- an underage individual who has any alcohol in their system (even .001) if stopped while driving will be charged with DUI.


  d.  CIVILIAN PENALTIES:  First offense for a DWI/DUI can be a jail sentence for up to a 180 days, a fine up to $2,000, 1 year suspension of your driver’s license, and up to a $2,000 annual fee to retain your license for the next three years.  The second offense could be a jail sentence up to a year, a fine up to $4,000, suspension of your driver’s license for up to two years, and up to a $2,000 annual fee to retain your license for the next three years. 

  e.  MILITARY PENALTIES:  Can range from a Bad Conduct Discharge (if there is personal  injury), forfeiture of all pay, confinement for 1 year and a reduction in rank to E-1 for enlisted personnel.  Article 15 actions for enlisted personnel could include reduction in rank, half pay for 2 months, 60 day restriction, 45 days extra duty, 30 days correctional custody and a reprimand.  Actions for an Officer are 30 days restriction and a reprimand.


  f.  DWI ADMINISTRATIVE ACTIONS:  One-year revocation of driving privileges, Control Roster, Unfavorable Information File, EPR/OPR comment and involuntary discharge.   

1.7.  SAFETY:  If you will participate in a high risk activity as mentioned during the in-processing safety slides, see a 733 TRS safety representative.


  a.  ON/OFF-DUTY INJURIES:  Injuries must be reported to the Superintendent or Flight Commander as soon as practical, after receiving appropriate medical care.  This includes injuries outside the Lackland local area when on a pass or leave.


  b.  WEAPONS/AMMUNITIONS:  If you bring a weapon with you or purchase one while TDY, you must register and check the weapon into the armory (Bldg 1353) within 24 hours of arrival/purchase.  The retention of weapons/ammunition in on-base visiting/transient quarters or POVs is prohibited.  Once checking your weapons in to the armory, call the 733 TRS Flight Commander extension 945-1971, to set up an appointment with the 733 TRS/CC to have your armory paperwork signed.


  c.  DISASTER PREPAREDNESS:  



  (1)  Thunderstorms can occur any time of the year, however, the risk is highest during the spring and fall.  The biggest threat is lightning.  Many deaths occur when people assume the storm is not close enough to be a serious threat.  Often deaths and injuries result when people observe the lightning show from under an open cover garage, carport, or porch.  If a thunderstorm is approaching, go indoors!


  (2)  Tornadoes can occur when conditions are right.  Local radio and television stations will broadcast a severe thunderstorm or tornado watch/warning when conditions exist for thunderstorm formation.  A WATCH means you should monitor conditions and be prepared to take shelter if needed.  If a severe thunderstorm or tornado is spotted, a severe thunderstorm or tornado WARNING will be issued.  The city of San Antonio and Lackland AFB are located in Bexar County.  Additionally, the civil defense sirens will sound a 3 to 5-minute steady tone if a tornado is spotted.  This means you must take shelter immediately in the interior, ground floor of a permanent structure.  Do not stay in a car or a mobile home!


  (3)  Tornado Precautions:

Do: 

· Do - Take shelter in a basement or on the lowest floor of the building you are in.

· Do - Stay away from windows, doors and outside walls and avoid large unsupported roofs.

· Do - Get in an interior closet or hallway, or get under something sturdy.

· Do - Curl up and protect your head.

· Do - If you are in a mobile home or vehicle, get out immediately.  If you must stay outside, lie flat in a ditch or depression and protect your head.  Stay away from trees, or other objects that could blow over you.

· Do - Cover your body with a blanket or sleeping bag.

· Do - Avoid standing up and watching the tornado.

· Do - Familiarize yourself and family members with shelter locations available in your area now, before tornado season starts.

· Do - Listen to radio and television stations for broadcasts of the latest tornado advisory information.

· Do - Call the weather service only to report a tornado you may have sighted.

Don’t:

· Don’t - Look out a window to see the tornado.

· Don’t - Take time to photograph or videotape the tornado.

· Don’t - Try to out run a tornado in your vehicle.

· Don’t - Use elevators.

· Don’t - Touch downed electrical wires.

· Don’t - Delay.  Find shelter fast.

· Don’t - Forget to stock shelters ahead of time with the necessary supplies.

· Don’t - Open windows.  Time is too valuable and flying glass is dangerous.

· Don’t - Seek shelter at the end of the hall.

· Don’t - Forget that staying alive during a tornado does not happen by chance.


d.  BUILDING/HANGER 909 EVACUATION:  In the event the building must be evacuated due to a fire or bomb threat, assemble in the parking lots in front of Foster Hall.  
If directed to report to the fallout shelter for tornados/hurricanes during duty hours, you must report to building 909, Room 32, Foster Hall or for gas leaks/nerve agents report to building 909, Room 255, Foster Hall.  After duty hours in the event of a tornado, seek the innermost room on the bottom floor of a solid building.

1.8.  EXERCISE/ALERT PROCEDURES:  Personnel are to take cover when a natural disaster warning is given (except those who are in a non-play area--NOTE:  Non-play areas are usually limited to training centers and billeting facilities).  Until an “all-clear” is given, you may only leave a training center to go back to billeting or vice-versa.  
Once the "warning" is canceled, personnel are free to move about the facility in which they took cover, but not leave it.  Once the "all-clear" is given, personnel are free to move about the base, ops normal.  If you are in a play area and must make a training event, find an EET member and explain your situation.

1.9.  COMSEC:  COMSEC material is designed to secure or authenticate telecommunications.  

NOTE:   COMSEC material includes, but is not limited to, key, equipment, devices, documents, firmware or software that embodies or describes cryptographic logic and other items that perform COMSEC function.


  a.  A KYK-13 is the most common device that you will see.  The KYK-13 is a Cryptographic Controlled Item (CCI).  As such, it can’t be handled by foreign nationals in its keyed or un-keyed state.  The KYK-13 is used to store COMSEC material (usually classified COMSEC).


  b.  All COMSEC is controlled using the COMSEC Material Control System (CMCS).  This is a logistics and accounting system through which COMSEC material marked "CRYPTO" is distributed, controlled, and safeguarded.  There are specific rules governing the distribution, control, and safeguarding for COMSEC material. Remember COMSEC and Classified Information are not the same thing. They are distributed, controlled, and safeguarded under different guidelines.  (NOTE:  Even unclassified COMSEC requires protection in accordance with the CMCS).


  c.  Instructors are authorized users of COMSEC material once they have been so designated in writing and have had the required training.  Only authorized users have access to COMSEC material.  COMSEC users must make sure that anyone who receives materials has authorization. Users must follow all security rules at all times and report to the COMSEC Responsible Officer (CRO) or the COMSEC manager any circumstances or intentional or inadvertent acts which could lead to disclosure of classified information, including its loss, improper use, unauthorized viewing, or any other instance that could possibly jeopardize the value of COMSEC aids.

         d.  Students are not authorized users.  As students, you do not have access to COMSEC material.  Even though you may have a security clearance, you are not on a COMSEC access list authorizing you to handle COMSEC material and you have not had the required training.  However, you may handle COMSEC material, under direct (line of sight) supervision of the instructor.  They should never hand it over to you and let you assume responsibility for safeguarding it.


 e.  If you detect a KYK-13 unattended or find unattended COMSEC material, keep it in your possession and report it immediately to your instructor.  The instructor will then report this to the CRO.  All COMSEC incidents are reported through COMSEC channels to the National Security Agency (NSA).

1.10.  IRC:


    a.  ALL ACIQ, ACRQ, and PIQ Students:  The IRC is a prerequisite for all qualification/instrument evaluations IAW AFMAN 11-210.  If you are here for an ACIQ, ACRQ, or PIQ course you must have an IRC date prior to your checkride.  You do not have the option to complete the IRC after your checkride.  You will be very busy the last few weeks of your training prior to hitting the flightline and during the flightline phase.  You should ensure that you will be able to ACCOMPLISH THE IRC NO LATER THAN YOUR SCHEDULED FLIGHTLINE START DATE.
NOTE:  Recent SUPT Graduates:  You do not have a valid instrument exam score yet.  You must accomplish this training here at Lackland.


    b.  All Students:  You should have accomplished the IRC at your home unit prior to reporting for training.  You must provide documentation of the IRC course and your Instrument test score to 356 AS/DOV.  If you have not accomplished the IRC prior to reporting for training, you must accomplish it here at Lackland.  See Para c. below for scheduling instructions.


   c.  Initial and Requal C-5 Students:  The IRC schedule is set by the 356 AS DOT.  If you need IRC training please see 356 AS/DOT or DOV.
1.11.  STUDENT LEAVE AND TRAVEL POLICY:


   a.  Pipeline students see the MTL.    


   b.  IF AN EMERGENCY ARISES:  If a bona fide personal or family emergency occurs which qualifies for emergency leave, contact the Student Flight Commander or Superintendent for coordination.  If unable to reach these individuals, contact the Lackland AFB Command Post at DSN 945-4330 or commercial (210) 925-4330.  Ask to speak with the 733 TRS Director of Operations or Commander.  One of them will always be available.  They will assist you in determining what you may/should do.  

c.  While you are in training at the C-5 Formal Training Complex you are administratively assigned to the 733 TRS.  One of the ways this may impact you is if you desire to take a pass or leave while you are TDY here.


   d.  The following information has been extracted from AFI 36-3003 and summarizes the way the pass and leave program is administered by the 733 TRS.  This program is designed to allow us to reach you at anytime in the event of an emergency, recall, or change in your training schedule.  Failure to follow the guidelines set forth will result in denial of a requested pass or leave.  Furthermore, it is in your best interest to have the proper paperwork on file in the event an accident or problem dictates an investigation for Line-of-Duty Determination.

   e.  Definitions:

Student Advisors –Flight CC or Superintendent 

Non-Duty Days – Weekends and Federal Holidays      
 

Local area – San Antonio city limits and Lackland AFB

Surrounding area - 300 mile radius centered on Lackland  

Special Pass Periods:
Tuesday - Thursday

Friday - Sunday

Saturday - Monday

   f.  If you depart the local area, then use the chart below to determine the appropriate action.

	Destination
	Is a Duty Day missed?
	Does your request fall within a Special Pass Period?
	Action Required

	Within the
	No
	N/A
	Sign out at Student Admin or Billeting*

	Surrounding
	Yes
	Yes
	Submit AETC Form 29B

	Area
	
	No
	Submit 29B and Leave Forms

	Outside the
	No
	N/A
	Submit AETC Form 29B*

	Surrounding 
	Yes
	Yes
	Submit AETC Form 29B

	Area
	
	No
	Submit 29B and Leave Forms


 * Note: If you have three or more consecutive non-duty days off and desire to depart the local area, then you are required to submit a pass or leave request.

   g.  Plan all leave requests early.  If you are a “TDY out and back” student, we will need an email from your home station flight commander or above stating their approval of your leave request.  A student’s leave request will not be accepted until the student training squadron flight commander or superintendent receives this email.  An email is not required for “TDY enroute” students.
amber.marcella@lackland.af.mil


marc.gibson@lackland.af.mil
   h.  The AETC Form 29B and AF Form 988 may be picked up outside Student Administration.  Completed forms must be taken to a student advisor for approval and a pre-departure safety brief.  Failure to receive verbal approval and a pre-departure safety brief constitutes an unapproved request.  All weekend requests must be submitted by 1200 on Friday.  


i.  Complete requests in advance.  Do not purchase non-refundable tickets without prior approval.  Having tickets in hand is not reason enough to authorize normal leave or a special pass.  Violating leave rules is punishable under UCMJ and also a violation of financial reporting since leave is accountable as part of your military pay.

j.  If you have any questions, please contact the Flt CC at 945-1971 or Superintendent at  945-1989.
1.12 AIRCREW RESOURCE MANAGEMENT (ARM)
a. CURRENCY:  If you have intial currency items that need completed while attending a formal course please make every effort to get those accomplished either in your spare time or during a schedule adjust day.

b. CURRENCY LIST: A list of classes provided will be posted in the 733rd TRS including:

a. CBRN Chem Warfare 

b. M-9 Qualification

c. ISO PREP

d. TACTICS

e. INTEL

c. ADVANCE SCHEDULING: CBRN and M-9 classes must be scheduled in advance. Please see the 733 TRS Superintendent or Student Training Manager to schedule these classes.

CHAPTER 2

SUPPORT FACILITIES

2.1.  INNS OF LACKLAND (Bldg 10203/ext (210) 675-0798):  There is a reimbursable service fee of $23.25 a day (VAQ), $27.00 (VOQ), and $36 (TLF) charged for maid service, etc.  You must pay billeting every 15 days.  If quarters are not available, you will be billeted in contract quarters off base.  You may NOT keep motorcycles, bicycles, auto parts, etc. in your lodging room.  NOTE:  Rooms are already booked prior to student arrival under the group name of 733rd TRS. There are LIMITED TDY-accompanied quarters (Family Friendly Lodging) at Lackland AFB.  Students being accompanied by family members at any point during training, must communicate with billeting and the 733rd TRS PRIOR to their arrivial. If your spouse has accompanied you, or will before you depart, you must inform the lodging front desk prior to any overnight guests.  If you have children with you, maintain control of their behavior.  Due to the nature of training here, quiet hours are observed on a 24-hour basis.

a.  Military members TDY to Lackland AFB are eligible to be lodged in Temporary Lodging Facilities (TLF) ONLY when TDY en route with family members on orders. NO EXCEPTIONS.
b.  Guests will be classified as priority 1 for a TLF if their dependants are authorized concurrent travel on the members AF Form 899, (Request and Authorization for Permanent Change of Station).  The guest will be assigned the next available TLF, which meets the size of the accompanying family. Guests will be classified as priority 2 for a TLF if their dependents are not authorized concurrent travel.   

c.  The Lodging General Manager may authorize guests, which are accompanied with dependents, which are not authorized concurrent travel to be housed in the TLF’s.  The Lodging General Manager can only approve stays up to 30 days.  If the requested stay is longer than 30 days, the TDY member must submit a request letter to the Wing Vice Commander for approval.  AFI 34-246 states: Stays beyond 30 days require forfeiture of BAH:  Members can request stays beyond 30 days without forfeiture of BAH for reasons of military necessity or relief of hardship (reference DOD FMR, Vol 7A, Ch 26, Table 26-3, and DFAS-DEM 7073-1 (Base Level Pay Procedures).

d.  Students attending formal training courses funded with TDY-to-school dollars have priority for on-base lodging.  If a student is sent to commercial quarters, they will be placed on a waiting list for base lodging.  Students will be placed on the waiting list by the date they arrive.  When a room becomes available on base, it will be booked for the next student on the list.  The student must move into the room that has been assigned him/her (AFI 34-246).  After 24-hours, if the student has not contacted lodging, that person’s name will be forwarded to the Student Flight Commander as a no show.  Once a room has been booked against that student, there will be no change in room assignment or swapping for a different room.


e.  Guard/Reserve students in civilian status follow rules stated in TPR400, Paragraph 12c, and JFJR Vol II, C1055.
2.2.  FINANCE OFFICE (Bldg 5616 Rm 223/473-2807):  Available from 0730-1600 each duty day, closed for training at 1430 on Wednesday.  During outprocessing, pipeline students must have two copies of orders.  “TDY enroute” students must pick up 30-day accrual vouchers during outprocessing.  “TDY out and back” students do NOT need to outprocess.

2.3.  POSTAL SERVICE (Bldg 1508/473-2658):  The Postal Service Center (PSC) handles all personal mail.  Take a copy of your orders and a picture ID between 0730-1630 on any duty day in order to register with the PSC.  If you are here for more than 30 days, you will be given a PSC box.  If here for less than 30 days, then you will use General Delivery.


   a.  The Lackland AFB PSC 1 is open Monday-Friday, 1000-1715, and on Saturdays from 1000-1230.  The PSC offers general delivery service to include letters and parcels.  Special mail services such as express, overnight, registered, and certified are not offered at the Lackland AFB PSC.  These services can be found at the US Postal Service office, next door.  Overnight services should not be addressed to billeting.

   b.  Authorized personnel who may maintain a PSC box are those government employees (military and civilian) who are not afforded free mail delivery service by the US Postal Service at their quarters address.


   c.  Listed below are instructions on how you should close your PSC box, based on your status, when you become ineligible to maintain a PSC box.




  (1)  TDY STUDENTS:  You must immediately close out your box upon your departure from Lackland AFB.  Drop by the PSC and fill out forwarding information on an AF Form 624.


   d.  In addition to general delivery service, the Lackland AFB PSC offers a base locator service for all military/civilian personnel assigned to Lackland AFB.  Requests for base locator information can be made by telephone, letter or walk-in.  The hours of the base locator are Monday-Friday, 0730-1630.  The base locator number is (210) 671-1110.


   e.  COMPLAINT PROGRAM:  If you have a complaint about any of the services provided by the PSC, you may fill out an AF Form 714.  Drop this form by the customer service window during operating hours and they will be happy to assist you.  If you are not satisfied with the resolution of your complaint by PSC personnel, please contact the PSC Quality Assurance Evaluator at (580) 481-6373 or the PSC Functional Area Chief at ext 7544.

2.4.  PASS AND REGISTRATION (Bldg 5616/473-3678):  Vehicle passes obtained as required.  Hours of operation are from 0730-1630 each duty day, closed for training at 1400 on Wednesday.  You are required to bring your driver’s license, car registration and insurance along with you military ID. 
2.5.  MPF CUSTOMER SERVICE (Bldg 5616/473-3594):  Hours of operation are from 0730-1630 each duty day, closed for training at 1400 on Wednesday. If you or your dependants are in need of ID cards, please bring a copy of your current orders with you.  
2.6.  FITNESS CENTERS : There are several Fitness Centers located on Lackland for your convenience. Chaparral gym (Bldg 7346/473-2401) is open Monday – Friday 1630-2100, Saturday – Sunday 1200-2000, and has an outdoor swimming pool. Warhawk gym (Bldg 2418/473-2016) is open Monday – Friday 1630-2200 and Saturday – Sunday 0600-2000. Gateway gym (Bldg 10300/473-1348) is open Monday – Friday 1100-2100.  
2.7.  BASE CHAPEL (Bldg 9034/473-4101):

   a.  Provides Protestant services.  For information on any programs, contact the chapel. WELCOME NEWCOMERS!  While you are TDY to Lackland AFB, you are invited to participate in our many chapel programs. Meet new and old friends in a worship, fellowship, and study atmosphere. Our goal is to facilitate your free exercise of religion by providing worship services, rites, counseling, visitation as well as many other opportunities for spiritual growth. Information on services and programs can be found in the Talespinner, Lackland’s Base Newspaper.

        b.  STUDENT MINISTRY CHAPLAIN.  The 433d Airlift Wing Chaplain office is located in bldg 910 (west-side), second floor.  Chaplain Von-Seggern, Chaplain Grace and Chaplian Valenti will be at your service if needed. Their office phone extension is 925-3556.  If the chaplain is not in the office, leave a voice message or contact the 433d wing command post at 925-4330 to have them paged if an emergency exist. Non-prior students should contact the TRS First Sergeant or MTL before contacting the chaplain after duty hours.

        c.  SERVICES AND PROGRAMS:
See page 18 of Lackland Talespinner for up to date information.

        d.  COUNSELING:  Chaplains are available for spiritual, marital, and other types of counseling.  Call the chapel at 945-3556 to schedule an appointment.  Chaplains may be reached after hours by calling the Command Post.  All counseling with the Chaplain is kept in strictest confidence.


  e.  VISITATION:  You will see Chaplains all over the base visiting military members in their work centers.  Visitation is intended to ensure the availability of Chaplains to military members and helps them to be aware and sensitive to the situations you face on a daily basis.  Feel free to discuss your situation and struggles as time permits or make an appointment for things of a more personal or more time consuming nature.  Call the Chapel for further information at 945-3556 during duty hours or call the base Command Post at 945-4330 after duty hours or on weekends to reach the Duty Chaplain.

2.8.  MEDICAL SERVICES:  The base clinic is available to all military personnel and their authorized dependents.  All Guard/Reserve personnel must present orders at time of care.


   a.  MEDICAL CARE DURING DUTY HOURS:  Non-flying personnel utilize Kelly Clinic  Monday – Friday (0730 to 0830)  Note:  Sick call can only be utilized for sick call issues.  All other issues will need and appointment @ 916-9900.  For further assistance contact MSgt Baylor @ 925-4032/594-1164 or SSgt Cavness @ 925-9278/6334/6336.
Flying personnel must utilize flight medicine.  There are no sick call procedures but if you call for an appointment you should be seen, same day.  Contact 292-2626 for an appointment.


    b.  MEDICAL CARE AFTER DUTY HOURS:  If an emergency arises after duty hours and on holidays, use Wilford Hall emergency room.



     (1)  Transportation:  If you require transportation due to an emergency, call 911.  For those who take the ambulance, return transportation to Lackland AFB will be provided by the 37th Transportation Squadron, dial DSN 473-3317 or Commercial 671-3317



      (2)  Active Duty:  All military personnel who have sought emergency medical care must go to Sick Call at the Flight Surgeon Office the next duty day.



      (3)  Dental Patients:  If you have dental pain, call 292-7251.  The Dental Officer-of-the-Day will return your call, evaluate your problem, and provide specific instructions.




    (4)  OB Patients:  OB patients having pregnancy-associated problems should call 210-292-7411 at any hour.  If you have any questions call TRICARE at 1-800-444-5445.


      (5)  Guard and Reserve Tri-Care Message:  Current policy is that family members of Guard/Reserve members, when the member is on orders for 30 days or more BUT less than 180, are not eligible to enroll in TRICARE Prime. They are however, are eligible for TRICARE Standard/Extra. The family members should be showing in DEERS. Make sure your family members are enrolled in both DEERS and TRICARE systems wherever they are while you are TDY.


    c.  FLIGHT SURGEON'S OFFICE (FSO) (Bldg 6612/292-2626):  Personnel on flying status seen at the hospital after normal duty hours must report to the FSO the next duty day.  If placed on Duty Not Involving Flying (DNIF) status, you must return to the FSO upon expiration of your DNIF status to be returned to flying status or extended DNIF.  Appointments can be made by calling 292-2626.

    d.  DENTAL CLINIC (Bldg 4602/292-7251):  Open 0730 - 1630, Monday - Friday.  Call for sick call/same day appointment

2.9.  TRAFFIC MANAGEMENT SERVICES (Bldg 5616/473-2821):  Customer service hours are 0730 -1630 Monday – Friday, closed Wednesday at 1400 for training.  If authorized and are planning either partial or full Do-it-Yourself (DITY) move, call TMO to make separate arrangements.  Passenger Travel Section and the Scheduled Airline Ticket Office (Alamo Travel) are located in Bldg 5616, first floor, ext 473-2499. Customer service hours are 0730 -1630 Monday – Friday, closed Wednesday at 1400 for training. 
2.10.  FAMILY SUPPORT CENTER (Bldg 1249/473-3722):  WELCOME NEWCOMER!  You are welcome to participate in the many services that the Family Readiness Program at the Family Support Center has to offer.  We know that separation is not easy, so we are available to make your stay here as comfortable as possible.

The following are several programs that are offered to you while you are here.

      a.  E-Mail:  You may utilize the free e-mail services at the libraries on base.  The library is located in Bldg 1249 (473-3722) and hours of operation are from 0730-1630 each duty day, closed for training at 1430 on Wednesday. If you cannot find a system on this base to use to e-mail your family members, please come by the FSC and use one of our computers in our resource room. 


     b.  Give Parents A Break:  Sponsored by the Air Force Aid Society.  This program is for individuals who are TDY for more than 30 days with a family left back home.  Your spouse can take advantage of this ‘Give Parents a Break’ program, which is ‘free’ childcare to give spouses a ‘break’.  They will need to call the Family Support Center at the home unit for availibility.

          c.  Car Care Because We Care:  Sponsored by the Air Force Aid Society.  This program consists of a certificate for a free oil change and vehicle safety check at the base service station.  The member must be TDY for more than 30 days.  The spouse will need to go into the Family Support Center at the home unit and they will give them the certificate.  These can only be given to the spouse.

          d.  Videophone:  If you are going to miss a special day while you are gone, and you would like to see your family, we have a videophones for your use.  If the home unit has the same capabilities, we can set up an appointment for you to come to check out a videophone. Please call 473-3722 for more information if you are interested in using this service.  Check out www.afcrossroads.com for a list of videophones in the AF.


     e.  Family Services:  If your spouse is here with you living off base, you can take advantage of the Loan Closet at Family Services.  They offer house hold item if available, for temporary use.  They also have videos and informational packets on your next base if you are TDY enroute.   They are open Monday - Friday, 1000 - 1400 and located in building 1249.  Please call 473-3722 for more information.

Again, Welcome to Lackland AFB.  Please call our office at 945-3650 if we can be of any assistance to you or your family.  Have a safe and productive stay.

2.11.  DINING FACILITIES:


     a.  SKYLARK BOWLING LANES (Bldg. 16476/671-2031):  Open 0630-2100, Monday-Friday, Saturday 1000-2100 and Sunday 1200-1800.

          b.  GATEWAY CLUB (Bldg 2490/645-7034):  Located across from the Wing Head
quarters.  Co-located club.  See base flyers for current hours and events.



c.  GOTT DINING HALL, BLDG 2041 (AIA) Tel: 977-4191/ FAX 5-4192

Manager Mr. Anthony Kelly





Weekdays

Weekends & Holidays
UTA Weekends
Breakfast
0545-0800

      0545-0830

0545-0830


Lunch

1045-1300

      1100-1300

1030-1300

Dinner

1600-1830

      1600-1830

1600-1830

Carry-Out
1830-2030

      1830-2030

1830-2030

d.  BLUEBONNET INN, BLDG 1465/EXT 671-2686/3485/3880

Manager Ms. Rosemary Rodriguez                          






Weekdays

Weekends & Holidays

Breakfast
0530-0730

Brunch
0600-1300

Lunch

1030-1300



Dinner

1600-1900

Supper
1600-1800

NOTE:  If you are not on a meal card, you must pay the surcharge.  
Attachment 1

LACKLAND AFB PHONE INFORMATION
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As of 1/10/08
SAN ANTONIO AREA CODE 

210

	LACKLAND AFB
	DSN: 473-XXXX
	COMM: 671-XXXX

	KELLY FIELD ANNEX 
	DSN: 945-XXXX
	COMM: 925-XXXX

	WHMC
	DSN: 554-XXXX
	COMM: 292-XXXX

	LACKLAND EMERGENCY
	
	COMM: 210-671-0911


	FOR ON BASE LINE DIAL 7-DIGIT #

FOR OFF BASE LINE DIAL 99+ 7-DIGIT #

FOR DSN LINE DIAL 94+ 7-DIGIT DSN #

FOR LONG DISTANCE LINE DIAL 98+ 1-THEN #, THEN 633

FOR INTERNATIONAL LINE DIAL 87+ #, THEN 633


Directory Assistance:  113

Operator Assistance:  0 
733 TRS Student Admin Fax Number:  (FOR OFFICIAL USE ONLY)
DSN 945-1723




Duty Phone



733 TRS Commander
945-1992


733 TRS Director of Operations
945-1991


733 TRS Superintendent/First Sergeant

945-1989     
733 TRS Student Flight Commander



   945-1984
733 TRS Student Flight Commander Cell Phone

   210-240-9820


   
733 TRS Student Superintendent Cell Phone


   210-240-9796


   

733 TRS Student Support Flight Administration
925-1955
Ambulance
(On-Base & Off-Base)
911

Fire Reporting
911
Official Business Mailing Address (Only):

733 TRS (Attn:_________)

222 Galaxy Rd
Lackland AFB TX 78236
Attachment 2

First Class Day Locations

Report to the applicable location at 0800 on your class start date.  Any questions, ask a flight commander or superintendent for assistance.
Course
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ATTACHMENT 3 – OUTPROCESSING CHECKLIST
                                         


     
CURRENT: 20 Nov 06
PLEASE READ:  Uniform of the day is required for out-processing.  It is your responsibility to complete all personal and official business and depart Lackland AFB no later than 24 hours after completion or release from training.   A customer representative from each section MUST initial on all applicable items!!!
	HOST AVIATION RESOURCE MANAGEMENT (HARM):  If you brought your Flight Record Folder, you must be cleared thru the HARM (Bldg 1610) 0730-1600. 
	______   ______

	THE FOLLOWING ARE MANDATORY FOR ALL STUDENTS:

	MEDICAL RECORDS: Pick up Medical Records from Flight Surgeon Office (Bldg 6612) If pre-out processing for a Friday check ride, the Flight Surgeon’s Office (292-2626) will release your medical records ONLY to you.  The records must be readily accessible in your room during your check ride.   (Student Administration does NOT maintain medical or dental records.)
	______    ______


	356 AS STAN EVAL: Bldg 830, Rm 240. Obtain draft Form 8. Shred FCIF Card.
	______     ______

	356 AS TRAINING OFFICE:  Bldg 830, Rm 250.  Ensure training folder is given to DOT. Receive form 2. 
	______    ______

	FLT CC/SUPERINTENDENT:   Bldg 896, Rm 133. See Student Flt/CC or Superintendent for safety brief. 
	______    ______

	STUDENT ADMINISTRATION :   Complete the Student Critique/Survey in Bldg 896, Rm 133 (Student Administration Office) Critique/survey may be completed at any time between 0800-1600. Turn in out-processing checklist & any items signed out on hand receipt or locator card.  
	______    ______

	_____________________        ___________________       _______________          ______________________________________

Print Name: Last, First, MI      Signature

         Gaining Unit/Base
     Stud Admin’s Initials/Date



                INIT         DATE         

MEMORANDUM FOR ALL STUDENTS

FROM:  733 TRS

SUBJECT:  Pre-Out Processing

1.  As stated in our student handbook and as briefed during our in-processing briefing the only students allowed to pre-out-process are those with a Friday or weekend check ride.  This policy was adopted so students who have a check ride on Friday or weekend would not have to spend the weekend at Lackland to out-process Monday.  All other students can begin the out-processing steps prior to their check ride but cannot completely out-process until the check ride is complete.

2.  Each student is responsible to ensure their travel plans to depart from Lackland are made so they can complete all out processing requirements after their check ride.


//signed//  







       //signed//

AMBER M. MARCELLA, Capt., USAFR 

MARC A. GIBSON, SMSgt, USAFR


Flight Commander





Superintendent



THE FOLLOWING IS REQUIRED IF YOU BROUGHT YOUR FLIGHT RECORD FOLDER
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