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Note: It is our hope that you will find this information useful.  If you have any suggestions or find any discrepancies with the information, please contact Mike.Gonzales@dau.mil so DAU West Region can keep this file as current and useful as possible.
ATTIRE
Classes at the West Region Los Angeles Auxiliary Site are conducted in a comfortable yet business atmosphere.  Student dress is generally business casual; meaning, slacks and collared shirt are typical attire.  Military are not generally required to wear uniforms; however, if desired the typical working uniform is appropriate.  Clothing considered inappropriate is: t-shirts, tank tops, jeans, shorts, sweats, athletic shoes, and sandals to name a few.

Some level courses utilize Distinguished Guest Lecturers (DGL) as part of the curriculum.  For these courses (CON353, and others assigned), civilians will be required to wear appropriate business professional attire (suit) and military will be required to wear the dress uniform.  Students will be notified prior to the class if they are expected to bring more professional attire.

ARRIVAL TIME
Students are expected to arrive at or before the normal start time of 0800 daily unless told otherwise by the instructor.  On the first day of class, students should plan to arrive 20 minutes early to find parking and walk to class.  Please call DAU Los Angeles Student Services Support if there is a possibility of late arrival, especially on the first day.  That number is: (310) 606-5914, no DSN available.  Students arriving late on the first day risk forfeiture of their assigned quota if they have not called to notify the instructor of their situation.

ATTENDANCE/ABSENTEEISM
While attending a DAU course, a student is expected to attend all scheduled class hours.  If a student misses more than five percent of the scheduled class time, they may be disenrolled from the course.  ALL absences must be excused by the instructor prior to the absence whenever possible or ASAP in emergency situations.  An unexcused absence may be grounds for immediate dismissal from the course.  

Students excused from class may be required to complete supplemental work before receiving a graduation certificate.  Failure to complete the prescribed make-up work will result in dismissal from the course, no credit will be issued for any part of the course, and a notification letter will be sent to the student’s supervisor indicating why the student didn’t pass the course.

BUILDING/BASE ACCESS
Building Access:  Students need to use the elevator to access the 12th floor of Suite 1220.   All doors are unlocked by 7:00 am; the classroom is available from 0700 am - 1700 pm Monday through Friday.
Parking Access:  Building 222 is a paid parking structure at the rate of $10.00 cash or check ONLY unless you receive a badge from DAU Los Angeles, which grants you FREE monthly parking privileges.  Carpooling is highly suggested.  Most of the local hotels offer shuttle service to and from the LAX Airport as well as to our DAU Auxiliary Site.

CANCELLATIONS
Students who cannot attend a course after being notified by DAU of acceptance, must notify their local training office or Service/Component point of contact. Students may do this electronically by accessing the course application program through which they registered for the course. All individual agency application programs can be accessed through http://www.dau.mil/registrar/apply.asp.

If the student wants to cancel a registration in a course and apply for a different offering, this requires two separate actions. First, the original registration must be cancelled. Then, the application for the new offering must be submitted.

CLASS ROOM PROTOCOL
Students are expected to behave in a professional manner at all times. This includes but is not limited to:

1. Being attentive and participating in all class activities. Instructors will be sympathetic and supportive of students who use moderate methods to maintain alertness or relieve physical discomfort. 

2. Abiding by professional standards and courtesy when interacting with faculty, guest lecturers, and other students.

3. Arriving on time, returning promptly from breaks, and staying until the class day ends.
4. At the discretion of the professor, eating and drinking in class may be allowed, as a privilege.  Students are responsible for leaving areas tidy on a daily basis.

FACILITIES
Base Facilities: Several amenities are available for student use with government identification.  The Los Angeles Air Force Base facilities include: Auto Skills Center, Base Exchange, Child Care, Clinic, The Club, Commissary, Community Center, Equipment Rental, Family Camp, Fitness Center, Lodging, Security Forces, Swimming Pool, Tickets & Information, Youth Center, Veterinarian and an ATM--all a short walk from the DAU building.  Details are available at http://www.losangeles.af.mil . 
DAU Facilities:  DAU currently has one classroom located on the 12th floor.  The classroom is equipped with computers and multimedia support; students will have access to laptop computers.  The classroom is set up to facilitate team learning environments for approximately 30 students.  There are three breakout rooms in the back of the classroom.  The student break room has a coffee machine, microwave, refrigerator, and telephone (for local calls).  

Building Facilities: There is restaurant at plaza level, the Vista Café, and vending machines located in the basement.
LODGING/BILLETING
Reservation Requirements:  Your TDY orders should reflect your destination as DAU West Region, El Segundo, California.  If you are TDY to a class in Los Angeles, you can make your reservations early at the Fort MacArthur Inn.  Call commercial (310) 653-8296 or DSN 633-8296 to request lodging.  On your way to Los Angeles, you may want to stay at other military facilities.  Call (888) AF-LODGE, (800) GO-ARMY-1, or 
(800) NAVY-INN for lodging requests.  You may also request a local listing of hotels in the area from our Student Services via email at: Mike.Gonzales@dau.mil
When calling Fort MacArthur Inn to obtain a reservation, please specify that you are a DAU Los Angeles student.  Check in time is after 1500 with the following items: 1) Official Government Travel Orders; 2) Valid Identification such as a military or civilian ID; and 3) BOQ confirmation number.  
TDY Procedures: Students are responsible for their own travel arrangements using the guidance provided by their local travel office and the Service DACM.  The points of contacts are located at http://www.dau.mil/registrar/Military%20personnel%20Welcome.asp 
Foreign Nationals: Contact DAU Student Services Los Angeles for reservation information directly at (310) 606-5914 Monday - Friday from 0730 - 1600 PST.  This should be completed at least 30 days prior to the course start date.
NON ATTRIBUTION
DAU encourages and expects full and candid discussions during class instruction and in dialog with guest speakers. Its objective is to enable students, instructors, and guest speakers to express their views freely and without possible attribution or embarrassment. Achievement of this level of openness requires that personal views of a sensitive nature, when shared, will not be repeated to the possible embarrassment of the person presenting them. This policy also applies to DAU discussion periods. Specific statements or remarks should not be attributed to specific speakers. Videotapes of DAU presentations will be used for instructional purposes only when specific written permission for other use is obtained from participants.

PER DIEM AND TRAVEL PAY
Per Diem rates for El Segundo or Los Angeles can be found at https://secureapp2.hqda.pentagon.mil/perdiem
SEVERE WEATHER
Students should check DAU West Region - Los Angeles Student Services at (310) 356-1275 for urgent messages regarding schedules for DAU Los Angeles.  Instructors may dismiss students according to the emergency dismissal time established by the Dean of the West Region or by the Campus Site Manager.  Local weather conditions can be found at the Weather Channel website.
SMOKING

The Department of Defense policy states that all smoking must take place outside of the building.  The area outside of the East Entrance is designated as the smoking area.  A copy of DOD Instruction 1010.15 is available at http://www.sbasap.com/files/i101015p.pdf.

Student Evaluation
Students must meet prescribed standards to successfully complete a DAU course. These standards, as well as student assessment methods, will be discussed on the first day of class.

Student Grievances
DAU encourages students who have issues or concerns with the learning environment to discuss them first with their instructor. A student class leader may be appointed at the start of a course and is empowered to bring issues to DAU faculty on behalf of fellow students. Students who feel their issue is not resolved satisfactorily through these channels may go to the Associate Dean of Academics or Campus Dean under an open door policy.

Students may contact the Council on Occupational Education if their issue is not properly addressed within DAU as described above. They are at 41 Perimeter Center East, NE, Suite 640, Atlanta, Georgia 30346, telephone (800) 917-2081.

TELEPHONES
Students have telephone access in the student break area on the (12th floor) to place local calls.  Please use your phone card for long distance calls.  For EMERGENCY messages only, please use the following telephone number (310) 606-5914, no DSN available.
LOS ANGELES AIR PORT & TRANSPORTATION
The DAU West Region Los Angeles Auxiliary Site is approximately 1.5 miles from the Los Angeles International Airport.  The trip is less then 5 minutes by taxi, depending on traffic, with a rate at about $10.00.  Los Angeles International Airport Information can be found at: http://www.lawa.org/welcomeLAWA.html , please click LAX.
REGISTRATION

The registrar is responsible for providing general information regarding the courses taught within the DAU University.  The following link http://www.dau.mil  provides a page with links to course listings, course schedules, DAU Catalog, registration information, transcript information, certification requirements, etc.  You may register at: http://www.dau.mil/studentInfo/pages/Military%20personnel%20Welcome.aspx. 
SPECIAL NEEDS
If you require any special assistance due to a disability, please contact the DAU West Region Los Angeles Student Services Office. The telephone number is (310) 606-5914 or you may contact the office via email at Mike.Gonzales@dau.mil. 

Students with disabilities who are scheduled to attend DAU courses will be contacted by a DAU Registrar representative to discuss any special accommodations the student may require. If the student requires funded assistance, such as a sign language interpreter (SLI), DAU will ask the student to apply for this assistance through CAP (see below). If CAP disapproves funded assistance, DAU will assist in finding funded accommodations for the student as best it can. The CAP Office must receive the application at least 4 weeks before the date the service should begin. Disabled students who require funded assistance should plan far ahead and be flexible in their plans for attending a specific course by having alternative dates available in case changes need to be made.

DOD Computer/Electronic Accommodations Program Office (CAP Office)
TRICARE Management Activity
5111 Leesburg Pike, Suite 810
Falls Church, VA 22041

DSN 761-8813
(703) 681-8813
TTY (703) 681-8813
FAX (703) 681-9075

TDY ORDERS
Contact your Service’s Defense Acquisition Career Management (DACM) OFFICE, which is the command through which you registered for the course.  DAU does not prepare student orders or provide them to you.
SECURITY NOTICE/VISITOR BADGING

The DAU Los Angeles Center is currently located in a commercial building and your Common Access Card or government ID is NOT required for access.

STUDENT POLICY - DAU
DAU’s Registrar Student Policy page is available at: http://www.dau.mil/studentInfo/pages/student_info.aspx
APPENDIX A:  Map
DAU West Region Los Angeles Center at:
http://www.mapquest.com/mq/2-aksVrb2AMDyVRzzPs64e
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