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June 2016 

 

Dear Graduate School USA Instructor, 

Whether you are an experienced instructor at Graduate School USA or just starting out, I am pleased 

to share with you the School’s 2016–2017 Instructor Handbook. For Adjunct Instructors, the 

Handbook supplements the Part-Time Adjunct Instructor Employee Agreement you have already 

signed. If you are a Contractor, the Handbook supplements provisions in the contractor agreement you 

have already executed with Graduate School USA. 

Please take the time to read the Handbook thoroughly, and refer to it as needed. We have done our 

best to explain our procedures, how we operate, and provide guidance and suggestions to make your 

interactions with us as productive as possible. 

If you have questions about the information provided in this document, please feel free to email me at 

john.green@graduateschool.edu. 

 

 

John Green 

Vice President, Curriculum and Learning Solutions 

Graduate School USA 
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Introduction to Graduate School USA 

The Graduate School USA has a long and distinguished history of providing high 

quality training services to the federal government. Please visit our website and 

review the information contained there so that you can discuss with students the 

Graduate School USA’s: 

 History 

 Institutional goals 

 Subjects taught 

 Certificate Programs 

Government Training and Professional Development (GTPD) Division 

Graduate School USA’s government training classroom courses and leadership 

development programs are administered by the Government Training and 

Professional Development (GTPD) division, one of several divisions within the 

School. This Handbook was created to assist you in effectively delivering courses for 

GTPD. GTPD delivers career-related courses and developmental programs that meet 

the unique needs of our customers—primarily employees of federal government 

departments, agencies and contractors. Our courses, certificate programs, and long-

term leadership development programs are federal government specific, and 

designed to help working adults in the public sector improve their job performance 

and prepare for career advancement. Instructors have the most contact with two 

units within GTPD. These units are known as Training Management and 

Curriculum. The following paragraphs delineate the roles played by Training 

Management and Curriculum to assist you in determining which unit to contact for 

specific issues or problems. 

Instructors work primarily with GTPD Training Management staff members, who 

are responsible for all of the work required to successfully conduct or deliver a class. 

Training Management staff members: 

 Provide Task Orders and travel authorizations for instructors to deliver 

specific classes 

 Arrange for onsite contract classes requested by customers 

 Obtain and assign classrooms 

 Obtain course materials and related supplies and equipment for each class 

 Provide rosters and post-course participant evaluation forms, and 

 Perform other delivery-related duties, such as providing support to students 

and instructors. 
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You also may work with GTPD Curriculum staff members, who: 

 Determine what courses will be offered within a curriculum area 

 Manage the development of new and revision of existing courses 

 Recruit, screen and on-board new instructors 

 Notify instructors when course materials have been revised or updated 

 Develop customized courses for onsite customers 

 Track trends and customer needs that may have an impact on curriculum 

offerings 

 Assist with the marketing of curriculum offering 

 Issue Instructor Agreements and Task Orders for course development 

work 

Instructor Status 

The following information describes your employment or contractual agreement 

with the Graduate School USA and the task orders used to assign you work. If you 

are an instructor with the GS, you work in one of the following statuses: 

 Employee. If you are a part time employee instructor, the terms and 

conditions of your part time, FLSA exempt, adjunct status are explained in 

the Government Training Part Time Instructor Agreement. 

 Contractor. Contractors who provide training services to Graduate School 

USA under the contractor agreement must have a current agreement on file to 

perform the following services: 

– Instructional services using Graduate School USA course materials 

– Instructional services using course materials developed by the 

contractor (onsite sessions only) 

– Course development and/or revision services 

– Technical assistance services 

Contractors are not partners, agents, or employees of Graduate School 

USA. Accordingly, they do not receive Graduate School USA employee 

benefits, and tax withholdings are not deducted from their fee. If 

applicable, fees and reimbursements are reported annually to IRS on a 

Form 1099. 
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Course Delivery Procedures 

The following information summarizes the Graduate School USA Course Delivery 

Procedures. For more specifics, contact your Training Management contact. 

Approval to Deliver Specific Courses 

Curriculum staff interview and screen potential instructors monitor classroom 

delivery, determine which courses you are approved to deliver, and monitor 

performance. 

Some courses are scheduled and requested more frequently than others, based on 

demand. Graduate School USA makes no guarantee regarding a minimum number of 

classes you will be tasked to deliver.  

Task Orders 

Staff from the Graduate School USA’s: 

 Training Management office in Washington, DC issues task orders for 

delivery of specific class sessions. 

 Curriculum issues task orders for curriculum course material 

development or revision projects. 

Training Delivery Task Order 

Training Management issues Task Orders for each teaching assignment. You must 

sign and return task orders prior to delivering the class. If you have any questions 

about the information on a Task Order, contact the Graduate School USA staffer 

you have been working with to resolve any questions or errors. 

Only the instructor named on the Task Order is authorized to deliver a class or 

program. You may not sub-contract or informally arrange with someone to deliver 

a course on your behalf, or to co-deliver the course. If you cannot deliver the entire 

assigned class identified on a task order, immediately contact the staff member 

who issued the task order. If you know of another approved instructor who is 

available to teach the session, please let your Training Management contact know. 
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Payment Procedures and Schedule 

Employees 

 

Beginning with the pay period that starts on Saturday, July 16, 2016, payments to 

instructors will be made on a bi-weekly basis. This change improves the efficiency 

of our accounting system by allowing us to reduce the check production process 

to 26 pay periods rather than 52. 

  

Payments will be made every other Thursday for work performed during the 

previous two week pay period ending on the previous Friday. For 

example, payments for work performed during the pay period of July 16-29, 2016, 

will be made on Thursday, August 4, 2016.  

  

If you are set up with direct deposit, your payment for teaching will be sent 

directly to your bank account.  Those receiving payments via US Postal Service, 

will receive payment based on the Post Office’s delivery schedule. 

 

Contractors 

Payments to contract instructors will be made on a bi-weekly basis. Payments will 

be processed every other Tuesday for work performed during the previous two 

week pay period. For example, payments for work performed during the pay 

period of July 16-29, 2016, will be processed on Tuesday, August 2, 2016. 

Payments will continue to be made by check and will be delivered based on the 

Post Office’s delivery schedule. 

Assignment Adjustments 

Task orders can be subject to change for various reasons. For example: 

 An open enrollment class may be rescheduled or cancelled, 

 The dates of an onsite contract class may be changed by the customer 

agency, or 

 Circumstances may require that we give you a new task order to deliver a 

different class due to your experience and qualifications. 

 A task order may need to be corrected 

Schedule B to the Employee Agreement as well as the Contractor Agreement for 

Training and Related Services note that Graduate School USA can cancel a Training 

Delivery Task Order up to five calendar days prior to the start of a class without 

penalty. 
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Domestic Travel Procedures 

The following information summarizes our procedures on instructor travel. 

Travel Expenses for Part-time Employee Instructors 

Except as noted below, payment for lodging, meals, and incidental expenses is based 

on federal government travel regulations. Federal government per diem rates and 

related information are found at www.gsa.gov. Check with your Training 

Management contact if you have questions about the lodging, per diem, and 

incidental expenses. 

Major items of expense, such as hotel and car rental expenses, must be 

preapproved by your Training Management contact. Please be aware that extra 

insurance purchased from the car rental agency is generally not approved.  A Pre-

Approved Travel Expense Report (see Appendix D) should accompany your task 

order. If travel is required and you do not receive the Pre-Approved Travel Expense 

Report, call your Training Management contact. 

Lodging 

Instructors whose task order assignment requires overnight lodging in one of the cities 

listed below are expected to stay in a Club Quarters hotel if a room is available. 

Graduate School USA has a cost-effective agreement with Club Quarters, which 

provides significantly reduced lodging rates to all instructors and GS staff. Instructors 

are reimbursed on submission of a Travel Voucher at a rate equal to the Club 

Quarters’ standard room rate (plus taxes) if a standard room is available. Visit 

www.clubquarters.com/locations.aspx for specifics on each facility. 

 Boston, MA 

 Chicago, IL (two locations)  

 Houston, TX 

 New York City, NY (four locations)  

 Philadelphia, PA 

 San Francisco, CA  

 Washington, DC 

Club Quarters’ reservations cannot be made through World Travel Service so you 

should make reservations online at Club Quarters at www.clubquarters.com or by 

calling 203-905-2100. When booking a Club Quarters reservation online, use the 

password Staff Graduate School (not case sensitive; space between each word). Club 

Quarters’ reservations and payments are made using your personal credit card. 

If no standard rooms are available, contact your Training Management contact to 

obtain approval for an upgrade. Lodging expenses for Contractors are factored into 

the task order based on the Club Quarters’ standard room rate (plus taxes). 

If you receive a “no rooms available” message on the Club Quarters web site, call 

the hotel at 203-905-2100. Hotel staff may be able to obtain a room for you even if 
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the web site indicates that no availability. To receive payment for a room at another 

hotel, you must have documentation of Club Quarters unavailability. 

If you have any questions about Club Quarters’ reservations or lodging 

arrangements, talk with your Training Management contact. 

Rental Cars 

Rental cars will be approved only when necessary to reach the destination for a 

class covered by a task order. Authority to rent a car will be specified in your task 

order. 

Airline and Train Travel Reservations 

Graduate School USA conducts classes in many U.S. cities, as well as internationally. 

(International travel guidance is covered in a separate GS document.) If your task 

order involves delivery of a class in the U.S. that requires travel by airline or train, you 

must use World Travel Service, GS USA’s contract travel agency, for your airline or 

train reservations. The airline or train fare will be paid by the School. As noted below, 

the itinerary must be approved in advance by the appropriate Graduate School USA 

official before WTS issues the ticket. 
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When you have received the task order with your cost center and class ID number 

you can make your reservations. Please seek the most reasonable cost and itinerary 

when you contact WTS to make your travel arrangements. Do not make travel and 

commuting plans that could prevent you from adhering to the stated class start and 

end times. 

First class or business class airline or Acela train seats are not authorized. While 

some instructors would like to personally pay the additional charge to upgrade their 

travel seating, at present that is not possible. 

To make reservations, call WTS during its normal business hours (9:00 a.m. to 5:30 

p.m. Eastern Time, Monday through Friday) at 202-728-4040 or 800-633-8822. 

Identify yourself as a Graduate School USA instructor and provide the following 

information: 

 Travel dates and times. 

  Cost center to be charged (as noted in the task order). 

 Class ID Number, if applicable (as noted in the task order). 

 The Graduate School USA staff member who issued the task order. 

 The reason for travel, that is, typically to teach a Graduate School USA 

course or, if applicable, to present for a conference or conduct 

consultation. 

Once your itinerary is electronically approved, WTS purchases the ticket and you 

receive an email confirming approval.  

Reimbursement for Travel Expenses 

Employee Instructors must submit a completed Domestic Travel Voucher and 

applicable receipts within 14 days of completion of the training session in order to be 

reimbursed for travel expenses. Receipts are required for hotel expenses and any item 

that exceeds $75. However, please note that you must list all expenses (including 

those under $75) on the Travel Voucher in order to receive full reimbursement. 

Instructors should submit the travel voucher and receipts electronically to the 

School’s Accounting and Finance office at aptravel@graduateschool.edu with a copy 

to your Training Management contact. You may also fax the documents to the 

School’s Accounts Payable department at 202-479-4895. Instructors’ travel expense 

reimbursements are not taxable and will be indicated on a separate line on your pay 

stub. 

Travel Expenses for Contractors 

For Contractors, travel is not reimbursed separately. An allowance for travel is 

included in the task order and receipts are not required. Travel allowances are 

reported to IRS on a Form 1099 annually. Airline and train reservations must be 

made through World Travel Service and are direct billed to Graduate School USA, so 

there is no out-of-pocket expense to the Contractor for airfare or train fare.  
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Delivering Classes for Graduate School USA 

The following actions are the instructor’s responsibility when delivering classes for 

Graduate School USA. We have summarized these responsibilities in a checklist at 

the end of this section. 

Before Class 

When executing the task order and completing other pre-class actions: 

 Review, sign and return the Training Delivery Task Order. Carefully 

review the Training Delivery Task Order as soon as you receive it. If for 

any reason you cannot adhere to its stated dates and class starting and 

ending times, or you have questions about the information provided, 

contact your Training Management contact immediately. The task order 

includes the address of the training site. 

 Follow the procedures described in the previous section to book your travel. 

 Be sure you have the most current version of the course materials, 

including the GS PowerPoint presentation. Your GS contact can verify the 

course version that will be provided in the classroom and/or will send you 

an advance copy of the current course materials. 

 Verify the location of the class and whom to contact if you have any problems. 

– Open enrollment classes in Washington, DC, usually are held in 

Graduate School USA classrooms at our main office (in the Capital 

Gallery building, at 600 Maryland Avenue, SW, Washington, DC). 

– Open enrollment classes in cities where there is no GS office usually 

are held at hotels, federal agency classrooms or other facilities. 

– Onsite contract classes usually are held in the customer agency’s 

classroom (at a federal building or military installation). 

 Determine and confirm your AV needs with your Training Management 

contact.  If the course requires AV equipment (LCD projector, GS-owned 

video cameras, a lavaliere microphone, etc.) make sure it has been 

arranged, that you know how to operate the equipment, and whether you 

are responsible for securing and storing it at the end of each day of class. 

Inform your Training Management contact of special needs no later than 

one week prior to the first day of the class. 

First Day of Class 

On the first day class, you should arrive early. It’s especially important to arrive 

early if you are delivering a class at a hotel or a contract customer’s facility because 

you will not have a GS staff member on site to assist you. 

In some instances, you may need to clear security. Onsite contract classes (and 

some open enrollment classes) are often held in Federal government or military 

buildings/bases that require security screenings. Allow extra time for your ID to be 
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checked and your bags to be screened. Most federal facilities will soon begin to 

require credentials the meet the Real ID requirements. Please work with your GS 

contact to be sure that you will be able to access the facility on the first morning of 

class.  

Locate your assigned classroom. Whether you are delivering a class in a GS 

classroom, a hotel, or a customer’s facility, never move independently to a different 

classroom without first talking to your GS contact. When teaching in a Graduate 

School USA classroom, keep in mind that we may need to change your original room 

assignment to meet unforeseen needs. 

Once you have arrived at your assigned classroom or hotel meeting room, make sure all 

of the necessary course materials and related equipment is in the room. (See 

“Managing Unexpected Events” if items are not at the training site.) You should have: 

 All printed course materials (Participant Guides, Solution Guides, 

Resource Guides, etc.) 

 DVDs or other multimedia, assessment instruments, exercise tools (role-

play instructions, for example) and other items used in the course 

 Student supplies (gummed pad containing a tent card, Student Information 

Form, lined notepaper, etc.), usually found inside the GS canvas tote bag 

 Class roster 

 Participant evaluations to distribute on the last day of class (for onsite 

classes and open enrollment classes at facilities with no GS staff onsite.) 

If necessary, unpack and distribute course materials. Check the classroom 

equipment to make sure it is working properly. Load the Graduate School USA 

course PowerPoint presentation and make sure it displays through the LCD 

projector. 

Wherever you are assigned to teach, always leave your classroom in neat and 

satisfactory condition at the end of the teaching day. Other instructors may be using 

the same classroom later that evening or early the next day, so it is important to return 

the furniture to its original location at the end of each teaching day. 

Find out if participants are allowed to leave their course materials in the room 

overnight. Many classrooms have storage closets where participants can stow their 

materials; the GS tote bag is provided so participants can carry their materials with 

them, since we cannot be responsible for items left unattended. 

Take time to review the posted emergency evacuation instructions. Be familiar 

with the proper exits and any procedures related to fire drills or actual emergencies. 

At the Graduate School USA location, please notify your Graduate School USA contact if 

you observe participants who may require assistance in the event of an emergency 

evacuation. 

Determine how the classroom temperature is controlled. If you are at Capital Gallery, 

notify the receptionist or Graduate School USA contact if your room is too warm or too 

cold. 
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Greet participants as they arrive, and indicate where to find the coat racks, 

restrooms, coffee machines, and so forth. Remind them not to leave valuables 

unattended in the classroom. Remind them also that cell phones should be turned off 

or set to vibrate mode during class to minimize disruption. 

 

Class Roster and Student Information Form 

When delivering an open enrollment class, check the class roster for participant 

walk-ins and substitutions. 

 If you are delivering an open enrollment class in a Graduate School USA 

classroom outside Washington DC, and participant names are not listed on 

the class roster, please inform your GS training management contact 

during the first class break.1 

 If you are delivering an open enrollment class in a hotel meeting room or 

other facility where GS staff members are not onsite, follow these four steps: 

– Step 1.  Ask the participants not named on the class roster if they are 

substituting for someone else. If so, record the changes on the roster, 

including who is substituting for whom. 

– Step 2.  If participants are walk-ins (not substituting for someone else), 

ask them for a copy of registration paperwork (SF-182, purchase order, 

credit card receipt, or other registration document). If they do not have 

their registration paperwork, record their name, telephone number, and 

the name and telephone number of their training officer/supervisor on 

the class roster. 

– Step 3.  Call your Graduate School USA contact as soon as possible 

(preferably during the first class break) with the information for all 

substitutes and walk-ins, and whether you need extra copies of course 

materials. 

– Step 4.  During lunch on the first day of class, sign the annotated class 

roster and fax it plus any registration paperwork to your Training 

Management contact. GS staff will contact the participants’ supervisors 

and obtain their registration paperwork. 

Have participants complete the Student Information Form. If participants 

question the need to complete the Student Information Form, explain that the 

requested information helps Graduate School USA serve its customers better by 

maintaining student records and enables the student to: 

 Obtain replacement Certificates of Course Completion  

 Obtain confirmation that all requirements for a Certificate of 

Accomplishment have been met 

                                                 
1 For the course, Suitability Adjudication, all students must bring to the course OPM’s Suitability Handbook. If 

students do not have the Handbook, they are not permitted to be in the classroom. If you have this situation for this 

course, contact Curriculum at 215-667-9478  
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 Obtain an accurate transcript of courses completed at Graduate School 

USA. 

 Verify to the student’s employer that the student attended the course 

Emphasize that Graduate School USA will not make public any personally identifiable 

information from any student's educational records without written consent of the 

student. The Social Security Number field may be left blank (or the student's date of 

birth may be entered) if students are unwilling to provide this information. 

Special Needs 

Welcome special needs participants and spend a few minutes discussing how to 

maximize his/her learning experience. G r a d u a t e  S c h o o l  U S A  complies 

fully with Section 504 of the Rehabilitation Act of 1973 and the Americans with 

Disabilities Act of 1990. We ask agencies/participants that we be notified one month 

before class if special accommodations are required. When Graduate School USA 

receives this notification, we inform you; in most cases, you receive the information 

one to two weeks before class.  

Some examples of accommodations that may be needed include: 

 Rearranging the classroom set-up to accommodate a guide dog 

 Locating a private space for a lactating mother to use during breaks 

 Providing space for a hearing interpreter/signer(s)Electronic materials that 

can be read by screen-reader software provided by registrar’s office. 

Call your Training Management contact right away if you feel a participant's special 

needs cannot be accommodated. 

Hours of Instruction 

Graduate School USA is required to ensure that all students actually receive the 

learning units (described in Appendix C). Recognized learning units such as these 

are based on prescribed hours of training. Furthermore, their employer has likely 

paid for them to attend the class and expects to receive full value for their money. 

In today’s highly competitive training and education marketplace, it is critical that 

we meet both student and agency expectations. Therefore, it is essential that you 

adhere to the established class times to provide the full hours of instruction 

necessary for the Graduate School USA to award established learning units. 

Some participants may pressure you to adjust the class hours for various reasons. 

Inevitably, when class hours are reduced, disappointed participants and their 

employers call and write us to complain.  

To avoid being pressured to end class early, open your class with a quick review of 

the class hours and your class attendance expectations. Be sure to mention that to 

receive a certificate of completion students need to attend every class session. 

Follow these guidelines to ensure that all participants in your class receive the 

required hours of instruction. 
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 You are expected to adhere to the class starting and ending times shown 

on the Training Delivery Task Order. Do not change official class times or 

conclude class before the established end time. Failure to follow this 

policy may result in loss of future teaching opportunities. 

 If you become ill or have an emergency while delivering a class, inform 

your Graduate School USA staff contact immediately. 

Look at the Graduate School USA website for a description of the various types of 

accreditation and approvals that Graduate School USA currently holds, and their 

required hours of instruction. 

Every morning and afternoon circulate the class roster so students can verify that 

they are in attendance. 

Onsite contract officials and the supervisors of open enrollment participants can 

and do ask us for copies of the completed class roster to verify full attendance, so 

remember to distribute the class roster twice each day. If you observe that a student 

is missing (or seems likely to miss) an hour or more of class, notify your Graduate 

School USA contact about the problem right away. If, for an onsite session, the 

agency provides its own roster, students must complete both rosters each day. 

Security Measures 

Instructors are responsible for locking doors when equipment is exposed, for 

ensuring that equipment is properly secured, and for taking appropriate precautions to 

protect property. 

Classroom Conduct 

Disruptive behavior is behavior that interferes with normal learning and classroom 

functions. Examples include persistent interruption of other speakers, behavior that 

distracts the class from the subject matter or discussion, physical threats, harassing 

behavior or personal insults, or refusal to comply with the instructor’s direction. 

Should behavior problems occur, instructors should discuss with the participant, in 

private, the specific behavior expected while in class. If the participant does not 

comply, notify your Training Management contact so the participant’s employing 

agency can be contacted. 

You should not voice divisive opinions on any manner of subjects. In addition, you 

should be careful with what you discuss with regard to your private life—information about 

your dating life, excessive description of your family life, complaints about previous or current 

employers, etc., are inappropriate subjects for the classroom. Students and agencies often 

submit complaints to us when instructors digress into such topics. Please refrain from 

using profanity or vulgar language while delivering a class for Graduate School USA. 

Promote Graduate School USA Programs and Services 

Students will often have questions regarding courses and certificate programs related 

to the course they are taking. When you are teaching an on-site course, agency 

officials will frequently raise similar questions. You should promote related Graduate 
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School USA services whenever possible. Information describing our Certificate of 

Accomplishment programs, if applicable, will be included with your course 

materials. 

Administer Learning Outcomes Assessments 

To assess whether students have learned the course material and key course 

concepts, and to facilitate ongoing improvement, selected Graduate School USA 

daytime classroom courses now have pre- and post-course assessments. The results 

of the assessments are used to improve course content and delivery. Course 

descriptions, found at www.graduateschool.edu, contain the learning outcomes for 

each course. 
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Last Day of Class 

Participant evaluations are critically important in determining if course learning 

outcomes have been achieved and if we are meeting student’s needs. You are 

provided participant evaluation forms for you to distribute to students on the final day 

of class. If you have not received the participant evaluation forms by lunchtime of the 

last day of an open enrollment class in DC, contact your Training Management 

contact. Instructors conducting onsite contracts or open enrollment classes outside of 

DC should make sure they have the evaluations on the first day of class. 

On the final day of class, distribute the participant evaluations and ask all 

students to complete them. Please do not rush the process; students appreciate 

having ample time to thoughtfully complete the evaluation. 

 Remind students to use a black or dark blue ink pen or a #2 lead pencil and 

to fill in the circles on the form completely. 

 Encourage students to be candid and include written comments on the 

form. 

 Collect participant evaluations—including blank ones—put them in the 

provided envelope, and either give them to the appropriate Graduate School 

USA staffer or return them as soon as possible in the provided envelope 

(via US mail or FedEx). 

Once the class ends, return these items to Graduate School USA: 

 Class Roster (with your signature). 

 Participant Evaluations. 

 Student Information Forms. 

 Videos/DVDs, AV equipment, unused assessment instruments/tests. It is 

essential that all these items be returned to the Graduate School USA. You 

should never keep DVDs “for the next time”; many DVDs cost nearly 

$1.000 per copy and we therefore have only a certain number of them. 

They are needed for the next course, which may be taught by another 

instructor. Timely return of DVDs has been a significant issue in the past 

and we would appreciate your cooperation. 

If you are delivering a class in a Graduate School USA classroom facility, our staff will 

collect the leftover printed course materials. If you are not delivering a class in a 

Graduate School USA classroom facility, please recycle or discard the printed course 

materials. 

Provide Post-Course Instructor Feedback 

After class, as part of our evaluation process, we ask you to please provide 

feedback to us by phone or email. If your comments relate to the delivery of your 

course session, please contact your Training Management contact. If your 

comments relate to the course content and materials, please contact the appropriate 

Curriculum contact. Your input and comments are extremely helpful in our 
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continuous efforts to improve the quality of the courses and quality of the service 

we provide to you and our students. 
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Checklist for Delivering Graduate School USA Classes 

Before Class 

 Review, sign and return the Training Delivery Task Order 

 Book your travel following approved procedures. 

 Be sure you have the most current version of the course materials, including the GS PowerPoint 
presentation. 

 Verify the location of the class and whom to contact if you have any problems. 

 Determine and confirm your AV needs with your delivery point of contact. 

First Day of Class 

 Arrive early. 

 Locate your assigned classroom. 

 Make sure all of the necessary course materials and related equipment is in the room. 

 Unpack and distribute the course materials for the class. 

 Unpack and distribute the course materials for the class. 

 Review the posted emergency evacuation instructions. 

 Greet participants as they arrive. 

 Check the class roster for participant walk-ins and substitutions. Follow procedures where these exist. 

 Have participants complete the Student Information Form. 

 Welcome any special needs participants and spend a few minutes discussing how to maximize his or 
her learning experience. 

 Ensure that all participants in your class receive the required hours of instruction. 

 Adhere to the required hours of instruction. 

 Circulate the class roster so students can verify their attendance each morning and afternoon. 

 Take normal security measures. 

 Control the classroom. 

 Avoid controversial topics. 

 Promoted Graduate School USA programs and services. 

Last day of class 

 Distribute and collect participant evaluations. 

 Return course roster, participant evaluations, student information forms, Videos/DVDs, AV 
equipment, unused assessment instruments/tests to Graduate School USA. 

 Other. 

 

 Other. 
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Other Essential Issues When Teaching a Graduate School Course 

The following issues must be adhered to by Graduate School USA instructors. 

Required Use of Graduate School USA Course Materials 

We expect you to deliver a class covered by the task order using Graduate School USA course 

materials. Although you may prefer a different approach or different content, you are tasked to 

deliver the Graduate School USA course content and learning outcomes, using the course materials 

provided. You may not use your own materials or add handouts, including those in the public 

domain, that have not been approved in advance by the appropriate Curriculum staff.  

Graduate School USA respects intellectual property belonging to others, and complies with 

copyright law in all its endeavors. For that reason, you must always obtain advance approval 

from the appropriate Curriculum staff before supplementing Graduate School USA course 

materials with someone else's work, whether that is print or web, published or unpublished. 

We appreciate that you enrich your classes with your unique presentation style, real-life work 

experience, and humor. We often hear that you make material come alive for students, and 

appreciate that fact. We also know that no matter how hard we try to keep courses updated, we 

cannot possibly be as current as we might wish. We appreciate when you reference legal or 

regulatory content that has not been integrated into the course. 

However, it is required that you stay true to Graduate School USA course learning outcomes and 

content. When instructors skip content of any kind or segue into subjects not directly related to 

the course outline, we invariably receive complaints from students and their employers. 

Training Management staff have been informed that they may not make copies of handouts you 

provide to them unless those handouts have been pre-approved by Curriculum. Please do not ask 

them to do so—they will have to tell you “No”. 

Competition with Graduate School USA 

Instructors may not: 

 Use Graduate School USA products or services without permission. 

 Promote their own or any other entity’s products while fulfilling a Graduate School 

USA task order. 

 Use their business information on course materials or PowerPoints  

 Solicit business for themselves or any other entity while on a Graduate School USA 

task order. 

Other Issues 
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The Graduate School USA strives to provide an excellent classroom experience for both our 

students and our instructors. If you feel that we are not meeting that goal, please discuss the issue 

with your Training Management or Curriculum contact. 

In no case should instructors talk in a derogatory manner about the Graduate School USA in the 

classroom. Violation of this requirement may result in the loss of future teaching 

assignments. 

Managing Unexpected Events 

When encountering unexpected problems or issues, use the following guidance. 

Missing Course Materials 

If you are delivering a class at a Graduate School USA classroom facility and the 

course materials are not provided, check with Training Management staff right away 

so they can correct the problem. 

Course materials are shipped from either our designated print shop or the 

Graduate School USA copy center. If the materials were printed by Office Depot, 

you may need to look for FedEx boxes or regular shipping boxes that display 

“Impress/Office Max” as the Sender or the “Graduate School” as the sender. 

Graduate School USA ships the class roster, participant evaluations, DVDs and 

other items that must be returned to us, usually by FedEx.  

Onsite Contract Class or other Facility 

If you are delivering an onsite contract class, bring the name and phone number of 

the customer agency contact with you to class. (Graduate School USA staff will 

share the onsite contract customer’s name and phone number with you when the 

delivery assignment is arranged.) If you are delivering a class at another facility and 

cannot locate the course materials, call your Graduate School USA contact so that 

we can start working on the solution right away. We strongly recommend that you 

always bring a clean copy of the course materials with you to class. 

Open Enrollment in a Hotel or other Training Facility 

If you are delivering a class at a hotel (or somewhere other than a Graduate School USA 

classroom), and the course materials are missing, alert your Training Management 

contact and talk with the hotel staff. You may need to personally search for the boxes 

of course materials. Your Training Management contact can determine exactly when 

and where the materials were shipped. Most course materials are sent using Fed 

Express so they can be quickly tracked and located. If the materials cannot be found, 

Training Management staff will work with you to resolve the issues. 
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Inclement Weather and Emergency Closures 

For full-day closings caused by inclement weather or other emergencies, Graduate 

School USA mirrors the federal government. Timely information about full-day 

closings in particular cities will be provided on the home page of our website. If your 

students miss a portion of the class due to a full-day closing, they are permitted to 

make up that day of class at no additional tuition cost by arranging to attend the 

relevant portion of a future offering of the class. 

With late or delayed openings, Graduate School USA delays the start of sessions 

if the federal government declares a late or delayed opening. Therefore, if federal 

government offices where you are teaching announce a delayed opening, your 

session will begin according to the federal work schedule in that city on that day. 

If you have any questions about emergency full-day closures or delayed openings, 

talk with your Training Management contact. 

Medical Emergencies 

If a medical emergency occurs in class: 

 Call 911 immediately for emergency medical help. 

 If you are delivering an onsite contract class, check with your host agency 

security or training unit staff. 

 Note the name of the injured participant, and phone or email your Training 

Management contact with the information. Ask that the Training 

Management send you an Incident Report, which you should submit to the 

Vice President, Government Training and Professional Development, 

within 24 hours of the emergency.  

If you become ill while delivering a class, notify your Training Management contact 

right away. 

Make sure students understand that if they must leave due to illness, they can attend 

another session of the class at a later time at no additional cost. Have your Training 

Management contact provide the participant with the name and contact information 

for the Graduate School staff member who can arrange for the future session. 
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Delivering Classes at Graduate School USA’s Classrooms in Washington, DC 

About half of all Graduate School USA classes are held at our main office, located in the 

Capital Gallery building at 600 Maryland Avenue, SW, in Washington, DC. If you 

are assigned to deliver classes there, make sure you are familiar with the following. 

 Our offices in Washington, DC are located at the L’Enfant Plaza Metro 

stop, 7
th 

Street and Maryland Avenue, SW exit. 

 Paid parking is available at personal expense at the Capital Gallery garage, 

at the Holiday Inn, or at meters on surrounding streets. 

 Classrooms are open and available to you by 7:00 am on weekdays. 

 All classrooms have internet capability. 

 If you need any special AV/computer equipment, please call your Training 

Management contact at least one week before the class start date. 

 If you find unclaimed personal items in a classroom please give them to a 

GS USA staff member. 

 Please do not leave unattended any items of value in the classroom. 

 

Disability Services and Facilities Access 

The following individuals can be contacted for disability services, employment 

information, and facilities access. 

Disability Services 

Graduate School USA does not discriminate on the basis of disability in admissions or 

employment processes or in access to programs, facilities, or activities. The person 

below coordinates compliance with the nondiscrimination requirements of the 

Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973, as 

amended: 

 Registrar  (202) 314-3349; 600 Maryland Avenue SW, Suite 180, 

Washington, DC 20024; carolyn.nelson@graduateschool.edu 

Persons with disabilities who require alternative means for communication of 

program information (interpreters, Braille, large print, audiotape, etc.) should 

contact the Graduate School USA Special Accommodations Coordinator, at (202) 

314-3349. 

Facilities Access  

For information on facilities access, contact our facilities manager at the 600 

Maryland SW, Suite 130, Washington, DC 20024; 

orlando.davis@graduateschool.edu 

mailto:carolyn.nelson@graduateschool.edu
mailto:orlando.davis@graduateschool.edu
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Changes in Instructor Data 

Employee Instructors must report changes of name, address, telephone numbers, or 

email in writing to Caelether Matthews, caelether.matthews@graduateschool.edu, 

202-314-3305; 600 Maryland Avenue SW, Suite 130, Washington, DC 20024; 

immediately upon change. Contractors must also report such changes to their Training 

Management and Curriculum contact. 

Official Communication with Instructors 

Official correspondence from the School to Instructors will typically be sent to the 

instructor’s email address of record.  
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Appendix A 

Domestic Travel Reimbursement Voucher and 
Instructions 
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© Graduate School USA  27 

Domestic Travel Voucher Input Instructions 

This form is used to summarize your travel expenses and to submit to Accounting 

& Finance for reimbursement of the expenses. The Domestic Travel Voucher is 

found in the ADJ_TVL excel file. The file contains three worksheets. 

The data for the travel reimbursement is input into the first worksheet titled 

INPUT_DATA. 

The second worksheet, REPORT, is the one that will be printed and forwarded to 

Accounting & Finance The third worksheet, VARIABLES, contains the current 

mileage reimbursement rate. 

To ensure that you are completing your travel reimbursement with the correct 

mileage rate, use the version of the form that is on the Graduate School USA 

website. That form will be updated when the Graduate School USA makes changes 

to the mileage rate for use of a personal vehicle. 

Required Input Fields: 

All of the fields listed below are found in the INPUT_ DATA sheet of the file. 

 Name : Instructors name- payment will be made to the person listed in this 

field 

 Address:  Instructors address 

 Phone: Phone Number or email address where we can reach you, if we 

have questions 

 TOY Location: Location of Course 

 Course/Purpose : Course Title of the course you are traveling to teach 

 Course Reg 10: Registration ID for the course you are teaching. This will 

be provided to you by the Training Management staff. 

 Cost Center: The cost center that the travel will be charged to. This will be 

provided to you by the Training Management staff. 

 State Date: The day that travel began 

 End Date: The day that travel ended 

 Start Time: The time that your travel began (input in 24 hour format ie-

4PM = 16:00) End Time: The time that you travel ended (input in 24 hour 

format ie-4PM = 16:00) Type of Class: Indicate if the class is On-Site or 

Open Enrollment 
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Appendix B 

Training Delivery Task Order 
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Appendix C 

Recognized Learning Units 
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Our daytime classroom students are working professionals who come to us for 

relevant career-specific courses and certificates that will advance their career and 

personal goals. To meet their needs, Graduate School USA secures reputable 

accreditations and approvals from recognized external bodies.  

These are highlighted below and further explained on our website at 

www.graduateschool.edu/sub/AccreditationApprovals.php. We are committed to 

meeting the standards and requirements set by the following professional 

organizations and accrediting bodies, and expect our instructors to share this 

commitment by adhering to class start and end times. 

Continuing Education Units (CEUs) 

Continuing education units provide an internationally recognized permanent record of 

students’ lifelong learning experiences. Many Graduate School USA daytime training 

courses offer CEUs, which may satisfy some of the requirements for our Certificate of 

Accomplishment programs. Students receive one CEU for every ten hours of 

instruction (excluding lunch and breaks). 

Continuing Professional Education Credits (CPE) 

Many Graduate School USA daytime training courses related to acquisition, auditing 

and financial management offer continuing professional education (CPE) credit. 

States and various professional associations require certain professionals (such as 

Certified Public Accountants) to earn CPEs and document their progress annually to 

maintain their professional qualifications. Graduate School USA is an approved CPE 

program sponsor, meeting the standards set by the National Registry of CPE 

Sponsors, offered by the National Association of State Boards of Accountancy 

(NASBA). Students receive one CPE for every fifty-minute hour of instruction. 

National Association of State Boards of Accountancy (NASBA) 

Graduate School USA  is registered with the National Association of State Boards of 

Accountancy (NASBA) as a sponsor of continuing professional education of the 

National Registry of CPE sponsors. State Boards of Accountancy, which have final 

authority on the acceptance of individual courses of CPE credit, refer to the National 

Registry of CPE Sponsors to identify approved CPE program sponsors. In addition, 

Graduate School USA has sponsorship agreements with the following boards of 

accountancy that recognize us as an approved source for continuing professional 

education credit for licensing purposes. 

Sponsor and ID No.  

 National 103183 

 New Jersey 20CE00214500 New York 000762 

 Texas 009368 
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Professional Development Units (PDUs) 

The Professional Development Unit (PDU) is the measuring unit used by the Project 

Management Institute (PMI), Inc., to quantify approved learning and professional 

service activities of individuals who have earned their PMI certification. The Project 

Management Institute mandates that in order to maintain their PMI certification, 

Project Management Professionals must participate in professional development 

activities that offer PDUs. Many Graduate School USA daytime training courses 

related to project management and business analysis offer PDUs. Typically, students 

receive one PDU for every sixty-minute hour spent in a planned and structured 

learning experience or activity. 

We are a Global Registered Education Provider (REP) with the Project Management 

Institute, Inc., and also offer project management training designed by other REPs. 

REPs are organizations approved by PMI to offer project management training for 

PDUs. 

Continuing Development Units (CDUs) 

 Graduate School USA is an Endorsed Education Provider of the International Institute 

of Business Analysis (www.theiiba.org) and provides CDUs for business analysis 

training. 

Defense Acquisition University 

Graduate School USA is an approved Equivalent Provider of the Defense Acquisition 

University. The partnership provides a continuum of coursework to support the 

consistent and continuous development of the Defense Acquisition Workforce's 

capabilities as they relate to effectively and efficiently implementing the Defense 

Acquisition System. 
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Appendix D Pre-Approved Travel 

Expense Form for Adjunct Instructors 
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http://www.graduateschool.edu/content/instructors/documents 


