Individual Training Section (ITS) Classroom User Agreement
1. Instructor will inventory classroom’s contents and sign for the keys to classroom and its contents.

2. Instructors are responsible for the safe keeping of all equipment, furniture and training aids within the classroom.

3. Do not remove any contents from the classroom without approval from ITS facility management personnel. 

4. Instructor must immediately report any damage to furniture, equipment, and training aids to ITS facility management personnel.

5. It is highly recommend that instructor appoint a class leader for the class to help with cleaning the classroom and properly disposing of garbage and recyclables at the end of class.
6. All classroom trash will be placed in the dumpster.  All recyclables will be placed in the recyclable containers outside behind the building. DO NOT place classroom trash in the trash cans inside the hallways or outside entrance doors. 
7. Ensure that tables, chairs, and equipments are put back in their proper place and ready for the next incoming class.

8. Ensure that all windows are closed and locked at the end of the day.
9. Return keys and any training aids signed out back to the ITS facility management office.
· Computer Lab Classrooms
· NO FOOD or DRINKS of any kind are allowed near the computers. The ONLY
place food and drinks are allowed are the tables placed at the back of the room for that purpose. Instructors and/or class leaders are responsible for enforcing this rule. 
Failure to comply with any of these policies will result in terminating the use of the classroom.
Additional Instruction for After Duties Classes

1. Instructor will ensure that students do not block lock any entrance doors.
2. Check classroom windows and entrance to ensure that they are locked prior to leaving for the day.

3. Report any problems to the ITS facility management staff via email: lewisdptmsitb@conus.army.mil ASAP.

      I ___________________ have read and understand the physical security rules and checklist. I further understand that failure to follow these guidelines will result in the loss of classroom usage privileges.
Signature:  ________________________________
Date
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