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Chapter 1

General

1.1 References.


a.  AR 135-175, Separation of Officers


b.  AR 135-178, Enlisted Separations


c.  AR 135-200, ADT, Annual Training, and ADSW of Individual Soldiers


d.  AR 351-1, Individual Military Training and Education


e.  AR 600-9, The Army Weight Control Program



f.  AR 635-200, Enlisted Personnel 


g.  TRADOC Reg. 351-10, Institutional Leader Training and Education


h.  NGR 600-200, Enlisted Personnel Management


i.  FM 21-20, Physical Fitness Training  


j.  FM 25-100, Training the Force


k.  FM 25-101, Battle Focused Training

1.2 Philosophy

The primary training goal of any military unit is to be prepared to execute its wartime mission.  To this extent, it is the responsibility of this unit and it’s command to ensure all personnel are capable of performing their wartime function.  Permitting anything less is a disservice to the individual soldier, the National Guard, and the United States, in addition to being a waste of valuable military resources.  There are three major components required to fulfill our primary training purpose.


a.  Our Soldiers must be properly trained in both their duty Military Occupational Specialty (MOS) and common soldier tasks. (Individual Training)


b.  Teams/sections/squads capable of properly utilizing their personnel to complete their wartime missions as prescribed by the unit’s METL. (Collective training)


c.  Competent leaders capable of effectively employing individuals and sub-units to achieve the maximum combat potential of the unit.  (Leader Development)

1.3 Purpose: This SOP is designed to establish policy and procedures that address Individual Training.

1.4 Applicability: This SOP applies to all personnel assigned and attached to this unit.  As used in this SOP, “individual” and “soldier” are used interchangeably and include all personnel regardless of rank.

1.5 Distribution: All sections and teams will be furnished a copy of this SOP.  Section and team leaders are responsible for ensuring that their subordinates are familiar with this SOP.

1.6 Responsibilities

a.  The Commander holds overall responsibility for ensuring that unit members are properly trained for the duties to which assigned.  In order to do this, the Commander, 1SG, and Readiness/Training NCO will closely coordinate their actions.  IAW NGR 600-200, the Commander will assign individuals to the duty position for which they are most qualified.
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b.  The First Sergeant and Readiness/Training NCO are delegated the task of ensuring soldiers are fully qualified for their duty position.  Soldiers requiring formal schooling or Distance Learning courses will be scheduled for training following the procedures outlined in this SOP.



(1) To accomplish this task, the Readiness/Training NCO is designated as the unit POC for processing requests for individual training.

1.7 Goals of the Individual Training Program: NGR 600-200 Chapter 5, para 5-3.c, states that Commanders are to qualify all soldiers as soon as possible through the best available means. With this in mind, the goal of this unit’s individual training program is to ensure that we meet a minimum standard of 90% MOSQ.


a.  To achieve this goal, all personnel in the unit not already qualified will be given one year from the date of assignment to become MOS qualified.


b.  Personnel who are not qualified, both prior, and non prior service, and who do not become qualified within the time limit specified by current regulation, will be processed for separation as outlined in: AR 135-175 Chapter 4, Sec II.4-4 (14)(Officers) or, AR 135-178 Chapter 6, Sec I.6-3 (1),(a) (Enlisted). 


c.  Exceptions will be granted to this policy for MOS’s requiring extensive training, and having a course duration of more than 6 months.  In this case, evidence of significant progress must be submitted to the Commander.


d.  Any soldier who fails to show for a scheduled course may be subject to disciplinary action in accordance with current command policy.


e.  Any soldier returned to the unit because of Academic, Physical, or Height & Weight related failure, will be subject to disciplinary action.  This may include reassignment, or discharge from the Army National Guard under the provisions of AR 135-175 (Officers) or AR 135-178 (Enlisted).
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Chapter 2

Individual Training

2.1 Overview of the Army Formal Training System


a.  The Army Training Requirements and Resource System (ATRRS) is the primary means utilized by the National Guard to manage training.  It consists of a centralized training management database that is accessed by computer. Components of ATRRS include: Automated Training Application System (AATAS), Course Administration, Quota Management, and Time-Share Option (TSO) the Report Generator.



(1) ATRRS training is available on CD-ROM as a Computer Based Training Program (CBT). The CD is available from the State POTO Office.  This program interacts through the internet with ATRRS, and will provide the user a course of instruction, with a course certificate, upon completion. 



(2) AATAS is used to submit training applications.  Applications are submitted at the first level (Unit) of command with ATRRS access, and forwarded through the Chain of Command. 


b.  Training, Readiness & Operations Unit Planning, Execution and Resourcing System (TROUPERS) is a report engine that draws information from numerous databases to provide senior leadership information regarding budgeting, obligation and execution of various accounts, including schools accounts.  The goal is to allow leaders to react more quickly to changing resource requirements

2.2 Determining Requirements for Army Formal Training

The Readiness/Training NCO is responsible, (with command guidance) for determining the training requirements of unit personnel and reporting these requirements to higher Headquarters.  The Readiness/Training NCO will:


a.  Audit Unit Manning Report (UMR) to determine individual training requirements.


b.  Update the TROUPERS/AFAM report provided to higher headquarters.


c.  For each course that is required for an individual, a review of AR 611-201, DA Pam 351-4 (www.atrrs.asm.com), and the ATRRS SL (scope and prerequisites) screen will ensure the soldier meets the pre-requisites.



(1) If the soldier has shortcomings which are correctable, the soldier will be formally counseled by the Commander, (See Appendix B), and given 6 months to fulfill the pre-requisites.




(a) At any time during the six month period, if the soldier meets the pre-requisites he/she will be submitted for required schools following the process outlined in section 2.3.




(b) Should the soldier fail to meet the pre-requisites by the end of the six month period, he/she will be formally counseled by the Commander and reassigned or processed for separation under the provisions of AR 135-175 (Officers) or AR 135-178 (Enlisted).




(c) In cases where the failure is due to reasons beyond the soldier’s control, an extension may be authorized at the appropriate level. This will be done on a case by case basis, and sufficient documentation will be provided to support the extension.
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(2) If the soldier has shortcomings which are not correctable, the soldier will be counseled by the Commander (See Appendix B) and transferred to a qualified position. If the soldier is not fully qualified for the new position, they will then be processed for training according to this SOP.


d.  After the review is complete, a final list will be compiled that details the courses required for each soldier.  When consolidated, this list will be considered the unit’s individual training requirement.  This document will be updated regularly. 

2.3 Processing School Applications

The Readiness/Training NCO will process all school applications for the unit.

a. For each individual who requires a formal school, either AC or RC, or enrolls in a correspondence course, the Readiness/Training NCO will personally meet with the individual.  A Request for Training (See Appendix A) will be completed.  The soldier will indicate the time frame for which they are available to attend training.  Additionally, the soldier will sign the Soldier Acknowledgement Statement (bottom of Appendix A) to verify that they are aware of the significance of “No Showing” for a class, or arriving at the school in an “unqualified” status.

b.  The Readiness/Training NCO will then enter the application or forward it to the first level within the command that has ATRRS access.  In the comment block of the application, a note will be made indicating if the soldier can attend on short notice.  Additional information currently required by TAG policy will also be included.

c.  No soldier will be scheduled for a school without meeting the following: “Upon arriving at a school, students must be fully capable of performing supporting individual tasks and the critical tasks required in the next lower level course”.  We WILL NOT send a soldier to school who is not qualified to attend, or who so marginally meets Army standards that their success would be highly unlikely. This is the STANDARD as directed by TRADOC Regulation 351-10.


(1) Copy the ATRRS class statistics for Quota Source, the (R6) display, for the required course.  This will allow the individual to select dates for which the state currently has quotas.


(2) Copy of MOS requirements as listed in AR 611-201.


(3) Copy of course prerequisites by accessing DA Pam 351-4, and using both the “SL” and “PR” screens in ATRRS.


(4) Copy of the Reservations by Student (RS) display.

d.  Once the 1SG/Commander signs the application, the training will become the primary funding priority for the soldier for that particular FY.  The soldier will not be cancelled from their course to perform other unit events.  Should lack of school funding require that the training be performed “in lieu of AT”, and the soldier’s participation at “AT” or other unit event is deemed critical, the Commander will request an additional AT or ADT period.
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e.  The application will be processed in accordance with state policy.


f.  The original Request for Training with the Soldier Acknowledgement Statement will be maintained in the individual’s training file.

2.4 Monitor Application and Soldier Status: It is critical that the status of both the application and the soldier be monitored to ensure prompt notification of the soldier and proper utilization of school quotas.


a.  The Unit Readiness/Training NCO will monitor the status of all pending applications for unit personnel and do the following:



(1) Check ATRRS at least weekly.




(a) Once the application becomes a reservation, submit the request for orders and notify the soldier of the reservation.




(b) If the application has not turned to a reservation 30 days prior to class start date, notify the soldier and coordinate for an alternate class date (unless the soldier has indicated, as noted in the comment block, to availability on short notice).





(i) Waits in ATRRS will not “roll” to a reservation within 30 days of class start date.





(ii) If a quota becomes available within 30 days of the course start date, reconfirm the soldier’s availability and coordinate with higher headquarters to reserve the quota and publish orders.


c.  The Readiness/Training NCO will also monitor soldiers’ status and ensure they are ready for their courses. 



(1) Verify that the soldier is capable of performing the required supporting individual tasks.  This determination will be at both the First Line Leader and Readiness/Training NCO’s discretion.



(2) All courses require that soldiers have a current APFT and meet height and weight requirements IAW AR 600-9 and AR 350-41.  Therefore, 30-45 days prior to class start date the soldier will be administered a diagnostic APFT and weigh-in (unless course pre-requisites require a record test).




(a) Any soldier who fails to meet Army standards (or the course standards if it has specific requirements) will be immediately cancelled from the course, orders revoked, and formally counseled by the First Sergeant.  Subject to other provisions in this SOP, the soldier will be granted 6 months to come into compliance with Army standards and re-submit a school application at the First Line Leader and First Sergeant’s discretion.




(b) Soldiers who barely meet minimum standards will be scheduled for another diagnostic APFT and weigh-in approximately 2 weeks prior to the course start date.  For soldiers who barely meet the minimum standards on this second evaluation, the Commander and First Sergeant will make the decision as to whether the soldier will be permitted to attend.

Notification of the Soldier: From the time an application is submitted until the soldier returns from school, it is important that the Readiness/Training NCO and the soldier remain in contact.  It is the SOLDIER’S responsibility to keep the unit informed of address changes, phone number changes, changes in medical condition, etc.  It is the Readiness/Training NCO’s responsibility to keep the soldier informed on the status of the training application.
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a.  As soon as possible after publication of the orders, the unit will notify the soldier and provide the soldier copies of the orders.



(1) In addition to orders, the soldier will be provided with a copy of the School Header Information (SH) screen from ATRRS and any other available information related to the course such as “Read Ahead” packets, and equipment lists.



(2) A copy of the Soldier Information Sheet (See Appendix D) will also be provided.


b.  If the orders are published less than 30 days prior to the course start date, the Readiness/Training NCO will publish a non-military letter addressed to the solder’s employer in the format at Appendix C.

2.6 Actions Upon Completion of Training/Release From Course

The training process does not end when a soldier departs for school. There are still several actions that must be taken upon the completion of training and/or release from a course.


a.  Soldier.



(1) Immediately upon returning from school (or the next business morning if returning during non-duty hours) notify the Readiness/Training NCO of return.



(2) Within 5 days after completion of training, soldiers will report to the Readiness/Training NCO for a debriefing.



(3) Copies of DA 1059, diploma, release documents, etc. will be provided to the Readiness/Training NCO.



(4) A travel voucher (DD 1351-2) with supporting documents will be submitted.


b.  Readiness/Training NCO.


(1) Update the unit’s individual training document.



(2) Soldiers requiring additional training will be reminded of their obligation to complete the further training.



(3) Complete appropriate actions to update the individual’s personnel file and the SIDPERS database.
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Chapter 3

Distance Learning

3.1 Overview

Distance learning uses information age technologies to increase the number of soldier trained at home station.  Community quality of life is also enhanced through opportunities for shared usage of ARNG distance learning facilities. It is a rapidly expanding program and is sure to play a key role in the future of Individual Training.

3.2 Forms of Distance Learning: Distance Learning takes many forms as outlined below.


a.  Army Correspondence Courses. This system is well established and several hundred courses are offered. A list of current courses can be obtained through the Army Correspondence Course Catalog, (DA Pam 351-20).  Soldiers can now apply for most courses through ATRRS.  All other application procedures are detailed in the Army Correspondence Course Catalog.


b.  Video Teleconference/Tele-training (VTT): This program combines technologies that provide two-way audio and video and has the capability to integrate and transfer imagery and data generated by other multimedia technologies.  This capability provides instructors with enormous flexibility and interactivity.  For example, merging computer-based training and VTT combines individual-paced instruction, drill and practice, and simulation with the electronic training platform data-transfer capability.  Several classes are now offered and VTT classrooms have been established state-wide with the goal of having a facility within 50 miles of any student.  Check with your RNCO office to find a current list of locations.


c.  Instructional TV (ITV).  Although this program does not provide the interactivity of VTT training, it allows students to learn through “watching TV”.  The program is still undergoing development but is up and running and provides a good supplement to other forms of instruction.  The Readiness/Training NCO will coordinate with the Bn Operations NCO at 315-438-3063 for a current list of programs available.


d. Computer Based Training (CBT): This consists of instructional material provided on CD-ROM or through on-line training centers.  The advantage of this program is the ability to “study at home”.  The programs are interactive and provide current doctrine.  It also offers the advantage of providing “refresher” training without the need to take time off work.  Additional benefits are the ability to focus on weak areas as determined by the testing module.  The Readiness/Training NCO will coordinate with the Bn Operations NCO for a current list of programs available.

3.3 Unit Policy

Distance Learning is the wave of the future, with a combination of the above serving as an effective cost alternative, or as a supplement to, resident training.  All soldiers are encouraged to take advantage of Distance Learning programs.  The Readiness/Training NCO will maintain a distance-learning “library”, and lists of all available courses will be posted on the unit bulletin board.  The Readiness/Training NCO will maintain a file for all courses applicable to the unit, including pre-requisites and application procedures.  For other courses, the Readiness/Training NCO will access the information through the Internet.  Since DL is a quickly developing program, the Readiness/Training NCO will download updated listings regularly.
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a.  Current Course Catalog information can be found at: http://www.asmr.com/atrrs/

b.  Current TRADOC information can be found at: http://www-dcst.monroe.army.mil

c.  Current NGB information can be found at: http://pub.ngpec.org/ or http://www.virtualarmory.com/home-public.asp.












Commander's First Mi. Last Name












Rank, Branch












Commanding

DISTRIBUTION: A+

Commander, 27th Infantry Brigade NYARNG, ATTN:  S-3

Annexes:

A - Request for Training

B - Counseling Statement Comments

C - Letter to Soldier's Employer for Less Then 30 Days Notification

D - Soldier Information Sheet

E - Formal Training Checklist
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Request for Training

Personal Information:

SSN:___________ NAME:____________________________________ RANK:_____ DOR: ______

HOR: ____________________________________________________________________________



Address



City

State

Zip

HM PH# (      )_______________ WK PH# (     )________________ PGR/CELL# (     )___________

MARITAL STATUS:    Married   Single   Single w/Deps                  # Deps___________

SCTY CLNC: _____  DUTY POSITION: _____________________ PEBD: _______ ETS: _______

HT:_______ WT:________  LAST APFT: (DATE) ________ (SCORE)_______         MRD:_______

Requested Course:

COURSE TITLE:_______________________________ LOCATION:______________

SCHOOL CODE: ______ COURSE #: _________________ PEBD:_____ ETS:_____




1ST CHOICE

2ND CHOICE

3RD CHOICE

CLASS #

__________
__________
__________

START

__________
__________
__________

ARE YOU AVAILABLE TO ATTEND ON SHORT NOTICE? ____ HOW SHORT? _______

*NOTE: IAW AR 135-200, to attend a school of 15 days or less in duration you must have one year remaining in service.  For courses greater than 15 days you must have 2 years remaining in service.  This application can not be processed if you do not fulfill this requirement.

Soldier Acknowledgement:

I acknowledge that I am required to maintain my fitness for this course.  Should I fail to show for any scheduled course that shows a “reservation” in ATRRS or arrive unqualified to attend training, I may be subjected to disciplinary action or separated from the National Guard.  In the event of some unforeseen event I cannot attend my scheduled date or will be unable to meet training qualification, I will immediately notify the Unit Training NCO to cancel and reschedule training in compliance with unit policy and SOP.

SIGNATURE OF APPLICANT: __________________________________ DATE: __________

IMMEDIATE SUPERVISOR: ____________________________________ DATE: __________

1SG/COMMANDER’S APPROVAL: ______________________________ DATE: __________
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Counseling Statement Comments

6 Months to Meet Training Pre-Requisites

As a soldier within the National Guard, you are required to become fully qualified for your duty MOS.  A records audit indicates that you still require the following courses:


(Insert courses here)

Currently you do not meet all the pre-requisites for attendance at this course.  In order to meet the pre-requisites you must accomplish the following:


(State pre-requisites here)

You will be given 6 months to meet these pre-requisites and submit a training request for the required course(s).  Your actions are to be coordinated through the unit Readiness/Training NCO.  Should you fail to complete the pre-requisites within this time frame you will be considered for discharge from the National Guard IAW AR 635-200 (enlisted) or AR 635-100 (officer).

You will be given 1 year from the date of this counseling to complete your training.  If your training is of 6 or more months in duration this date will be extended on the condition that you are actively attending training.

1 Year to Become MOSQ

As a soldier within the National Guard, you are required to become fully qualified for your duty MOS.  To accomplish this, you will be given 1 year from the date of this counseling to complete your training.  If your training is or 6 or more months in duration this date will be extended on the condition that you are actively attending training.

In order to complete your training, you require the following courses:


(Insert courses here)

You are directed to meet with the unit training NCO to apply for these courses.

If, at the end of 1 year you have not completed the training, you will be discharged from the National Guard IAW AR 635-200 (enlisted) or AR 635-100 (officer).

Reassignment for Failure to Meet MOSQ Pre-Requisites

In accordance with unit policy, I have directed that you be reassigned within the unit as (duty position).  This action is a result of your failure to meet training pre-requisites for your previous position.  A record review shows that you do, however, meet the training pre-requisites for this new position.  You will be given 1 year from the date of this counseling to complete your training.  If your training is of 6 or more months in duration this date will be extended on the condition that you are actively attending training.

In order to complete your training, you require the following courses:


(Insert courses here)

You are directed to meet with the unit Readiness/Training NCO to apply for these schools.
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If, at the end of 1 year, you have not completed the training, you will be either reassigned or discharged from the National Guard IAW AR 635-200 (enlisted) or AR 635-100 (officer).
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Letter to Soldier’s Employer for Less Then 30 Days Notification

ABC Corp

123 Main St.

City, ST 00000

Dear Mr. (Mrs.) Boss,

One of your employees, Super Soldier, is a member of the National Guard and serves a vital role in our unit.

For people who are members of the National Guard, it is occasionally necessary to attend training courses above and beyond their initial training.  While we attempt to keep these additional requirements to a minimum, I’m sure you would agree that having highly trained soldiers is vital to both the state and the nation.

In order for Super Soldier to become a more valuable asset to the National Guard, it is necessary for him/her to attend some further military training.  We do make every attempt to ensure our soldiers, and their employers, are notified of this training in a timely manner.  Sometimes factors beyond our control prevent this from happening.  Such is the case with Super.

We have been notified that Super has been approved for, and directed to attend, a military training course from (departure date) to (return date).  A copy of  Super’s orders are enclosed.

I want to personally extend my apologies for the short notification and any inconvenience Super’s absence may cause you and your company.  I am sure that you’ll find, however, that the training he/she receives will not only benefit the National Guard, it will also prove beneficial to your company, and well worth the amount of time invested.

Should you have any questions or concerns, please feel free to contact me.  I may be reached at (000)  555-9999.








I.B. The Boss








Commander
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Appendix D (Soldier Information Sheet) to SOP 3-12, Individual Military Occupational Specialty Training SOP, 427 Support Battalion NYARNG, 1 November 2001

Soldier Information Sheet

Policies Regarding Army Formal Training.

1.  Failure to attend scheduled training (a class for which ATRRS shows a reservation) is unacceptable and will result in disciplinary action and/or discharge from the National Guard.

2.  Personnel who report for scheduled training and are unqualified to begin training (APFT failure, tape test failure, etc.) will be subject to disciplinary action or/or discharge from the National Guard.

3.  You are responsible for ensuring that you are capable of performing all supporting individual tasks for the course.

4.  Unless you specifically indicate availability to leave on short notice, the last possible date to submit a school application is 30 days prior to the class start date. 

5.  If, between your application date and your class start date, you find yourself unable to attend class, you must immediately notify the Readiness/Training NCO who will cancel your application and reschedule you for a different class date.

6.  On the day of your departure for school, telephonically “sign out” with the Readiness/Training NCO.

7.  Should you have to leave the course prior to graduation, through no fault of your own (school says you’re not on the list, class is overbooked, etc.) you are to immediately contact the National Guard Advisor (AC Schools), and the unit for guidance.  The advisor at the school is often able to rectify most situations.  You should depart from the school only upon the recommendation of the ARNG advisor and approval of the unit.

8.  Immediately upon returning home from a school, you will contact the Readiness/Training NCO to advise of your return. If it is after duty hours, contact should be made on the next duty day.  You will schedule your debriefing.

9.  Within five days of returning from school, you will report to the Readiness/Training NCO, turn in copies of all documents (DA 1059, Completion Certificate, awards, etc.) and complete a DD Fm 1351-2 Travel Voucher, for reimbursement of out-of-pocket expenses.

10.  Any Questions regarding the above information should be directed to the Readiness/Training NCO at your unit.
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Annex E (Formal Training Checklist) to SOP 3-12, Individual Military Occupational Specialty Training SOP, 427 Support Battalion NYARNG, 1 November 2001

Formal Training Checklist

Soldier:_____________________________
SSN:___________________

School: ____________
Location: ____________________________

Course: ________________________
Mode of Travel:_____________

Class #: _____

Report Date: _________  End Date: _________

	Event-NLT 
	120 days prior
	45 days prior
	30 days prior
	15 days prior
	2 days prior
	5 days after

	Counsel soldier
	X
	
	
	
	
	

	Submit application
	X
	
	
	
	
	

	Info sheet to soldier
	X
	
	
	
	
	

	Check ATRRS
	X
	X
	X
	X
	X
	

	PT Test
	
	
	X
	
	
	

	Weigh-in
	X
	
	X
	
	
	

	Request orders
	
	X
	
	
	
	

	Orders to Soldier
	
	
	X
	
	
	

	Debrief Soldier
	
	
	
	
	
	X

	Employer Letter
	
	
	X
	X
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