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UNITED STATES ARMY AVIATION CENTER

NONCOMMISSIONED OFFICER ACADEMY

STUDENT GUIDE

SECTION I

FOREWORD

This Student Guide is provided to set the rules and policies, which govern students attending the United States Army Aviation Center Noncommissioned Officer Academy (NCO Academy).  Each policy or guideline has been established to assist you in meeting the requirements for graduation.

MISSION 

The mission of the NCO Academy is to produce disciplined, highly motivated Noncommissioned Officers who are technically and tactically proficient, physically fit and ultimately provide the Army with a well-trained and professional Noncommissioned Officer Corps.

ORGANIZATION

The NCO Academy is organized under the leadership and guidance of the United States Army Aviation Center (USAAVNC) Command Group at Fort Rucker.

REPORTING DATE OF COURSE

1.  Phase I and Phase II Students will report to building 4301 on their report date no later than 0900 in PT Uniform.  
2.  The following items are required when reporting in:

a. 10 copies of orders and/or 10 copies of DA Form 1610

b. 4 copies of ERB or 4 copies of DA Form 2-1 and DA Form 2A

c. DA Form 31 (Leave form)

d. DA Form 705 (PT Card)

e. Copy of DD Form 93 (Record of Emergency Data)

f. Copy of SGLI form (SGLV-8286)

g. TASS Checklist with all areas complete
h. Identification Card

i. Identification Tags

j. Drivers License

k. Proof of Vehicle Insurance

l. Physical Profile/MRB (if have a P3 or P4 profile)
m. Over 40 screening (if applicable)

n. Motorcycle Foundation Card (if applicable)

o. Phase II only students will bring all of the above items as well.
3.  For TDY en-route personnel bring 201 file, and a DA form 31 covering your travel from the NCO Academy after your graduation to your new duty station.

4.  If any of the above items are missing on the report day, you will have 72 hours to procure missing items. Any items missing after the initial 72 hours will be grounds for dismissal from the course.

SECTION II

ARMY PHYSICAL FITNESS TEST (APFT)
Students will take the APFT during Phase II.  Failures will re-take the APFT 7 days after the original APFT date.

COURSE CURRICULUM

1.  Phase I: Common Core.  The proponent for Phase I is the United States Sergeants Major Academy (USASMA).  This is a 12 (twelve) day non-MOS specific course taught in a NCO Academy live-in environment using classroom instruction and practical application. This course uses Training Support Packages (TSP’s) and the Small Group Instruction process to teach the theory and principles of Battle Focused Common Leader Training and war-fighting skills.  This phase is a pre-requisite to attend the MOS specific training in Phase II.  The graduation requirements are; 2 (two) written examinations, a Military Briefing evaluation, and 5 (five) leadership performance evaluations (Physical Training Fitness Session, Drill & Ceremony, After Action Review, Risk Assessment, and Student Discussion Leader).  You will receive a Service School Academic Evaluation Report (AER), DA Form 1059, upon completion of Phase I.  There will be no honor considerations during this phase annotated on your DA Form 1059.

2.  Phase II: MOS specific.  The proponent for Phase II is the NCO Academy.  This is a custom tailored program of instruction that varies in length according to your respective MOS.  You will be tested in both hands-on evaluations and written examination(s).  Upon completion of this phase you will receive a second DA Form 1059.  There will be a Distinguished Graduate, Honor Graduate and Commandant’s List recipients during this phase. (see Honors Program on page 14)

SMALL GROUP INSTRUCTION (SGI)

The SGI is a means of delivering training which places the responsibility for learning on the soldier through participation in small groups led by Small Group Leaders (SGL’s) who serve as role models and mentors throughout the course.  SGI uses small group processes, methods and techniques to stimulate learning.

GENERAL POLICIES

1.  Purpose.  This section outlines the general policies of the course and explains the standards of behavior, conduct, and performance that are expected of all students.

2.  General.  In order to develop a sense of responsibility in each student, the program of instruction is designed to test each student in all aspects of performance.  The goal of this course is to train Noncommissioned Officers to be trainers and leaders.  All students are expected to strive to meet these goals every day at the NCO Academy.

NCO ACADEMY OPERATIONS

Students will obtain a pass from their SGL before entering operations for conducting business (pay problems, records updates, faxing documents, etc.).

TELEPHONE CALL RULES AND LISTINGS

1.  NCO Academy phone numbers are:  

Fort Rucker DSN prefix: 558-XXXX

Fort Rucker Commercial prefix: 255-XXXX

Fort Rucker Area Code:  (334) 

Listings                 


Bldg             Phone

Commandant



4301               3863

Asst Cmdt



4301               2179

Operations



4301         
3352/1311/2392

15 (Maintenance) Branch Chief
4301                3568
15 (Operations) Branch Chief

4301                1495

FAX 




4301                1308

Staff Pager 



(334) 713-3688

CQ 




4301               3352

2.  Receipt of collect phone calls is unauthorized.

3.  No long distance calls will be made on military phones.  

4.  Use of the DSN lines is “For Official Business Only.”  The DSN phone is located in the SGL office.  All personnel will receive permission from the SGL prior to use of the DSN line.  

5.  In the event of an emergency, the SDNCO, SGL or Branch Chief will be contacted.

HOUSING

1.  All ANCOC students, excluding those stationed at Ft. Rucker, will be housed in Fort Rucker Army Lodging.  Academy Operations makes reservations for ANCOC students that are listed in ATRRS in a “reserve” or “wait” status.  If you are not listed in ATRSS in these status’, coordinate with Academy Operations for a reservation.  Students traveling long distances to attend ANCOC can sign in to Army Lodging 1 day prior to their report date.  Please call Academy Operations at comm (334) 255-1311 (DSN 558-1311) or Army Lodging at (334) 598-5216 to confirm your reservation.  For TDY expense planning purposes, the current room rate at Fort Rucker Army Lodging is $35 per day.  Occasionally, Army Lodging is not able to provide all rooms needed for students.  If they do not have an available room, they will make reservations at off-post facilities to house students.  Off-post rooms will cost approximately $55 per day.  Your unit will fully fund your housing expenses.  It is highly recommended that each ANCOC student have an activated Army Charge Card to cover the costs of your TDY.
2.  Unless the NCO Academy has been tasked to train a large amount of BNCOC students, all BNCOC students will be housed at the NCO Academy.  You will be assigned a room when you report to the Academy.  Only during high volume cycles of training will BNCOC students stay at Fort Rucker Army Lodging or off-post facilities.  
3.  All students will be responsible for themselves and their actions while living at Fort Rucker Army Lodging or in the barracks.  Failure to comply with Fort Rucker Army Lodging policy guidelines or individual actions not considered appropriate, could result in dismissal.

MAIL ROOM

Students, unless stationed at Fort Rucker, will be required to sign for a mailbox.  The mailroom is located in the NCO Academy (Bldg. 4301).

             Address:

             RANK, LAST NAME, FIRST NAME, MIDDLE INITIAL

             CMR #1, NCOA BOX # (box number to be given at the NCO Academy)

             Ft. Rucker, AL 36362-5000

SEPARATE RATIONS

1.  Students, while attending the NCO Academy, will draw Per Diem & Separate Rations while TDY enroute or TDY and return.  

2.  Students assigned to Ft. Rucker will draw normal entitlements and not Per Diem.

TRANSPORTATION

1.  Transportation will not be provided for ANCOC or BNCOC students by the Academy or Fort Rucker.

2.  Students, while attending the NCO Academy, may use Privately Owned Vehicles (POV) or Rental Vehicles.  Authorization for the use of POVs or Rental vehicles rests solely on the soldiers’ Unit. 

3.  Students that utilize authorized POVs may log in-and-around mileage.  Rental vehicles, which have been authorized on their orders, do not log in-and-around mileage.

FINANCE STATUS WHILE ATTENDING ANCOC/BNCOC

 1.  TDY and return (DD Form 1610).

               a.  Per Diem advance may be drawn at the DFAS stated in your orders if no advance was paid at home station.  It is recommended that advance pay (if needed) be drawn prior to arrival at Fort Rucker.

               b.  Reimbursement for travel expenses will not be paid at Fort Rucker. Keep all receipts and file for reimbursement upon return to home station.

2.  TDY enroute with assignment to Fort Rucker.  Students that are assigned to Fort Rucker must sign in to their unit before reporting to the NCO Academy for in-processing. 

3.  TDY en-route to a new assignment other than Fort Rucker:

               a.  Per Diem advance can be submitted by fax to the Financial Branch listed on your orders.  Students are responsible for knowing their servicing DFAS office.
               b.  Reimbursement for travel expenses will not be paid at Fort Rucker.  Keep all receipts and file for reimbursement upon arrival at new duty station.

SICK CALL

1.  Sick call will be accomplished from 0615 and 0715 daily.  Students desiring to go on sick call will notify their SGL at least 30 minutes prior to sick call.

2.  Sick call slip (DD Form 689) will be obtained from the SGL.

3.  Transportation to Lyster Army Community Hospital will be by NCO Academy duty vehicle, military taxi or with SGL permission, POV.

4.  Upon arrival at Lyster Army Community Hospital, the student will report to Aviation Medicine, located in Bldg. 301, and sign-in.

5.  Upon completion of sick call you will sign-out and report to your SGL, turn in a copy of your sick call slip, and return to training.

6.  Students desiring to go on sick call after duty hours or on the weekend will call the TRI-CARE Triage nurse at 255-7151 for further instructions.  You must inform your SGL or the Duty NCO of your whereabouts and status during off-duty time before you proceed to the Hospital.

7.  Dental sick ca1l is from 0730-0930 Monday-Friday at Brown Dental Clinic, Bldg. 4405.  Students desiring to go on dental sick call after duty hours or on the weekend will follow the same procedures as sick call.

8.  In the event of an actual emergency you must contact your Branch Chief, SGL, CQ and/or the Staff Pager, (334) 719-5749.

AUTHORIZED ABSENCE

1.  An SGL may excuse a student for up to two hours for official military business.

2.  A student may miss no more than 48 hours (two academic days) of training.  Commandant or the Assistant Commandant must approve all absences of more than 2 hours.

3.  Anytime a student departs the NCO Academy area during the training day they will report to their SGL prior to departure and again upon return.

AUTHORIZED LEAVE

1.  Students will be authorized to take emergency leaves only.

2.  Students are only authorized to officially miss 48 hours (two academic days) of training before they are considered for relief from training (CAT-X).  Commandant or Assistant Commandant must sign their leave form prior to departure. 

3.  Relief will be considered on a case-by-case basis.

VISITATION POLICY

1.  Visitation rights for all ANCOC students are handled by the Fort Rucker Army Lodging policy.

2.  BNCOC visitation policies are posted in the CQ book at the NCO Academy.

3.  Failure to comply with these policies could result in being eliminated from course.

PASSES AND OPEN TIME

1.  Passes for Academy students are subject to approval, depending on the distance to be traveled.

2.  Open time is as directed by the Commandant.

OPEN DOOR POLICY

1.  The NCO Academy Open Door Policy will be posted on the student Bulletin board.

2.  It is strongly recommended that you exercise your chain of command to its fullest extent before using the open door policy.

3.  The Post Inspector General (IG) is available at your request.  The IG’s Office is located in Bldg. # 104: hours of operation are 0730 – 1630.

4.  In the event your chain of command cannot satisfactorily resolve your problem(s), feel free to visit the IG office after you have informed your SGL that you wish to see the Post IG, and the Academy has made an appointment with the Post IG for you.  

ARMY WEIGHT CONTROL PROGRAM

Students that do not meet initial height and weight standards IAW AR 600-9 will be denied enrollment.  At the beginning of Phase II another height and weight check will be conducted by the cadre.  Students not meeting the Army Weight Standards after enrollment will be subject to elimination IAW AR 351-1 and TRADOC Reg 351-10.

ALCOHOL AND DRUG POLICY

1.  Alcohol, drugs, or any related incidents will not be tolerated.  The Alcohol and Drug Policy outlined in AR 600-85 will be strictly enforced.

2.  Alcoholic beverages are allowed at the outside break with the Commandant or Assistant Commandant approval.

FORMATIONS

Date, times, and location for formation will be announced in the training schedule.  Under unusual circumstances, formations will be announced and it is the students’ responsibility to make needed corrections on their training schedule.

MILITARY COURTESY

1.  When reporting to the Commandant or Assistant Commandant, students will knock, enter when told to do so, halt two paces in front of their desk and say, “Sergeant Major/Sergeant, (your rank and name) reports.”  No salute is rendered.  Upon dismissal, the student will assume the position of attention, about face, and then exit the room.

2.  When the Commandant/Assistant Commandant enters the billets or dayroom, etc., the first person to see them will command the room to “At Ease.”  The senior student leader present will answer any questions or explain what actions are taking place.  This does not apply if an SGL is teaching.

3.  Student will use proper titles of rank IAW AR 600-20.

4.  Use of profanity is strictly prohibited.  

5.  Cadre will address students by rank and name.

6.  Students will address SGLs by either rank or rank and name.  “Sarge” will not be tolerated.

7.  Students will conduct themselves with strict military bearing.  Misconduct or conduct unbecoming a Noncommissioned Officer will not be tolerated and may be cause for immediate elimination from the NCO Academy.

8.  When conducting business out of the classroom, students will stand “At Ease” while addressing cadre personnel.

9.  Students will employ student-to-student and-student-to instructor courtesy as professional noncommissioned officers.

MILITARY BEARING PERSONAL APPEARANCE

1.  It is the policy of the NCO Academy that all students maintain the highest standards of personal appearance and bearing to include practicing proper military courtesy at all times.


a.  Students are required to set the standards of military appearance.



b.  Students will be inspected daily by the student leaders and their SGLs. 

2.  The following items will be inspected:

a.  Headgear for proper cleanliness, serviceability, and fit.

b.  Haircut and mustache in compliance with AR 670-1

c.  Insignia of grade for proper placement and properly subdued.

d.  The uniform will be inspected for serviceability, cleanliness, fit, neatness and strings.

e.  All patches (i.e. name tags, unit patches, etc.) will be checked for serviceability and proper placement.

f.  The BDU uniform will present a neat appearance.

g.  Earplugs will not be displayed on the uniform.

h.  Footgear will be cleaned and shined IAW AR 670-1.

3.  Black leather gloves, IAW AR 670-1, will be worn when field jackets are worn, unless the SGL dictates different

4.  Fad type prescription glasses are unauthorized.  While in formation, sunglasses are not authorized.   Nothing will be attached to glasses while in uniform.

5.  Sunglasses will not be worn during duty hours unless prescribed by a physician.  If you require sunglasses you must bring your profile.

CLOTHING REQUIREMENTS

1.  Upon arrival each student will sign a statement stating, that they have in their possession all items and quantities of personal uniforms as outlined in CTA 50-900 and AR 670-1, Appendix E, Table E-1.

2.  Para 1-4, AR 700-84, states, “Enlisted personnel will have in their possession in a serviceable condition, at all times, the items and quantities of personal uniforms clothing issued to them.  Personnel attending the academy 1 April through 30 September need not bring winter clothing items.
3.  Students have 96 hours to procure any items of missing required clothing.  Failure to obtain the required clothing items will result in a negative counseling and may result in elimination from the course.

4.  All personnel will wear all authorized awards and decorations for Class A uniforms.

5.  In addition to the clothing and equipment list, each student is advised that the following items should be purchased for their convenience and safety:

               Lock, key/combination (combination recommended)               2 ea.

 
   Shoes, shower                                                                            1 pr


   Socks, White



                             as needed


   Suitable sleeping attire (required)                                             as needed


   Personal Hygiene items (soap, deodorant, etc)                         as needed


   Brasso                                                                                         1 can


   Comb and/or brush                                                                     1


   Hangers                                                                                     as needed


   Shoeshine equipment                                                                 1


   Washcloth, brown                                                                      1

                Bag, barracks



                              1

                Shoes, Gymnasium/Running

                              1

7.  The following items are required for the Dining-In.

a.  Males: Shirt, white, long sleeve and Bow Tie.
b.  Females: Blouse, white, and Black Neck Tabs.  

8.  BNCOC students are encouraged to limit personal clothing because of limited wall locker space.

DINING-IN

Each cycle will have a Dining-in/Graduation Dinner, which the students are responsible for organizing and running under SGL supervision and guidance.  The uniform will be the Army Dress Blue or the Army Dress Green Uniform as outlined in AR 670-1 for social functions after retreat.  (Females must wear the skirt.)   All students will participate in the Dining-in/Graduation Dinner.

FRATERNIZATION

Fraternization between NCO Academy students and Initial Entry Training (IET) soldiers or NCO Academy Cadre is strictly prohibited.
SEXUAL HARASSMENT

Sexual Harassment is a violation of the high standards of honesty, integrity, and organizational values necessary for carrying out the Army mission.  Each of us has a responsibility for maintaining those high standards.  Sexual harassment will not be tolerated, and is grounds for dismissal/elimination.

SMOKING/DIPPING

Smoking/Dipping is permitted behind the NCO Academy under the pavilion (known as “The Mushrooms) only.  NCO Academy students will not smoke or dip in the presence of Initial Entry Training (IET) soldiers.  Cigarette butts will not be thrown on the ground.  There will be ABSOLUTELY NO SMOKING/DIPPING in the building or to and from the parking lot.

EATING/DRINKING

Drinking and eating will be allowed in classrooms and the break area as long as students continue to police the area and keep the desktops clean.  Students may place a coffee pot in the classroom for their use as long as a high state of police is maintained in and around the area.

SECTION III
ANCOC/BNCOC STUDENT GUIDELINES

1.  While attending ANCOC/BNCOC you will be afforded many opportunities.  Your technical skills will be enhanced immensely.  For those soldiers not working in their MOS, this training should increase their proficiency.  You will also be introduced to new changes or procedures and become familiar with new equipment in the inventory.

2.  Your leadership skills will be enhanced through temporary leadership positions.   You will conduct physical training, drill and ceremonies, inspections and classes on military subject, and Common Leader Combat Skills.

3.  Upon successful completion of this course, graduates are authorized to wear the NCO Professional Development Ribbon with the number “3” affixed for ANCOC and the number “2” for BNCOC.

ACADEMIC/LEADERSHIP/PHYSICAL TRAINING EVALUATIONS

1.  Preparation of Academic Evaluation Report:

a.  Guidelines for evaluating all students in the areas of performance and demonstrated ability will be IAW AR 623-1.

b.  DA Form 1059.  Service School Academic Evaluation Report (AER) forms are used to complete the evaluations at the end of each phase.

c.  AERs are completed and submitted by the NCO Academy to PERSCOM where they filed in each student’s Official Military Personnel File (OMPF).

d.  SGLs appointed for each class are responsible for completion of DA Form 1059.

2.  Leadership Assessment.  Each student will be evaluated in various leadership positions. Leadership assessment is an important tool to assess a student’s leadership ability.  These assessments are used to counsel students on their leadership abilities.  

3.  Physical Training Evaluations.  The purpose of the student evaluation for physical     training is to ensure that NCOs are capable of performing the required steps.  The

objective is not to “teach” physical training exercises but how to conduct physical training IAW FM 21-20.

COMMANDANT’S INSPECTION

1.  The Commandant’s inspection is a tradition used to instill more attention to detail, discipline, teamwork, pride, and espirit de corps in Noncommissioned Officers attending BNCOC.  Noncommissioned Officers can then take what they have learned and apply it to the soldiers at their home station. 

2.  BNCOC students will be shown the proper way to conduct inspections in order to prepare for the Commandant’s Inspection. Class Platoon Sergeants will coordinate with other platoons for standardization of the inspection

HONOR CODE

1.  A United States Army Aviation Center NCO Academy student will not cheat, steal, or lie, nor tolerate those who do or those withholding knowledge thereof.

2.  The President of the United States of America has reposed special trust and confidence in your patriotism, valor, fidelity, and ability.  He has charged you with the responsibility for maintaining these ideals.  A fundamental prerequisite of excellence of character is honor.  Deviation of this compromises this special trust.

3.  The United States Army Aviation Center NCO Academy Honor Code is the application of ethics and conduct expected of senior enlisted personnel in the United States Army and is an essential element in the character molding of an individual.  It demands complete integrity in word and deed and permits no deviation.  Adherence to the spirit of the Honor Code is expected at all times.  Violations of the Honor Code, intentional or unintentional, must be reported.

HONORS PROGRAM

1.  The Honors Program is based on the “whole soldier” concept and is used to recognize those students who have shown outstanding ability in academic and soldiering skills and designate them as “Distinguished Graduate”, “Honor Graduate”, and “Commandant’s List”.  This is limited to the top 20% of each class.
2.  The Honors Program will not be included in Phase I of the Advanced or Basic Noncommissioned Officer Course.

3.  Phase II will have Distinguished Graduate, Honor Graduate and Commandant’s List awardees.

4.  Designation as Distinguished Graduate, Honor Graduate and Commandant’s List will be annotated on the student’s DA Form 1059.

5.  DEFINITIONS:  

a.  Distinguished Graduate.  The Distinguished Graduate is the soldier who achieves a first time “GO” in all written and performance evaluations, the highest cumulative Grade Point Average (GPA=Written + Performance) of at least a 90%, receive NO negative counseling and demonstrate the “Whole Soldier Concept” and display superior performance throughout the course.  The Distinguished Graduate will receive a diploma reflecting “Distinguished Graduate” and recognition at graduation.  

b.  Honor Graduates.  Honor Graduates are soldiers who have met the requirements for “Distinguished Graduate” and performed academic and leadership skills in an outstanding manner.  An Honor Graduate will receive a diploma reflecting “Honor Graduate “ and recognition at graduation.

c.  Commandant’s List: All other students who have met the requirements for “Distinguished Graduate” and performed academic and leadership skills in an outstanding manner.  Students placed on the Commandant’s List will receive special recognition on their AER and during the graduation ceremony.

ELIMINATIONS

1.  The Following infractions may result in a student being eliminated from the NCO Academy:

a.  Drinking or having in their possession alcoholic beverages in any area or at any time not specifically authorized. 

b.  Charged with DUI, either on or off post.

c.  Exceeding Body Fat standards IAW AR 600-9and AR 350-1.

d.  Failure to be at the appointed place of duty at the designated time.

e.  Academic deficiency.

f.  Conduct unbecoming of a soldier and noncommissioned officer.

g.  Violation of the pass/open time/visitation policy.

h.  Receiving a positive urinalysis.

i.  Missing training without proper authority.

j.  Having unauthorized visitors in the billets.

k.  Any violation of UCMJ.

2.  Students missing more than 48 hours or 2 days of academic class who are relieved from the Academy will have their AERs annotated as such.   Their commander will be notified of their relief and the actions that they may take IAW AR 351-1.

NOTE TAKING PROCEDURES    

Current policy for the NCO Academy does not allow students to highlight or underline recoverable material.  Marginal or individual notes are allowed on non-recoverable material but the notes cannot make reference to TLOs or ELOs.  Students may not tab recoverable material.   Failure to comply with this policy could constitute cheating which could lead to elimination from the course. 

SECTION IV

DUTIES AND RESPONSIBILITIES FOR STUDENT LEADERSHIP POSITIONS

1.  Student leadership positions will be rotated to ensure that each soldier has an opportunity to perform in an evaluated position at least once.  The chain of command will be utilized to its fullest extent.  Only under special circumstances will bypassing the chain of command be tolerated.  If problems of a personal nature arise and confidentiality is desired, time must be requested, through the chain of command, to see the appropriate authority.

2.  RESPONSIBILITIES:  Student leadership position responsibilities are as follows (duties include but not limited to):

a.  Student First Sergeant:

(1) Conducting formations.

(2) Accountability of personnel.

(3) Inspect Platoon Sergeants areas of responsibility daily (to include BNCOC).

(4) Be familiar with the NCO Academy Student Guide.

(5) Keeping the platoon sergeants well informed (to include BNCOC).

b.  Student Platoon Sergeant:

(1) Assume the duties of the First Sergeant in their absence (1st PSG).

(2) Accountability of personnel.

(3) Prepare duty roster for clean up of common areas.

(4) Inspect common areas for proper maintenance daily.

(5) Keep the platoon members well informed.

(6) Inspect the platoon’s area of responsibility daily. 

(7) March the platoon to and from all functions. 

(8) Conduct a police call in area of responsibility.

(9) Inspect platoon’s uniform prior to formation.

(10) Inspect squad leader area of responsibility. BNCOC only

c.  Student Squad Leader: (BNCOC)

(1) Ensure squad members are accounted for.

(2) Prepare duty roster for clean up of common areas.

(3) Inspect common areas for proper maintenance daily.

(4) Keep the squad members well informed.

(5) Inspect the Squad’s area of responsibility daily. 

(6) March the platoon to and from all functions. 

(7) Inspect squad’s uniform prior to formation. 

d.  Student Chain of Command (responsibilities include but are not limited to):

(1) Ensure all personnel are accounted for.

(2) Ensure the highest state of military professionalism is maintained.

(3) Ensure Cadre is kept well informed.

(4) Handle all matters at the lowest level possible but inform the Cadre chain of command.

CLEAN-UP

1.  Students are responsible for all floors inside Bldg. 4301 and the entire outside area.

2.  Clean-up and maintenance of buildings will include but is not limited too:

a.  Hallways and common areas will be kept at a high state of cleanliness at all times.

b.  Empty all trashcans daily.

c.  Dust all pictures, doorframes and ventilation vents weekly or as needed.

d.  Entire outside area of NCO Academy buildings policed and sidewalks swept daily.

e.  Outside area raked as directed by NCO Academy Cadre.

3.  Each classroom will be maintained in the highest state of police before, during and after classes.  Each SGL will inspect his/her classroom to ensure proper cleanliness.

4.  Clean-up and maintenance of classrooms will include but is not limited to:

a.  Emptying all trashcans daily.

b.  Vacuuming carpet daily.

c.  Ensuring all screens and windows are down and locked.

d.  Dusting all pictures, windowsills, wall lockers, and legacies daily.

e.  Cleaning the tops of tables and the dry erase boards daily.

f.  Ensuring all training equipment not needed immediately is put away.

g.  Maintain all wall lockers in a high state of police.

h.  Defrosting of refrigerators as needed.







//S//

ROGER KINGSTON

CSM, USA

Commandant
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