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MARI NE CORPS ORDER P1510.94 WCH 1

From Commandant of the Marine Corps
To: Di stribution List

Subj :  STANDI NG OPERATI NG PROCEDURES FOR RESI DENT ENLI STED
PROFESSI ONAL M LI TARY EDUCATI ON (SHORT TI TLE: SOP FOR
RESI DENT ENLI STED PME)

Ref : (a) MCO 1553. 1B (The Marine Corps Training and
Educati on Systen)
(b) MCO 1553.2 (Managenent for Marine Corps Forma
School s and Training Centers)
(c) MCO 1553.3 (Marine Corps Unit Training Managemnent)
(d) MCO P1553.4 (Professional MIlitary Education)

Encl: (1) LOCATOR SHEET

1. Purpose. To prescribe policy for the conduct of Marine
Corps resident enlisted Professional Mlitary Education (PME)

2. Background. Significant changes have taken pl ace regarding
the philosophy and structure of Marine Corps PME. References
(a) through (d) are the cornerstone policy docunents which
support these progressive changes. Formal enlisted PME, once
an opportunity available to a select nunber of Marines, is now
a requirement of all Marines above the grade of corporal

Addi tionally, NCO Basic Courses/NCO Schools, presently under

the cogni zance of | ocal commanders, are being consolidated under
the cogni zance of the President, Marine Corps University.

3. Action. Addresses will famliarize thenselves with this
Manual and be guided accordingly. During the consolidation
phase, NCO Basic Courses will conformto the provisions of this
Manual .  Annual ly, during the nonth of August, this SOP will be
revi ewed by the President, Marine Corps University.
Recomendati ons for changes or revisions to this SOP should be
forwarded to the President, Marine Corps University, via the
chai n of comrand

4. Reserve Applicability. This Manual is applicable to the
Mari ne Corps Reserve
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5. Certification. Reviewed and approved this date.
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By direction

W. E. BOOME
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MARI NE CORPS ORDER P1510.94 Ch 1

From Commandant of the Marine Corps
To: Di stribution List

Subj :  STANDI NG OPERATI NG PROCEDURES FOR RESI DENT ENLI STED
PROFESSI ONAL M LI TARY EDUCATI ON ( SHORT TI TLE: SOP FOR
RESI DENT ENLI STED PME)

Encl: (1) New page inserts to MCO P1510. 94
(2) List of Effective Pages

1. Purpose. To transmt new page inserts and direct pen
changes to the basic Mnual

2. Action

a. Renove pages 1-3 through 1-6, 3-3, 3-4, and Appendi xes
D, E, and G Replace with the correspondi ng pages in encl osure

(1).

b. Page 1-7, paragraph 1006.6, line 5; delete "NCOBC' and
insert "Sergeants Course"

c. Page 1-7, paragraph 1006.7; add: "c. Conmanders will
ensure the Command Screeni ng Checklist (appendix A) is properly
conpl eted and signed."

d. Page 2-3, paragraph 2001.2, line 2; change "...the CG
of the host base/station.." toread "...the CECO of the
host..."

e. Page 2-3, paragraph 2001.3, delete the words "acting
for the Director, MAGIEC

f. Page 2-3, paragraph 2002.1la, add the foll owi ng sentence
to the end of the paragraph: "References (a) through (d)
provi de additional guidance regardi ng the conduct of Marine
Corps formal schools.”

g. Page 2-4, paragraph 2002.1b, line 4; change "...the
| ocal CG MARSCHOOL..." to read "...the local CGE CO
MARSCHOOL. . . "

h. Page 2-4, paragraph 2002.1c, line 1; delete "...NCO
Basic..." and insert "...Sergeants..."

i. Page 2-4, paragraph 2002.1c, line 3; delete "..MAGIEC. ."
and insert "..Training and Education Division (CG MCCDC (C46))."
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j. Page 2-4, paragraph 2002.2c, line 1; change the first
sentence to read: "IAWreference (b), annual..."

k. Page 2-4, paragraph 2002.2d, line 1; delete "NCO Basic,
SNCO Car eer, and SNCO Advanced Courses..." and insert "All
courses..."

|. Page 2-5, paragraph 2003.3; delete the entire paragraph
and insert the follow ng:

"3. Distinguished Graduate Awards. All resident enlisted PVE
schools will have a Distingui shed Graduate program for

recogni zi ng acaden ¢ achi evenent. The Marine Corps

Prof essional MIlitary Education/ Trai ni ng Awards Program

(MCO 1650.31 ) defines the policies for the adm nistration of
these awar ds.

a. Honor Graduate. The student achi eving the highest
curmul ati ve average (based on first-attenpt test scores) will be
recogni zed as the class Honor Gaduate.

b. Distinguished Gaduates. All students achieving a
cumul ati ve average of 95.0 or higher (based on first-attenpt
test scores) will be recognized as D stingui shed Graduates.”

m Page 2-5, paragraph 2003.4c, line 2; change to read as

follows: "...averages for Distinguished Gaduate honors."
n. Page 2-6, paragraph 2004.2, line 3; change "...the |ocal
CG MARSCHOOL..." to read "...the local CE CO MARSCHOOL. . ."

0. Page 3-5; add the following to the top of the page:
" (2) Reporting seniors will subnit a "not observed”
acadenmic fitness report with appropriate section C conments on"

p. Page 3-5, paragraph 3006.2b, last |ine; change "...host

CG.." toread "...host CGCO"

gq. Page 3-5, paragraph 3006.2b(2), line 5; change
"...returned to parent unit..."” to read "...returned to the
parent command..."

r. Page 3-6, paragraph 3010.1, line 3; delete the words
"...Director, MAGIEC (STD)..." and replace with "...Di rector,
Trai ni ng and Education Division (CG MCCDC (C 461))..."

s. Page 3-6, paragraph 3010.2, line 4; delete the words
"...Director, MAGIEC (PBD)..." and replace with "...Di rector,
Trai ni ng and Education Division (CG MCCDC (C 463))..."
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t. Page 3-7, paragraph 3012, line 3; delete "(TU 050P)"
and replace with "(C 400P)".

u. Page 3-7, paragraph 3012, line 4; delete "The D rector,
SNCO Acadeny, MCCDC..." and replace with "The Sergeant Maj or,
v. Page B-1; delete paragraph 3.
w. Page H1; delete the terns "Individual Records
Adm ni stration Manual ,"” "Marine Air-Gound Training and

Education Center," and "Nonconmi ssioned Oficer Basic Course."

3. Summary of Changes

a. Sergeants Course. To further enphasize the focus of
the curriculum the NCO Basic Course (NCOBC) has been
redesi gnated the Sergeants Course.

b. Distinguished Gaduate Awards. The Di stingui shed
Graduate Program has been nodified to provide a fairer system
of recognition. The present systemrecognizes the top 10% of
each class as Distinguished Graduates. Conceivably, a student
with a 93 average might not be in the top 10% of one class, while
a student with an 88 average is in the top 10% of another. As
this honor is nmentioned in the student’s fitness report, it is
appropriate that the systembe as fair as possible.

Accordi ngly, the Distinguished Graduate Program now recogni zes
the top student in each class, regardless of final cumnulative
average, as the Honor Graduate, and all students with a final

cumul ati ve average of 95.0 or higher as Distinguished

G aduat es.

c. Command Rel ationships. As a result of MCCDC
reorgani zation, a nunber of conmand rel ati onshi ps have been
nodi fied. They are spelled out in Figure 1-1 and are
summari zed as foll ows:

(1) The Director, Marine Air-Gound Training and
Educati on Center (MAGIEC) is now the Director, Training and
Education Division (CG MCCDC (C 46)). As such, he is
responsi bl e for the funding of fornal PME schools and programns
and is the approval authority for Progranms of Instruction,
Course Descriptive Data, and overall education policy.

(2) The Marine Corps University is now a separate
entity, (moved from under the MAGTEC unbrella) answering
directly to the CG MCCDC. The President, MCU al so serves as
the CG Marine Corps Schools, Quantico.
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d. CO_Marine Corps Schools, Kaneohe Bay, H . The
original Mnual incorrectly placed the stand-al one NCO Basic
Course at MCAS Kaneohe Bay, HI, under the OPCON ADCON of
COMCABVEST. The CO, MCAS, Kaneohe Bay, H is now recognized as
the CO, Marine Corps Schools, Kaneohe Bay, H, to accurately
reflect the command rel ati onshi p which has existed all al ong.

e. After-Action Report Content. Accountability of student
TAD funds is now acconplished by assigning each student a
separate TON nunber. The course After-Action Report has been
expanded to include a recapitul ati on of TON nunber
utilization.

4. Change Notation. Significant changes in the revised pages
for this Change are denoted by an arrow (>) synbol.

5. FEiling Instructions. This Change transmittal will be filed
imredi ately followi ng the signature page of the basic
Manual .

6. Certification. Reviewed and approved this date.

DI STRI BUTI ON: PCN 10201657501

Copy to: 7000110 (55)
7000063 (50)
8145005 (2)
7000099, 144/8145001 (1)



MCO P1510.94 Ch 1
11 Mar 93

LOCATOR SHEET

Subj :  STANDI NG OPERATI NG PROCEDURES FOR RESI DENT ENLI STED
PROFESSI ONAL M LI TARY EDUCATI ON ( SHORT TI TLE: SOP FOR
RESI DENT ENLI STED PME)

Locati on:

(I'ndicate location(s) of copy(ies) of this Mnual.)

ENCLOSURE ( 1)



1. The following is a list of pages in effect after

t hi s Change.

t he basi ¢ Manual

MCO P5600. 31E.

LI ST OF EFFECTI VE PAGES

MCO P1510.94 Ch 1
11 Mar 93

insertion of

M ssi ng pages shoul d be obtai ned by requisitioning

and/ or pertinent change in accordance with

| Page Ch | Page | Page Ch| Page Ch |
I I I I I
| MCO P1510.94 | [ | |
| 4 Feb 92 0| 1-5 | 3-1 0| E1 1 |
I I I I I
| 2 0| 1-6 | 3-3 1] F1 0 |
I I I I I
| 3 1] 1-7 | 3-4 1] G1 1 |
I I I I I
| 4 1] 2-1 | 3-5 0] G2 1 |
I I I I I
| 5 1] 2-3 | 3-6 0| H1 0 |
I I I I I
| 6 1| 2-4 | 3-7 0| H1 0 |
I I I I I
| i 0| 2-5 | A1 0 | |
I I I I I
| i 0| 2-6 | B-1 0 | |
I I I I I
| 1-3 1] 2-7 | CG1 0 | |
I I I I I
| 1-4 1] 2-8 | D1 1| |
I I I I I

ENCLOSURE ( 2)
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RECORD OF CHANGES

Log conpl eted change action as indicated.

Change Dat e of Dat e Si gnature of Person
Nunber Change Ent ered Ent eri ng Change
1 11Mar 93 | NCORPORATED DUR REVI EW
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CHAPTER 1

| NFORMATI ON/ ORGANI ZATI OV RESPONSI BI LI TI ES

1001. GENERAL. Professional Mlitary Education (PME) is the
lifelong study of the foundations of the military profession
providing individual Marines with the skills, confidence,
under standi ng, and vision to nmake sound nilitary decisions in
progressively nore demandi ng | eadership positions. PME has as
its primary theme the effective enploynent of conmbat forces at
the tactical, operational, and strategic |evels of war.

1002. MARINE CORPS PME PROGRAM The Marine Corps PME program
is a dynam c system for educating Marines throughout their
careers. It identifies areas that should receive enphasis at
each | evel of education and provides guidelines for PME
institutions in structuring their curricula. The professiona
devel oprment of enlisted Marine | eaders consists of a progressive
integration of Marine Battle Skills Training (MBST) and

Prof essional MIlitary Education. MBST is a four-phase program
(Basic Warrior Training, Marine Conbat Training, Marine Leader
Trai ni ng, and Sustai nment Trai ning) that provides an expandi ng
foundation of basic conbat skills, |eadership skills, and the
devel opment of the Marine’'s ability to plan and supervi se basic
conbat training. PME focuses on developing mlitary judgenent
as the Marine | eader advances in grade.

1003. RESI DENT ENLI STED PME REQUI REMENTS BY GRADE. The
followi ng resident PME requirenments have been devel oped in a
bui | di ng bl ock progression to provide each enlisted Mrine

with the requisite skills and know edge to advance successful ly
to the next higher grade:

1. Private through Corporal - None.

>2. Sergeant - Sergeants Course

3. Staff Sergeant - SNCO Career Course (SNCOCC).

4. Qunnery Sergeant - SNCO Advanced Course ( SNCOAC).
5. First Sergeant/Master Sergeant - Regi onal sem nars.

6. Sergeant Mjor/ Master Qunnery Sergeant - Annua
Synposi um

9
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>1004. SOURCES OF RESIDENT ENLI STED PME. The mission of the
Marine Corps University (MCU) is to devel op, recomend,

i npl enent and nonitor resident and nonresident PME policies and
progranms for all Marines, Regular and Reserve. Under the

cogni zance of the President, MCU, regional SNCO acadeni es and
st and- al one Sergeants School s provide resident (or "formal")
PME to all enlisted Marines.

1005. ORGANI ZATI ON AND COMVAND RELATI ONSHIPS. Figure 1-1
depicts Marine Corps resident enlisted PME organi zati on and
comrmand rel ati onshi ps.

1006. CGENERAL RESPONSI BI LI Tl ES

1. Commandi ng General., Marine Corps Conbat Devel opnent
Command (CG MCCDC)

a. As Commandi ng General, Marine Corps Schools (CG
MARSCHOOL) exercises operational control, technical direction,
and coordi nation of all Marine Corps PME school s.

b. Advises and gui des Marine Corps conmanders of the
operating forces, bases, and stations, in all matters
relating to PME, including, but not limted to, devel opnent of
educati onal objectives, oversight of unit-level and forna
school managenent procedures, and proponency for worl dw de
Mari ne Corps PME support resources.

c. Develops and inplenents policy and prograns for the
professional mlitary educati on of Marines.

d. Approves Progranms of Instruction (PO) for all resident
and nonresi dent PME courses.

>2. Director, Training and Education Division (CG MCCDC (C 46))

a. Provides the staff expertise required to assist the CG
MCCDC/ CG MARSCHOCOL i n the devel opnent and i npl ement ati on of
policy, plans and prograns for training and educating al
Regul ar and Reserve Marine Corps personnel and units.

> b. Ensures that the Director, Marine Corps Institute,

pl ans devel ops, and adm ni sters nonresi dent PME prograns that
either parallel or supplenent resident Marine Corps PME

cour ses.

1-4
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CG, MCCDC

CG, MARINE CORPS SCHOOLS

g
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.
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DIRECTOR,
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MARINE CORPS UNIVERSI

TY

CG, MARINE CORPS SCHOOLS

1006

DIVISION QUANTICO, VA
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DIRECTOR, X
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CG7, MARINE CG, MARINE CO, MARINE ' CG, MARINE CG, MARINE
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Figure 1-1.—-Organization/Command Relationships
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>3. Commandi ng General s/ Commandi ng Oficers of Commands Wi ch
Host Formal Schools. Host conmanders, as CE CO MARSCHOOL for
their respective base/station, exercise operational and

adm nistrative control over their resident formal schools.

They al so provi de budgetary support (sourced from CG MCCDC

(C 463FM) and infrastructure support to the resident school and
have disciplinary authority over pernmanent personnel and
students.

4. President, Marine Corps University. The President, MU
devel ops, reconmends, inplenents, and nonitors the resident and
nonresi dent PME policies, plans, and progranms for all Marines,
Regul ar and Reserve. Specific responsibilities include:

> a. Oversight of all PME school operations in the Marine
Corps. Inplenentation of academ ¢ standards for all resident
enlisted PME schools is routinely executed via the regiona
CGE CO MARSCHOOL.

b. Coordination with the Trai ning and Education Divi sion
MCCDC, during the devel opnent, eval uation and revision of
trai ning standards and educati onal objectives, PME schoo
PO’ s, nonresident instruction, and professional self-study.

c. Review and update of the Marine Corps Professiona
Readi ng Program

d. Participation in the devel opnent, docunentation, and
refinement of warfighting doctrine and practice throughout the
Mari ne Cor ps.

e. ldentification of Marine Corps-w de PVE support
requi renents.

f. Provision of adm nistrative and training support for
international mlitary students assigned to PME school s at
MCCDC

>5. Director, SNCO Acadeny/ Sergeants Schoo

> a. The directors of the regional SNCO Academ es and the

st and- al one Sergeants Schools are responsi ble for the execution
of their institution’s mssion and the daily functioning of
their respective schools. Directors receive academ ¢ gui dance
fromthe President, MCU.  Policy guidance will be transmtted
through the OPCON chain of conmand. Wen originating fromthe
Presi dent, MCU, policy guidance will be passed to the regional
CGE CO MARSCHOOL, and then dissem nated, as appropriate, to
school directors for inplenentation

1-6
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b. To assure a tinely and unfettered flow of ideas and
information within the enlisted PME organi zation, directors are
aut hori zed direct conmunications with the President, MCU
regarding solely academ c natters

6. SNCO Acadeny, MCCDC. The SNCO Acadeny at Quantico, VA is
designated the "l ead school,"” and as such, is responsible for
the preparation, subm ssion, and naintenance of course
descriptive data (CDD), and PO’s. Reproduction of supporting
materials for the Sergeants Course, SNCOCC, and SNCOAC is a
shared responsibility between Quantico and Directors at all PME
sites.

7. Commanders

a. Commanders are responsible for ensuring that their
Marines are provided the opportunity to satisfy PME
requi renents.

b. Commanders will ensure that Marines are fully qualified
to attend prior to assigning themto school

c. Commanders will ensure the Command Screeni ng Checkli st
(appendix A) is properly conpleted and si gned.

1-7
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CHAPTER 2

OPERATI ONS AND PCLI CY

2001. GENERAL

1. Operational control (OPCON) is defined as the authority

to performthose functions of command over subordi nate forces

i nvol ving organi zi ng and enpl oyi ng commands and forces, assigning
tasks, designating objectives, and giving authoritative direction
necessary to acconplish the m ssion. OPCON does not, in and of
itself, include authoritative direction for logistics or matters
of administration, discipline, internal organization, or unit
training.

2. OPCON over PME schools is exercised for the CG MARSCHOCOL by
the CE CO of the host base/station or a designed. Policies and
procedures are defined in host base/station directives.

3. The President, MCU, prescribes acaden ¢ and performance
st andards and devel ops, inplenents, and reviews course curricula
for all resident enlisted PVE schools.

4. School directors are responsible for effecting coordination
w th external agencies providing support for academ c functions
via the host comrander’s operational chain of conmand.

5. Unit commanders are responsible for ensuring that students

satisfy enroll nent prerequisites set forth in reference (c).

2002. PROGRAM MANAGEMENT PQOLI Cl ES

1. Fundanental Operational Gui dance

a. The Formal Schools Catal og (NAVMC 2771) pronul gates
the purpose of each formal PME course and provides a synopsis
of the approved scope of instruction. It also provides student
eligibility criteria, quota nmanagenent procedures and genera
gui dance regardi ng the conduct of Marine Corps formal schools.
Ref erences (a) through (d) provide additional guidance
regarding the conduct of Marine Corps formal schools.

b. Resident enlisted PVE schools exist to train and
educate Marine NCO s/ SNCO s. They are not physical fitness
academ es or drill instructor schools. Accordingly, directors
shall attenpt to educate all students enrolled in their courses
of instruction. Wen a student fails to conplete the appropriate
nonr esi dent program or has denonstrated an inability to conplete
the prescribed course due to gross nonconpliance (i.e., can't

2-3



2002 SOP FOR RESI DENT ENLI STED PME

read, physically or nedically unable to participate, etc.), the
student will be disenrolled in accordance with procedures found
i n paragraph 2004.2 of this SOP. Letters of nonconpliance wll
be forwarded to unit conmanders via the |ocal CGE CO MARSCHOCOL,
regardl ess of the disposition of the student.

c. The SNCO acadeni es and stand-al one Sergeants School s
wi || conduct courses of instruction that conformw th the CDD
contained in the PO approved by the Director, Training and
Educati on Division (CG MCCDC (C46)) .

d. Directors are responsible for the overall
i npl enentation of respective courses of instruction. M nor
nodi fications to PO’s nay be made by the director to
accommodat e schedul ing constraints or for the purpose of
val i dating contenpl ated course inprovenents.

e. Conferences, sem nars, and synposia conducted in
relation to enlisted PME will be a coordinated effort between
the director, the host commander, and the President, MCU.

2. Course Devel opnent and Review. The SNCO Acadeny, MCCDC,
wi || devel op courses in accordance with gui dance fromthe
Presi dent, MCU.

a. Course Content Review Board. The Course Content Review
Board (CCRB) is an ad hoc comrittee tasked with evaluating the
quality and rel evancy of the course of instruction. CCRB s
wi |l be conducted by directors as required. Results and
recomrendations will be forwarded to the President, MU

b. Directors Conference. Directors and their academ c
SNCOC s will attend a conference sponsored by the SNCO
Acadeny, MCCDC, at |east annually, for the purpose of
addr essi ng acadenic and policy issues, coordinating policy and
procedural changes and conducting a Marine Corps-w de CCRB.
Results and reconmendations will be forwarded to the President,
MCU.

c. Inspection. |In accordance with reference (b), annual,
on-site assistance visits will be conducted by the President,
MCU to assist in inproving the efficiency and effectiveness of
i nstructional prograns.

d. External Evaluation. Al courses will conduct a survey
of their graduates for the purpose of course evaluation and to
assess the effectiveness of curricula in preparing graduates for
their warfighting duties.

2-4
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2003. CURRICULUM PALI Cl ES

1. Teaching Methodol ogy. PME curricula should be designed to
facilitate an appropriate mx of reading, witing, ora
presentations, case studies, sem nars, practical application
exerci ses, wargamng, |ectures and filns; whichever nost
clearly and effectively conveys the nateri al

2. Gading Acadenic Performance

a. Al examnations will be adm nistered on a
nmast ery/ nonmastery basis. Mastery | earning occurs when a
student perforns to a predeternm ned | evel those tasks required
by the | earning objectives. A grade average of 80 percent is
consi dered as passing ("mastery") for each graded event.
Speci fic academ c performance criteria may be found in the
i ndividual PO’s for each course.

b. The grading process will not include curves or quotas
that dictate nunbers or percentages of passing
grades/ fail ures.

c. Objective evaluation nmethods, when appropriate, may be
utilized when they nore accurately assess student strengths and
weaknesses (i.e., drill, |eadership, techniques of nilitary
instruction).

3. Distinguished Gaduate Awards. All resident enlisted PME
schools will have a Distingui shed Graduate program for
recogni zi ng academi ¢ achi evenent. The Mari ne Corps
Professional Mlitary Education/Training Awards Program

(MCO 1650. 31) defines the policies for the adnministration of

t hese awards.

a. Honor Graduate. The student achi eving the highest
cunmul ati ve average (based on first-attenpt test scores) will be
recogni zed as the class Honor G aduate.

b. Distinguished Gaduates. All students achieving a
curmul ati ve average of 95.0 or higher (based on first-attenpt
test scores) will be recognized as D stingui shed Gaduates.

4. Renediation Procedures

a. Resident enlisted PVE schools are not responsible for
rai sing deficient Marines to acceptable |evels of reading
conpr ehensi on, physical fitness or personal appearance. They
are, however, tasked with educating all enrolled students.
Therefore, directors will set up renedial prograns for Marines
encountering difficulties with the course of instruction

b. One retest is authorized for any graded event.
Directors may waive the retest linmtations on a case-by-case
basi s.

c. Initial test scores will be used in conputing
cumul ati ve averages for Distinguished Graduate honors. Al
passing retest scores (80 to 100) will be scored as 80 for

curmul ati ve average conputation when deternining satisfactory
course conpletion. Four initial test failures or two initia
test failures and two retest failures are grounds for academc
di senrol Il ment. (See Appendi x E)
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d. Admnistrative disenrollnments for reasons beyond the
control of the student will not reflect adversely on performance
evaluations and will not preclude re-enroll nent when the
situation is resol ved

2004. STUDENT POLIClI ES

1. Enrollnment. Attendance is open to all personnel who
satisfy the basic enrollnment prerequisites. Appendix Ais a
command screeni ng checklist which will be used to ensure that
potential students satisfy these requirenents. Marines with
permanent or tenporary physical/nedical waivers should not
normal |y be accepted to attend resident courses. However
exceptions may be granted by Directors if the Marine can
participate in drill, field exercises, and certain portions of
the physical conditioning program

2. Disenrollnment. Faculty nenbers nay recommend that a
student be disenrolled for a nunber of reasons. Authority to
disenroll a student rests with the Director and with the | oca
CGE CO MARSCHOOL or his designate. Disenrollnment cases are
resolved on an individual basis and any actions will be
coordinated with the parent unit through the chain of command.
The decision to disenroll will not be taken lightly and will be
based on common sense and what is in the best interests of the
Marine invol ved and the Marine Corps. Students nmay be
disenrolled for the follow ng reasons:

a. Administrative

(1) Nonconpliance with Course Prerequisites

(a) Wien a student is not in conpliance, the
director shall notify the commander of the parent unit via the
| ocal chain of command. A sanple letter of nonconpliance is
provi ded in appendi x B

(b) Nonconpliance does not warrant disenroll nent
in all cases. For exanple, while a student who has not
conpl eted the required nonresident programw |l be disenrolled
and returned to the parent unit, a student who is having
difficulty reading or is not in good physical shape may be
retai ned and provided additional help to overcone the probl em
In either case, the director will forward a letter of
nonconpl i ance. |f the student is subsequently disenrolled, a
separate disenrollnent letter (appendix C) will be forwarded to
the unit conmander via the local chain of command.
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(2) Energency Leave. Students granted energency | eave
for a period in excess of 3 training days are subject to
adm ni strative disenrollnment. Consideration will be given to
the proposed duration of enmergency |eave, the student’s
performance to date, and the specific period of instruction the
student woul d be missing. A disenrollnment |etter (appendix C
will be forwarded to the unit commander via the |ocal chain
of comand.

(3) Cancellation of TAD Orders. A student may be
adm nistratively disenrolled if the Marine's TAD orders are
cancell ed by the command originating the orders. A
disenrollment letter (appendix C will be forwarded to the unit
commander via the | ocal chain of commuand

(4) Medical. A student may be nedically disenrolled
upon the recommendati on of a nedical officer and approval of the
director. Consideration will be given to the extent of injury,
the duration of the medical condition, the student’s ability to
participate in the course, and the student’s overal
performance. A disenrollnment letter (appendix C wll be
forwarded to the unit commander via the |ocal chain of
command.

(5) Family/Financial Hardship. Pre-enrollnent
screeni ng shoul d preclude attendance by any student with
existing famly/financial problens. However, should problens
arise during the course of the school, a Marine may be
adm ni stratively disenrolled. A disenrollnment letter
(appendix C) will be forwarded to the unit comrander via the
| ocal chain of command

(6) Unprofessional Conduct. A student who is found
guilty of an offense under the Uniform Code of Mlitary
Justice, is convicted by civil authorities, does not
denonstrate the | eadership traits normally expected of a NCO or
SNCO, or whose attitude (unnotivated/ apathetic) adversely
affects the perfornance of others, may be disenrolled.

A disenrollnment letter (appendix C) will be forwarded to the
unit conmander via the local chain of commuand.

b. Academic Failure. A student who does not mamintain a
satisfactory | evel of academ c achievenent is subject to
academi c disenrollnent. Disenrollnment will be based on the
student’s inability to satisfy PO standards as well as
recomendati ons fromthe course SNCO C regarding the student’s
overall performance. A disenrollnent letter (appendix C will
be forwarded to the unit commander via the |ocal chain of
command.
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2005. FACULTY POLI CI ES

1. Personnel Assignment. Particular attention should be placed
on the screening of directors, course SNCO C s, chief
instructors, and advisor/instructors. These Marines are the
educators and role nodels for future SNCO s and therefore nust
possess a high degree of maturity, |eadership, and
professionalism CMC (MW w Il screen and assign only the

hi ghest caliber NCOs and SNCOs to fill these significant and
demanding billets. Directors will be assigned in cooperation
with the Sergeant Major of the Marine Corps and the President,
MCU, utilizing the director profile found at appendix D. The
desired instructor profile is found at appendi x E

2. Faculty Developnent. Directors are responsible for
conducting active, continuous, faculty devel opment prograns.
These may incl ude professional devel opnment seninars, reading
requirenents for the entire faculty, and attendance at Mari ne
Corps or conmmand sponsored school s such as Instructiona
Managenment School. The President, MCU, has the authority to
establish courses of instruction for faculty devel opnent and
curriculum devel opnent staffs and require attendance at such
cour ses whenever he deternmines that the need exists.
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CHAPTER 3

ADM NI STRATI ON AND REQUI REMENTS

3001. GENERAL

1. Administrative control (ADCON) is defined as the direction
or exercise of authority over subordinate or other

organi zations in respect to admnistrative natters such as
personnel managenent, supply, services, and other matters not
included in the operational m ssions of the subordinate or

ot her organi zati ons.

>2. ADCON over PME schools is exercised by the CG CO of the
host base/station or a designee. Additionally, the CE CO of
the host command or his designee is responsible for |ogistics
support, budgetary support (sourced from CG MCCDC (C 463)), and
the exercise of the mlitary justice system

3. PME schools will adhere to the administrative policies and
procedures regardi ng correspondence control, records
managemnent, disbursing, etc., defined by the the |oca
commander .

3002. CLASSI FIED MATERIAL. Cassified material will be
handl ed i n accordance with OPNAVI NST 5510.1. As a general rule,
classified material will not be prepared/ held at any enlisted
PME site.

3003. CORRESPONDENCE

1. Correspondence will be prepared in accordance with the Navy
Correspondence Manual (SECNAVI NST 5216.5) and this Manual .

2. The director will devel op appropriate procedures for
handling the internal correspondence matters of the educationa
institution.

3004. COVWAND SCREENI NG CHECKLI ST. Parent conmmands wil |
i nclude a conpl eted copy of appendix A with the service record
book of each student at the tine of enrollnent.

3005. DI SC PLI NE

>1. Authority to admnister mlitary justice (i.e., Article 15
hearings, investigations, and courts-martial) rests with the
host CGE CO or his designee.
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>2. Directors who believe a student should be the subject of
i mredi ate disciplinary action should report the circunstances
and the reconmended forum for adjudication to the host CGE CO.

>3. The determ nation as to whether or not the student should

be prosecuted at the school site or returned to the parent
command i s made by the host CGE CO

3006. PERFORMANCE EVALUATI ONS

1. Per manent Per sonnel

> a. SNCO Acadeny directors are designated as the reporting
senior (fitness report or Conduct and Proficiency marks, as
appropriate) for all personnel other than course instructors.
The reviewing officer and "third officer” for sighting adverse
fitness reports shall be designated by the CE CO of the host
command.

> b. Directors of stand-al one Sergeants Schools and SNCO
Acadeny course SNCO C s are designated as reporting seniors
(fitness report or Conduct and Proficiency marks, as
appropriate) for all instructors and/or support personnel
assigned to their course. SNCO Acadeny directors will serve as
reviewing officers for fitness reports witten by course

SNCO Cs. The reviewing officer and "third officer” for

st and- al one Sergeants Schools will be designated by the CE CO
of the host conmand.

> c. Fitness reports on directors will be submitted by the
CGE CO of the host comrand or a designate.

2. Students. Upon departure fromtheir parent conmmand,
students should receive a "to TAD" (TD) fitness report. Upon
conpl etion of a course of instruction, the student receives a
"from TAD' (TD) fitness report. Upon disenrollnment froma
course of instruction, the student receives a "from TAD' (TD)
fitness report. No other reports are required during the
period of TAD except for "grade change" (GO .

a. Successful Conpletion of the Course

> (1) "Not observed" fitness reports will be

subm tted on each student conpleting the prescribed course.
(see appendix F). Course SNCO C s/directors of stand-al one
Sergeants Schools are designated as reporting seniors for these
reports. SNCO Acadeny directors are designated as revi ew ng
officers. Reviewing officers for stand-al one Sergeants School
wi |l be assigned by the host CGE CO

3-4
Ch 1



SOP FOR RESI DENT ENLI STED PME 3008

(2) Reporting seniors will subnmit a "not observed”
academic fitness report with appropriate section C comments on
each graduate. Standard section C statenments will include the
followi ng: course title, final grade, and if appropriate,

di stingui shed graduate (see appendi x F for exanples). C ass
standing will not be reported. Sections B and C nay also cite
exceptional perfornmance such as cl ass | eader, individua
awards, etc.

b. Disenrollnent. A student nay be disenrolled for a
variety of reasons. In all cases, the director will be the
reporting senior. The reviewing officer will be assigned by
the host Cd CO

(1) Administrative Disenrollnent. |In cases of
adm nistrative disenrollnment, students shall receive a "not
observed" fitness report with section C remarks indicating the
reason for disenrollnent (i.e., nedical problem energency
| eave, fam |ly/financial hardship, parent command request,
etc.).

(2) Disciplinary Disenrollnent. In cases of
di sciplinary disenrollnent, students shall receive a "not
observed" fitness report with section C remarks indicating the
UCM) offense found guilty of. The Marine reported on is
required to sign item?24 of section DO If the Marine is being
returned to the parent unit for adjudication of an all eged
of fense, section C remarks will not mention the alleged of fense.

(3) Acadenic Disenrollnent. |In cases of academc
di senrol | nent, students shall receive a "not observed" fitness
report with section C renmarks indicating the reason for
disenrollment (i.e., failure to satisfy acadenic or performance
standards). Based on the reason for failure, the Marine
reported on may be required to sign item 24 of section D. For
exanmple, if the Marine has put forth every effort to |earn, but
has failed due to poor reading ability, the report is not
adverse. However, if the reason for failure is determned to
be | ack of notivation or poor attitude, an adverse fitness
report is dictated.

3007. LETTERS OF NONCOWPLI ANCE. Letters of nonconpliance are
forwarded to parent commands via the |ocal chain of conmand.
Appendix B is provided as a sanple letter

3008. DI SENROLLMENT LETTERS. Disenrollnment letters will be
forwarded to the commander of the disenrolled student via the
| ocal chain of conmand. Appendix C provides a sanple letter
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3009. COURSE COVPLETI ON CERTI FI CATE. Only students who
conplete a course of instruction with a final curnulative
average of 80 or better will receive a graduation certificate
at an appropriate cerenony.

3010. AUTOVATED | NFORVATI ON SUPPORT. The Marine Cor ps

Aut omat ed I nstructional Managenent System ( MCAI MS) and the By
Nanme Assignnent (BNA) system are conputer-based information
processi ng systens designed to assist in the planning, conduct
and reporting of resident enlisted PME

1. MCAIMs facilitates the scheduling of instruction

production of |esson plans, and nanagenent of student

information. The Director, Training and Education Division

(CG MCCDC (C 461)) is the functional manager of MCAI MS, providing
i npl enentation assistance to all fornmal schools, as well as the
current edition of the MCAIMS User Manual. The President, MU

wi || provide guidance on the usage of MCAIMS once all schools

are equi pped with the required hardware and software.

2. BNA provides rosters of personnel assigned to form

courses of instruction and records the course conpletion status
of those individuals. Use of BNA for reporting graduates of
formal school courses is mandatory. The Director, Training and
Education Division (CG MCCDC (C 463)) is the functional nanager
of BNA, providing inplenmentation assistance to all formal
schools, as well as the current edition of the By Nanme Assi gnnent
User Manual .

3011. STUDENT RECORD BOCKS

1. A student record book (different than a service record
book) will be opened and maintai ned on each student unti

di senrol Il ment or graduation. Student record books will contain
the following information, at a minimum Directors/NCOC s nay
i nclude additional information as they see fit.

a. Personal Data. Includes general service information
educati onal background, physical data (height, weight, etc.).

b. Counseling Records. |Includes docunmentation on al
forms of student counseling (i.e., formal, informal
nonmast ery).

c. Gade Conputation. A formwhich lists all events,
| esson nunbers, relative grade wei ghts for each event, scores,
and final cunul ative average.

2. Student record books will be properly disposed of per
SECNAVI NST 5212.5 (Disposal of Navy and Marine Corps Records)
upon successful conpletion of the course of instruction
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However, student record books will be retained for 2 years
on all students who were disenrolled, regardless of the
reason.

3012. AFTER- ACTI ON REPORTS. After-action reports will be
forwarded to the Director, Operations and Policy, Marine Corps
University (C 400P), via the appropriate chain of command,
within 3 weeks of each class graduation. The Sergeant Mjor,
MCU wi Il maintain these reports for an indefinite period after
conpl etion of MCU staffing. Appendix G shows fornat and
required informtion

3013. PERSONAL AWARDS. SECNAVI NST P1650.1 and MCO 1650. 19
provi de gui dance and instructions pertaining to decorations,
awards, certificates of commendation, and letters of
appreciation. Directors have the authority to submt award
recomendati ons on all deserving personnel via their |oca
chain of command

3014. COMMVAND BRI EF. Each instructional site will devel op and
mai ntain a conmand brief which provides information regarding
their mission and functions. SNCO Acadeny, MCCDC will provide
the core portion of the brief which addresses characteristics
commn to all resident enlisted PVE school s.
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APPENDI X A
COWWAND SCREENI NG CHECKLI ST
1. Purpose: To assist in the preparation and sel ection of

Marines for resident enlisted Professional Mlitary
Educati on.

2. Information: PME schools are not screening institutions.
In order to preclude Marines from being turned away upon
arrival, it is necessary that parent conmands ensure their

Marines satisfy enrollnment prerequisites set forth in MCO
P1553. 4 and this checklist.

3. Action: One copy of the conpleted checklist will be placed

on the left side of the Marine’s SRB prior to TAD assi gnnment.
The checklist will be destroyed upon conpl etion of TAD.

NAME: GRADE: SSN:
UNI T:

Prerequisite Yes/ No Remar ks
1. Appropriate grade. I DOR:

I f not, explain.

2. Agreenent to serve the |l EAS:
m ni mum obl i gat ed
service of 1 year upon
conpl eti on of school

(NAVMC 2771).
3. Successful conpletion |l Pr ogram
of appropriate non- Dat e Conpl et ed:

resi dent program

4. Meets fitness standards /[ Last PFT Score:
(MCO 6100. 3).
Physi cal | y capabl e of
participation in a
progressi ve physi cal
readi ness program

5. Full duty status. 1
Medically qualified to
participate in a

progressi ve physi cal

readi ness program
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COVWAND SCREENI NG CHECKLI ST

6. Meets hei ght/wei ght / Alternate W:

standards (MO 6100.10).

I ndi cat e approved

alternate weight if

appl i cabl e.

7. No existing famly or /

financial hardships.

8. Possesses appropriate /

uni fornms for the course.

Uni form requi renents

for each course will be

provi ded by the school

Sergeant Major/SNCO C Date Commandi ng OFficer/OC Date
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APPENDI X B

SAMPLE LETTER OF NONCOWPLI ANCE

From Director, Staff Noncommr ssioned Oficer Acadeny

To: Commandi ng Officer, (parent unit)
Vi a: (1) Commandi ng General, Marine Corps Schools, (host
comrand)

(2) (Chain of comrand, as appropriate)
Subj: LETTER OF NONCOWPLI ANCE
Ref : (a) MCO P1510. 16

1. (Gade, nane) reported to (course title, class nunber)

(wi thout conpleting the required nonresident prograniwith a
deficiency in reading conprehension/not in conpliance with
nmedi cal prerequisites/not in conpliance with physical fitness
prerequisites).

2. The reference requires conpletion of the nonresident
program prior to attendance at the resident school and this
prerequi site cannot be waived. Accordingly, (G ade, nane) has
been disenrolled. He/She is welconme to return when al

prerequi sites have been satisfi ed.

R

2. Despite nonconpliance with course prerequisites specified
the reference (el aborate as necessary), (Grade, nane) wll be
retained in the course and attenpts will be nade to resolve the
defi ci ency.

OR
2. (Grade, nane) has been disenrolled because his/her

(specify deficiency) precludes successful conpletion of the
cour se.

SI GNATURE
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APPENDI X C

SAMPLE LETTER OF DI SENROLLMENT

From Director, Staff Noncommr ssioned Oficer Acadeny
To: Commandi ng Officer, (parent unit)
Vi a: (1) Commandi ng General, Marine Corps School s
(host base/ station)
(2) (Appropriate chain of conmand)

Subj: DI SENROLLMENT OF (grade, nane, SSN MOS)
Ref : (a) MCO P1510. 16

1. (G ade, name, SSN MOS) was disenrolled from (course

title, class nunber) on (date) for (failing to satisfy m nimm
academ ¢ standards/failing to satisfy mninmm | eadership

st andar ds/ non-conpl i ance with enroll ment prerequisites/nedica
reasons/ as requested/ specify other reasons). (Elaborate as
necessary).

2. Attendance and performance requirenents specified in the
reference require disenroll ment when (state the condition).

3. (Grade, nane) denonstrated a positive attitude and
willingness to learn while attached to the Acadeny. When
(prerequisites are nmet/nmedically qualified/the problem or
deficiency is resolved), he/she is welcome to return

OR
3. The unsatisfactory (academ c/|eadership) performance of

(Grade, nane) precludes his/her return to this course

SI GNATURE
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APPENDI X D

ENLI STED PME DI RECTOR PROFI LE
> (SNCO ACADEMY OR STAND- ALONE SERGEANTS SCHOCL)

1. General. The director billet is in nany ways equi valent to
a command billet. Therefore, the Marine sel ected shoul d possess
denonstrated | eadership skills, maturity and a diversified
background gai ned by serving in a variety of billets.

A role nodel for our enlisted | eaders, the director is a

prom nent figure whose dealings will extend beyond the enlisted
community. The director nust be capabl e of representing

not only his acadeny/school, but Marine Corps educati on programnms
as wel | .

2. Specific Characteristics. A solid background in the
followi ng areas is desired

a. Acadenmics. The director sets the tone for the conduct
of all courses of instruction at the school. This requires an
i n-depth know edge of the professional mlitary education (PME)
program and personal experience in the acadenm c arena. Specific
areas include curriculum devel opnment, faculty
devel opnment, and oversight of progranms of instruction

b. Personnel. The director is responsible for efficiently
managi ng his T/O and to sonme degree, the recruiting of qualified
instructors for his school

> c. Fiscal/Supply. The director nust be able to plan a
budget and manage and naintain a T/E.

> d. Admnistration. |In addition to responsibility for the
day-to-day adm nistration of the school, the director wites and
reviews fitness reports/Conduct and Proficiency marks, and nay
be called upon to address | arge audi ences regarding his

school, PME, or other associated topics. The ability to

comruni cate effectively, both orally and in witing is

mandat ory.

e. Reserve Conponent Requirenents. The Marine Corps PME
program mandat es i ntegrati on of Regul ar and Reserve Marines at
all levels of resident enlisted PVE. The director nust have
an understandi ng of the unique needs and limtations of IRR and
SMCR Marines in fulfilling their PME obligations.
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APPENDI X E

ENLI STED PME | NSTRUCTOR PROFI LE

1. Appropriate Grade for course
> a. Sergeants course
(1) Staff Sergeant.
b. Staff Nonconmi ssioned O ficer Career Course
(1) Gunnery Sergeant.
c. Staff Nonconm ssioned O ficer Advanced Course
(1) Master Sergeant.

2. Conforms to physical fitness standards as prescribed in
MCO 6100. 3.

3. Conforms to personal appearance and wei ght contro
standards as prescribed in MCO 6100. 10.

4. Record does not indicate a trend concerni ng di sobedi ence of
orders or regul ations, m sbehavior, alcohol abuse, or
subst andard perfornance.

5. Does not have a history of financial instability.

6. Consistently high markings in Itenms 13a (Regul ar Duties),
13e (Handling Enlisted Personnel), 13f (Training Personnel),
14b (Personal Appearance), 1l4c (Mlitary Presence), 149
(Judgnent), 14h (Presence of Mnd), 14 (Leadership), and 14n
(Gowmh Potential) of the fitness report.

7. Desire previous successful tour as an instructor

Ch 1
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APPENDI X F

SAMPLE SECTI ON " C' COMMENTS

1. Course Conpletion

a. Successful Conpletion. "This is a "not observed"
report due to academ c duty of less than 90 days. (G ade,
nane) successfully conpleted (course title, class nunber) with
a final cunul ative average of (score).™

b. Distinguished Gaduate. "This is a "not observed"
report due to academ c duty of less than 90 days. (G ade,
nane) successfully conpleted (course title, class nunber) as a
DI STI NGUI SHED GRADUATE with a final cunul ative average of
(score)."

2. Upon Di senroll nent

a. Nonconpliance. "This is a "not observed" report due to
academ c duty of less than 90 days. (Grade, nane) has been
disenrolled from (course title, class nunber) for nonconpliance
Wi th course prerequisites. He/She is encouraged to return when
all prerequisites are satisfied.”

b. Administrative Reasons. "This is a "not observed"
report due to academic duty of less than 90 days. (Grade, nane)
has been disenrolled from(course title, class nunber) for
(medi cal reasons/energency | eave/ unprof essional conduct/specify
reason). He/ She is encouraged to return when (nedically
qualified/the problemor deficiency is resolved/specify the
condition)."

c. Academic Performance (Not Adverse). "This is a "not
observed" report due to academ c duty of |ess than 90 days.
(Grade, nane) has been disenrolled from(course title, class
nunber). (Grade, nane) denonstrated a positive attitude and
willingness to learn but (was unable to attain the mnininmm
passi ng grade of 80/failed four exans/specify reason).

d. Acadenic Performance (Adverse). "This is a "not
observed" report due to academ c duty of |ess than 90 days.
(Grade, nane) has been disenrolled from(course title, class
nunber). (Grade, nane) denonstrated an (indifferent
attitude/unwi ||l ingness to | earn/other negative characteristics)
and (failed to attain the m nimum passi ng grade of 80/fail ed
four exans/specify reason and el aborate as necessary).




From
> To:

Vi a:

>Encl :

Subj :

SOP FOR RESI DENT ENLI STED PME
APPENDI X G
SAMPLE AFTER- ACTI ON REPORT

Director, Staff Nonconm ssioned officer Acadeny
Presi dent, Marine Corps University (C 40), Marine
Cor ps Combat Devel opnent Command, 2076 South Street,
Quantico, VA 22134-5067
(Appropriate chain of conmand)

(1) TONW# Usage Report

COURSE AFTER- ACTI ON REPORT

1. Course Information

e.

(Course title)

(d ass nunber)

(C ass capacity)

(Course conveni ng date/ Nunmber of students reporting)

(Graduation date/ Nunber of students graduat ed)

2. _Student Information

Mal e Femal e
Mari ne Marine Reserve Tota

Students reporting aboard
Nonconpl i ance di senrol | nents
Academ ¢ di senrol |l nments

Medi cal disenrollnments
Leadership disenroll nments

O her disenroll nents

St udents graduat ed

Average years in service
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3. The enclosure is submtted as directed.
(Grade, nane) at (phone nunber).

SI GNATURE

TON # USAGE REPORT

SCHOAL:

DATE:

TON # S UTI LI ZED:

NAVE SSN MOS UNIT
(Last, First, M)

TON # S REMAI NI NG

Poi nt of contact is

TON #

Encl osure (1)
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APPENDI X H

LI ST OF ACRONYMS AND ABBREVI ATl ONS

ACRONYM
LONG TITLE ABBREVI ATl ON
adm ni strative control ADCON
By Nane Assi ghment BNA
Cour se Content Revi ew Board CCRB
course descriptive data CDD
comrandi ng general CG
commandi ng of ficer CcO
Mari ne Corps School s MARSCHOOL
Marine Battle Skills Training MBST
Marine Corps Automated I nstructional MCAI M5

Managenment System

Marine Corps University MCU
Mari ne Corps Conbat Devel opnent Comrand MCCDC
nonconmi ssi oned of ficer NCO
operational control OPCON
professional mlitary education PMVE
program of instruction PO
staff noncommi ssi oned officer SNCO
Staf f Nonconmi ssioned O ficer Advanced Course SNCOAC
Staff Nonconmi ssioned O ficer Career Course SNCOCC
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ACRONYM
LONG TITLE ABBREVI ATl ON
staff noncomm ssioned officer in charge SNCA C
st andi ng operating procedure SOP
tenporary additional duty TAD
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