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SUBJECT:  Welcome Letter

1.  On behalf of the staff and faculty of the 1st Noncommissioned Officer Academy, I congratulate you on your selection to attend the Primary Leadership Development Course (PLDC).

2.  This Student Guide is your reference in preparation to attend PLDC.  It provides a course overview, enrollment requirements and additional information that will further assist you in preparing for this course. Read it thoroughly and apply what you have read.

3.  The entire Academy staff and faculty join me in wishing you success during your attendance at the NCO Academy.  You will find the course to be both a challenging and rewarding experience.  We hope that you graduate with a real sense of accomplishment and a true commitment to make your part of the United States Army better.


JOHN KLING


CSM, LAARNG


Commandant
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PREFACE

STUDENT GUIDE

PRIMARY LEADERSHIP DEVELOPMENT COURSE
1.  PURPOSE:
    a.  To establish an information guide for soldiers selected to attend the 1st NCOA Battalion, Camp Cook, Louisiana.

    b.  To provide a single source document to assist soldiers during their reception and integration to the 1st NCOA Battalion.
2.  APPLICABILITY:
    a.  The Student Guide applies to all soldiers selected to attend PLDC at the 1st NCOA Battalion.

    b.  This guide must be thoroughly read and complied with by all prospective students.

    c.  The Academy staff and cadre are available to provide additional guidance, assistance, and answer any questions you may have.
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CHAPTER 1

COURSE SUMMARY

1-1.  PURPOSE:  This chapter outlines the Primary Leadership Development Course Program of Instruction.  PLDC prepares prospective and newly promoted Sergeants to perform the duties and execute the responsibilities of junior noncommissioned officers.  PLDC provides education, training and experience for the Army's junior leaders. It is a MOS non-specific course taught in a NCO Academy live-in environment using the small group process.  The course focuses on leadership and the duties, responsibilities, and authority of NCOs.  Students learn using performance oriented training and validate their comprehension through numerous performance evaluations and written examinations.  The training culminates with an extensive 29 hour Field Training Exercise (FTX) during which the students apply lessons learned throughout the course in a field environment.

1-2.  OBJECTIVES:  The objectives of the Primary Leadership Development Course are to graduate students who:

        a.  Make sound decisions.

        b.  Plan correctly.

        c.  Follow the Army professional ethic.

        d.  Communicate effectively.

        e.  Apply soldier-team development.

        f.  Return to their units ready to lead and train their subordinates in a “go to war” atmosphere.

1-3.  COURSE SUMMARY:  PLDC is composed of eight major blocks of instruction: Leadership, Communication Skills, Supply/Maintenance, Professional Skills, Training, Military Studies, Individual Studies, and the Field Training Exercise.  PLDC is designed based upon an educational philosophy meant to challenge students through a thorough academic structure. The course of instruction enhances those skills with which students are familiar and develops new skills that they will need in the performance of their NCO duties.

1-4.   STUDENT EVALUATION PLAN (SEP) CHANGE 1, JUNE 01

1.  OVERVIEW:  This student evaluation plan contains the information pertaining to PLDC content and training support package evaluation criteria.  It lists the course graduation requirements that students must meet in order to graduate from the course.
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2.  STUDENT RESPONSIBILITES:  Students must strive to:

    - Conduct themselves in a professional manner at all times.

    - Be at their appointed place of duty at the appointed time.

    - Perform all work on your own, unless otherwise instructed.

    - Meet or exceed course graduation requirements.

    - Recognize their shortcomings and request assistance as needed.

    - Avoid actions that are prejudicial to others in the class.

    -  Continuously progress academically.

    - Demonstrate motivation and a positive attitude.

    - Be personally responsible.

3.  COURSE STRUCTURE:  The Primary Leadership Development Course is non-MOS specific, taught in an NCO Academy live-in environment using classroom instruction with practical application, followed by hands-on, performance-oriented training, culminating in an extensive Field Training Exercise (FTX).  Small Group Leaders (SGLs) assess your leadership potiential and evaluate your ability to apply lessons learned and effectively lead classmates in a tactical environment.

4. COURSE LENGTH: Reserve Component (RC) PLDC is a 2 – week, 1 – day course, culminating with a 19 –hour FTX.  Soldiers must complete the PLDC Pre-resident Training Support Package (TSP) prior to attending the resident 15 – day course.

5.  COURSE PREREQUISITES:

     a.  Soldiers attending PLDC must meet the following prerequisites.

         (1) Sergeants (SGT) that are non PLDC graduates (may or may not have PLDC waiver), and Private First Class (PFC) and Specialist (SPCs) selected to attend the Special Forces Qualification Course (SFQC), first priority of selection.

        (2) Specialists (SPCs), Promotable (P); Corporals (CPLs) (P).  Soldiers in an MOS identified as a “STAR MOS”, second priority for selection.

        (3) SPC/CPL in an authorized leadership position, third priority for selection. 

        (4) Must not exceed height and weight standards.

        (5) Must be eligible for reenlistment and recommended by their immediate commander. 

        (6) Must have 6 months time in service (TIS) remaining upon graduation.
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        (7) Must not have been convicted of a misdemeanor crime of domestic violence (Lautenburg Amendment).

        (8) All soldiers must have completed a periodic physical exam within the last 5 years.  The Pre-execution checklist in Part II, operator license-block, must contain “curr Phy: and “YYMMDD”.  

6.  ENROLLMENT REQUIREMENTS:

     a.  Soldiers reporting for training must have in their possession a completed and properly signed pre-execution checklist.  You can access the Pre-execution checklist at www.la.ngb.army.mil/campcook. Soldiers reporting for training without the checklist, signed by the soldier and unit commander, have 72 hours from the report date to provide the checklist with appropriate attachments.  Return soldiers to their unit who fail to provide the checklist within this time frame.  The unit commander’s signature on the pre-execution checklist suffices as certification that the soldier meets routine course prerequisites.

     b.  Permanent designator of “3” or “4” must include a copy of DA Form 3349 and the results of the soldier’s military medical review board (MMRB) as part of course application.  Soldiers who have been before an MMRB, or similar board, awarded medical limitations, allowed to retain their occupational classification will be able to attend appropriate courses and train within the limitations of their profile-provided—they can otherwise meet course prerequisites and graduation requirements.

     c.  Commandants will not enroll soldiers with temporary profiles, other than shaving.  For soldiers diagnosed as pregnant after enrollment; the attending physician must make a determination if continuing the course would be harmful to the pregnant soldier.  Pregnant soldiers must provide a copy of the attending physician’s determination at the time of diagnosis to the SGL.  A soldier medically dismissed for pregnancy after enrollment will be eligible to return to the course when the condition that led to the medical dismissal no longer exists.

     d.  Soldiers with permanent profiles that permit an alternate event must meet course graduation requirements.

     e.  Commandants must deny enrollment to soldiers failing to meet any one of the above prerequisites.  Commandants may not supplement these mandatory prerequisites.

7.  COURSE GRADUATION REQUIREMENTS:  To achieve course graduation requirements, you must score 70 percent or higher on the following examinations/evaluations (with the exception of Land Navigation which is 75 percent):

     a.  Written Examinations I, II, and III.

     b.  Army Physical Fitness Test (APFT).  (IAW FM 21-20w/C1)
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     c.  Physical Fitness Training (Train the Trainer Evaluation).

     d.  Drill and Ceremonies Evaluation.

     e.  Individual Training Evaluation.

     f.  Land Navigation Evaluation.

     g.  Both Garrison and Field Leadership Evaluations.

     NOTE:  You must take the APFT within 72 hours of enrollment.  If you fail the initial APFT, you will take one retest in 7 to 14 days of the initial APFT.  If you fail the retest, it is mandatory dismissal from the course for failure to meet APFT standards.

8.  PHYSICAL REQUIREMENTS:  You must be able to meet the following physical requirements during the course:

     a.  Pass the APFT.

     b.  Negotiate rough terrain under varying climatic conditions.

     c.  Conduct, demonstrates, and lead drill and ceremonies.

     d.  Conduct, demonstrates, and lead physical fitness training.

     e.  Walk a minimum of 3200 meters with LCE in a minimum of 3 hours.

     f.  Lift and carry all required packing list items (OCIE and CTA 50-900) for short distances.

     g.  Carry 50-pound combat load containing mission essential equipment.

     h.  Occasionally lift and carry fuel, water, ammo, MREs, or sandbags.

      i.  Low crawl, high crawl, and rush for three to five seconds.

      j.  Move over, through, and around obstacles.

     k.  Carry and fire individually assigned weapon IAW applicable regulatory guidance.

      l.  Don Mission-Oriented Protective Posture (MOPP) gear.

NOTE:  Commandants may not supplement these course graduation requirements.
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9.  RETEST PROCEDURES:

     a.  If you fail any examination/performance evaluation, you will receive developmental counseling, remedial training and retest once.  The one retest will cover the entire test and not just the portion you failed.  Should you fail the initial APFT, you will receive remedial training and retest one time within seven to fourteen days.

    b.  Students passing the retest will receive their initial test score for grade averaging and class standing.  Regardless of your actual grade point achieved on any retest, the maximum allowable credit is 70 percent.  However, the final retest score will become a part of your student record to establish the level of proficiency attained.

     c.  If you receive two failing scores (one initial test and one retest) on any single exam, the commandant must consider you for dismissal from the course.  If you should submit and appeal and are successful, you will receive one additional retest.

NOTE:  Due to the strict regimen of the course conduct of training, commandants must dismiss those students who fail a second retest based on a successful appeal.

10.  STUDENT DISMISSAL:  To protect students from unfair or illegal practices, commandants—through precise proceedings—must determine whether or not to dismiss students whose:

       a.  Personal conduct is such that their continuation in the course is not appropriate.

       b.  Academic progress, demonstrated motivation, attitude, or conduct is prejudicial to others in the class.

       c.  Actions make it extremely unlikely they can successfully meet the standards for course graduation.

11.  EXAMINATION REFERENCE MATERIAL:

       a.  All examinations are open book and require you to apply knowledge to solve problems in an environment that simulates your duty position.

       b.  The test proctor will allow you to use any reference material available to you during the exam, for example:  pre-resident modules, student handouts, publications issued for the course, personal notes, calculators, etc.  These are subject to following restrictions, you (Items (a) and (b) are at the commandants discretion):

            (1) Must not damage recoverable publications.  This means that students will NOT TAB, fold, crease, highlight, or write on pages of RECOVERABLE publications.  
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You may, however, tab recoverable reference material with a nonpermanent adhesive tab, such as a Post-it or other means that will not mark or damage the publication.

            (2) May highlight and make marginal notes only on NON-RECOVERABLE reference material.

           (3) May not use handheld computers, cell phones, or beepers while testing.

      c.  All the material you use during the examination must be your own or material the NCOA issued for your use, and not any material written by another student.

      d.  The intent is to ensure that you know the lesson material and how to research to find the correct answer.

12.  PRACTICE TEST:  Commandants will administer a practice test to familiarize students with taking a timed open book test.  This is a 1 – hour test and a 30 – minute After Action Review (AAR).  A GO on the pretest is not a graduation requirement.

13.  CHALLENGING TRAINING:  In PLDC students may not take any test or any part of a test as a graded pretest to meet course graduation requirements.  SGLs conduct all training prior to testing.

14.  STUDENT DEVELOPMENTAL COUNSELING REQUIREMENTS:

       a.  Developmental counseling is a means of assisting and developing students and subordinates.  Your SGL will counsel you in regards to:

            (1) Negative and positive performance.

            (2) Working as a team member.

            (3) How well or how poorly you are performing.

            (4) Attaining required standards.

            (5) Setting personal and professional goals.

            (6) Resolving personal problems

            (7) Conducting self-assessments.

       b.  Feedback is essential for students to know how they are performing and where they stand in the course.  All counseling must explain your progress to date.  Small group leaders will conduct the following counseling as a minimum: 
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            (1) Initial counseling using reception and integration counseling.  This counseling should determine whether or not you have any personal problems or outside distracters that would interfere with your completing the course.  This session must include the statement “I will not acquire or provide inappropriate assistance before or during any test except as instructed (i.e. group activities) and will report any such inappropriate assistance before, during, or after the test administration.”  This eliminates the DA Form 5286 requirement. 

            (2) After any test/retest failure.

            (3) Mid course developmental counseling-progress to date.

            (4) Comprehensive end of course.
       c.  The SGL will use the results of the developmental counseling process to determine ratings for your AER and course academic records and reports.

       d.  This CMP does not limit SGLs to general indicators in FM 22-100, App B, but SGLs should be precise, objective, and fair in the developmental counseling process.

NOTE:  Counseling records play a major role in the event of favorable or unfavorable administrative personnel actions.

15.  STUDENT RECOGNITION:

       a.  All students who meet course completion criteria receive a training proponent diploma.  Diplomas must contain the following as a minimum:

            (1) Your full name, grade, complete course or phase title, course identification number, beginning and completion dates of the course, and number of class hours.

            (2) Diplomas issued WILL NOT reflect “nonresident”, Reserve Component.” or similar remarks.

       b.  Commandants will recognize the following graduates in support of AR 600-8-19, Chap 3, para 3.50c, that awards promotion points for:

            (1) Distinguished honor graduate.  (15 promotion points).

            (2) Distinguished leadership award.  (10 promotion points).

            (3) Commandant’s list.  (5 promotion points).

16.  END OF COURSE CRITIQUE:
Each student must complete and submit an End of Course Critique questionnaire for the course.  
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The SGL will ensure you accomplish this as close as possible to the end of the course.  

Commandants WILL NOT require students to provide any identification data on the critique forms.  

17.  COURSE STRUCTURE:  The following table provides a listing of all administrative files and Training Support Packages and a brief synopsis of their content:

FILE/TSP NO. TITLE                LESSON SYNOPSIS
A201, Inprocessing/APFT                       Students receive advance sheets, required publications, administrative                                               

/Weigh-in                                                 processing, height and weight evaluation.  Students take their initial Army  

                                                                 Physical Fitness Test (APFT) within the first 72 hours as a graduation  

                                                                 requirement.  Allowed one retest before dismissal.

A203, Billets Maintenance                      Trains soldiers on how to conduct inspection of living area, wall locker  

                                                                 displays, and common living areas.

C200, Commandants Orientation           The Commandant’s welcome, orientation, and briefing on local Standing 

                                                                Operating Procedures (SOP).  This includes a safety briefing, standards of 

                                                                conduct expected while attending the course, and an introduction of the staff 

                                                                and faculty.  It also describes PLDC graduation requirements and outlines 

                                                                the requirements for special consideration during the course.  Developed by 

                                                                local academy commandant.  

C201, Introduction to PLDC                  SGLs provide an overview of the Primary Leadership Development Course 

                                                                and explain the objectives and course standards.  They also discuss course 

                                                                content, explain the small group process, and cover study requirements and 

                                                                techniques.

C202, Effective Communicaiton            Explains the communication model, verbal and non-verbal communication, 

400-022-8201                                         and three levels of listening.  Explains the importance of clear and concise 

                                                                communication and how to use communication skills to convey ideas that 

                                                                help accomplish missions and tasks.

F200, Field Training Exercise                The SGLs demonstrate how students should prepare for and conduct squad 

                                                                level missions and introduce the students to conducting collective training.  

                                                                The FTX serves as the culmination of PLDC.  The students receive 

                                                                continuous evaluation on their demonstrated leadership ability. The FTX 

                                                                includes discussion on opposing forces (OPFOR) and operations security 

                                                                (OPSEC), explains the fundamentals of movement, movement techniques, 

                                                                squad level fire and maneuver, and how to use visual hand and arm signals 

                                                                as control measures.  It allows students to demonstrate their ability to apply 

                                                                all lessons learned and lead a team/squad on a tactical mission in a stressful, 

                                                                combat-simulated environment.  Students participate in both defensive and 

                                                                offensive operations when given specific squad missions and platoon 

                                                                operation orders.

L201, Introduction to Military               Identifies the Army leadership framework and describes Army leadership. 

400-022-1201                                         Identifies the three levels of leadership and human dimension role in leader 

                                                               development, the four skill groups of a direct leader.

8

L202  Duties, Responsibilities, and       Discusses the inherent duties and basic responsibilities belonging to 

Authority of NCOs                                Noncommissioned officers. Explains what the Army expects of NCOs as 

400-022-1201                                         they lead soldiers on a day-to-day basis and prepare to be leaders on the 

                                                                battlefield.  

L203, What a Leader must Be,              Identifies the be, know, and do characteristics necessary to provide effective 

Know, and Do                                        military leadership.

400-022-1203

L204, Developmental Counseling         Discusses counseling techniques, responsibility to counsel, forms of 

400-022-1204                                         influence, and reasons for counseling.  Identifies the processes for 

                                                               counseling and the pitfalls.  Explains the use of and preparation of DA Form 

                                                               4856, 2166-7-1, and 2166-7.

L206, Equal Opportunity/Sexual           Explains indications of EO problems and the NCOs role in support of EO 

Harassment                                            and affirmative action.  Also discusses sexual harassment.

L207, Soldier Team Development        Discusses the importance of working as teams and how to develop effective

400-022-1207                                        soldier teamwork.  Describes the actions of the small-unit leader                                      

                                                               during each of the three stages of team development.

L209,  Supervise the Implementation    Teaches the various steps for planning individual and family finances.  

Of Financial Readiness Actions             Discusses the services and programs provided by the Army Community 

121-00801496                                        Service Center.  Also teaches the different types of military pay entitlements 

                                                               and allowances.  Explains what information should appear in the different 

                                                               sections of the Leave and Earnings Statement and Net Pay Advice based on 

                                                               preparation for real world contingencies. 

M202, Field Hygiene and Sanitation     Discusses environmental threats to health that are present 

081-831-1043                                        during field operations.  Discusses preventive health measures such as 

                                                               protection against arthropods and animals, poisonous plants and toxic fruits, 

                                                               diseases and illnesses, and noise hazards.  Trains soldiers how to monitor 

                                                               soldier’s personal hygiene and physical and mental fitness.

M203, Combat Orders                           Explains the various combat orders to include the purpose, basic format, and 

400-022-2504                                        content of each type of order.  Develops the skills necessary to interpret and 

                                                               prepare oral combat orders and discusses troop leading procedures.  

M204, Introduction to MILES              Conducts preoperational inspection and adjusts the sights to engage targets 

400-022-1288                                        with the Multiple Integrated Laser Engagement System (MILES).

                                                               individual weapon.  Shows students how to zero and use the equipment

                                                               with individual weapons.

M205, Rifle Marksmanship                   Explains how to improve a soldier’s rifle marksmanship skills Explains 

400-022-2205                                        individual weapons safety procedures on a rifle range.  Trains soldiers how 

                                                               to coach and improve the fundamentals of rifle marksmanship.  Trains 

                                                               soldiers how to coach and improve the fundamentals of rifle marksmanship. 

M206, NBC Defense                             Trains soldiers on two NBC tasks essential to survival in an NBC 

                                                               environment.  Students learn how to supervise the fitting and wear of the 

                                                               protective mask and submit an NBC 4 Report.

M207, Map Reading                              Explains the fundamentals of map reading.  Students must successfully 

                                                               complete a written map reading examination as a graduation requirement.
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M208, Land Navigation                         Explains the fundamentals of land navigation and how to navigate from 

                                                                point to point on the ground using a military map.  Students must 

                                                                successfully move from one point on the ground to another using a military 

                                                                map, coordinate scale, protractor, and a lensatic compass.   

M209, Environmental Awareness         Demonstrates awareness and understanding of the U.S. Army Environmental 

                                                               Program. 

P201, Physical Fitness Training            Informs soldiers of the Army’s Physical Fitness Polices and publications to 

400-022-4201                                        aid in fitness development.  Discusses the objectives and components of the 

                                                               fitness program.  Trains enforcement of the key factors of physical fitness.

P202, Conduct Drill and Ceremonies    Concentrates on commands, individual movements, formations, marching, 

400-022-4202                                         honors, and inspections:  purpose and procedures.

P203, Wearing of the Uniform              Identifies the appropriate wear and appearance of the Army uniform and 

400-022-4203                                        how to prepare the uniform for inspection. 

P204, Plan and Conduct an                     Explains the purpose and types of inspections along with how to plan and 

Inspection                                                conduct inspections.

400-022-4204

P205, Identify the Historical                    Identifies the historical progression and significant contributions of the 

Progression and Significant                     noncommissioned officer corps from the pre-Revolutionary War period to

Contributions of the NCO Corps             the role of the noncommissioned officer, as it exists today.

P206, Maintaining Discipline                  Identifies the NCO’s role in maintaining unit discipline.  Explains actions

                                                                 he can take or recommend to maintain discipline within his team or section. 

                                                                 Explains the Army Homosexual Policy.

R201, Supply                                          Trains students how to recognize their role in supply procedures, the 

400-02201158                                         meaning of property responsibility and accountability, and the use of the 

                                                                hand receipt.  Discusses the Command Supply Discipline Program (CSDP).

R202,  Supervise PMCS’s                       Discusses the four levels of maintenance, to include,  maintenance forms, 

400-022-1158                                          before, during, and after operational checks, use of technical manuals, and 

                                                                 PMCS. 

S201, Study Hall                                      Provides students time to adequately study and prepare for the next day’s 

                                                                 lessons.  Allows an instructor to recognize and assist students in correcting 

                                                                 poor study habits.

S202, Training Support Activities           Hours used at the commandant’s discretion for retraining/retesting, 

                                                                 equipment issue/turn-in, travel time as required to/from training areas, 

                                                                 physical fitness testing and sustainment, religious activities, and other non-

                                                                 Program of Instruction (POI) hours that require instructor contact hours 

                                                                 (ICH).

S203, Student Counseling                       Reception and integration counseling and additional counseling as required.

T201, Training the Force                         Explains the Army’s training doctrine and how leaders apply the doctrine in 

                                                                 their units.  Provides instruction on how to conduct individual training with 

                                                                 emphasis on training the trainer.  Students learn how to prepare and conduct  

                                                                 individual training.  
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T202, After Action Review                     Teaches soldiers how to conduct an AAR and discover for themselves what 

 400-022-5205                                          happened during a training event.  Students must conduct and participate in                   

                                                                 After Action Reviews throughout the course.

T203, Risk Management                         Discusses safety factors that increase the risk of accidents in training.  

400-022-5203                                          Discusses the theory and process of reducing incidents of fratricide and the 

                                                                 risk management process.

NOTE:  STUDENTS ARE PROVIDED A COMPLETE COPY OF THE STUDENT EVALUATION PLAN CONTAINING HANDOUTS 1-10 DURING INPROCESSING.  

CHAPTER 2

IN-PROCESSING

2-1. PURPOSE:  This chapter provides in-processing requirements as well as other helpful information you need to know before enrollment. Inprocessing is done in Bldg. 4708, followed immediately by weigh-in and body fat screening, Day 1 of each class. 

         a.  WEIGHT STANDARD:

       (1) Soldiers MUST meet weight standards listed in AR 600-9 and AR 350-41.  Personnel not meeting weight standards will be denied enrollment and a memorandum will be forwarded to the first General Officer (GO) in his or her chain of command IAW AR 600-9 and AR 350-41.
    
          (2) The Senior Small Group Leader will counsel soldiers denied enrollment for not meeting weight standards are counseled on a DA Form 4856-E.  The Body Screening Table is attached to the counseling form and forwarded to the Operations Section.

     b.  PROFILES:


           (1) Soldiers with temporary profiles that prevent full participation in the course are not allowed to attend the Primary Leadership Development Course. 

    

    (2) Soldiers with permanent profiles categories 2, 3 or 4 must bring a copy of DA Form 3349 (Physical Profile) as part of the course application. Soldiers with a permanent Category 3 or 4 profile must appear before a Medical Retention Board (MRRB) prior to attendance at PLDC.  Soldiers must bring written results of MRRB with them to PLDC (AR 351-1, para 5-33). Soldiers who have been before a medical screening board, awarded medical limitations and allowed to retain their MOS will be eligible to attend the Primary Leadership Development Course and train within the limits of their profile provided they can meet minimum class graduation requirements.  Soldiers allowed to retain their MOS and allowed to remain on active duty with permanent profiles will be afforded the same opportunities for training as non-profiled soldiers.
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(3) The Commandant will evaluate the soldiers that receive temporary or permanent profiles after enrollment for continued enrollment in the course.  Soldiers who have met, or will be able to meet, minimum graduation requirements will continue to be trained within the limits of their profile.  Soldiers unable to meet graduation requirements are medically released and returned to their units and if eligible, be enrolled in a later course.

2-2.  ARMY PHYSICAL FITNESS TEST (APFT):  The initial APFT is administered within 72 hours of student enrollment and the retest 7 to 14 days later.  You MUST be in Seasonal PT uniform and able to participate in one of the following aerobic events, the 2 mile run, 2.5 mile walk or the 6 mile bicycle event.  The APFT is a graduation requirement.
2-3.  REQUIRED DOCUMENTATION:  One of the key factors for success during inprocessing is that soldiers report to the NCO Academy with the necessary documents listed below:

    a.  COMMANDERS PRE-EXECUTION CHECKLIST (completed).

        b.  TRAVEL ORDERS (10 copies).    

    c.  ID CARD.

        d.  AIRLINE, BUS, OR TRAIN TICKETS. 

        e.  ALL SOLDIERS HAVE THE “CURRENT PERIODIC PHYSICAL” DATE COMPLETED WITHIN FIVE YEARS MUST BE ANNOTATED IN THE OPERATOR LICENSE BLOCK IN PART II OF THE PRE-EXECUTION CHECKLIST. 
        f.   PROFILES (Copies of profiles DA Form 3349 with MMRB results if applicable are required and will be processed IAW AR 351-1.  Refer to AR 40-501 for application of the DA Form 3349.  Profiles should be completely filled out with all proper authentications.  The Branch Chief and Senior Small Group Leaders will evaluate all students with profiles.

        g.  EQUIPMENT CHECKLIST (See Annex A) - This is your packing list for PLDC. 

It is the responsibility of the soldier/sponsor/first-line supervisor to ensure that soldier’s reporting for PLDC to have all equipment on the packing list.  

2-4.  BILLETING:  The Academy provides billeting at no cost to the soldier.  Billeting is not available for spouses, sponsors, or anyone not attending PLDC.

2-5.  VEHICLE PARKING:  Military and Privately Owned Vehicles (POVs) are parked in the designated Student Parking Area on Camp Cook.  Students are prohibited from driving any vehicle while attending PLDC.  Lock and secure all vehicles.  Do not store explosives, weapons, or chemicals inside them.  Ensure the vehicle is adequately ventilated during summer months.  Students are required to hand receipt any weapons, knifes, and etc to the Academy Supply Section.
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2-6. MEALS:  All students are provided meals at government expense through the 

Dining Facility.

CHAPTER 3

CHAIN OF COMMAND 

3‑1.
STAFF AND STUDENT ORGANIZATION: 

     a.  Throughout the course, students are assigned and evaluated in leadership positions at least two times (once in garrison and once in the field).  Responsi​bility for the control and disci​pline of the students rests with both NCO Support Channels and the Chain of Command. 

    b.  NCO Academy Leadership: 

    (1) Commandant

    (2) First Sergeant

    (3) Branch Chief

    (4) Senior Small Group Leaders

    (5) Small Group Leaders

    c.  Student leadership positions:

   (1) First Sergeant

(Not evaluated)

   (2) Platoon Sergeant
(Not evaluated)

   (3) Squad Leader

   (4) Team Leader 

3‑2.
RESPONSIBILITIES: 

     a.  Small Group Leaders (SGL) are responsible for the overall administra​tion, billeting, messing, and processing of all stu​dents.  In addition, they have the responsibility of conducting squad training and rendering evaluations of the students to include making on the spot corrections and counseling.

     b.  The student leadership responsibilities include the following:
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     (1) Attending all classes with their assigned small group.

     (2) Organizing the Student Company for formation.

     (3) Giving and receiving accurate accountability reports, and having accountability of soldiers at all times.

     (4) Disseminating information from the NCO Academy leadership chain down to the members of each team, ensuring subordinate leaders are kept informed at all times.

     (5) Movement of the company when directed by the training schedule or the Academy leadership.

     (6) Maintaining areas of responsibility to include billets, classrooms, and outside/inside common areas.

     (7) Ensuring platoon/academy equipment is properly cleaned, stored, or displayed. 

 (8) Advising and supervising subordinate leaders in the accom​plishment of their duties.

     (9) Report violations of instructions or policies to the Academy leadership.

     (10) Properly briefing new student leadership when leadership positions are changed. 

         d.  STUDENT FIRST SERGEANT:  Students selected for these responsibilities are done so based upon their academic standing, initiative, motivation, and professionalism.  

    e.  In addition to the duties listed above, other responsibilities include:

    (1) Responsible for the police and orderliness of the Academy area as a whole.

    (2) Supervising students in the dining facility and ensures that students are not loitering.

    (3) Handling student mail distribution.

    (4) Keeping academy Chain of Command informed of facility maintenance problems.

    (5) Ensure the 2300 hours lights out policy is enforced.

    (6) Other responsibilities as directed by the Academy leadership. 

    f.  STUDENT PLATOON SERGEANT:  The same selection criteria as prescribed for the student First Ser​geant applies to the student Platoon Ser​geants.  
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Student Platoon Sergeants are assigned by the SSGL’s.  In addition to the duties listed under 5-2b, other responsibilities include: 

    (1) Ensuring platoon members are up at first call and preparing for formation.

    (2) Maintaining 100% accountability of platoon members at all times.

    (3) Performing additional duties as directed by their SSGL.

    (4) Counseling student Squad Leader on duty performance.

    (5) Ensuring that assigned police areas and living areas are maintained to Academy standard.

    e.  STUDENT SQUAD/TEAM LEADER DUTIES:  Squad Leader/Team Leader positions are assigned and evaluated by the SGL.  In addition to the duties listed under 5-2b, other responsibilities include

    (1) Keeping the student leadership informed of squad/team members who need help with problems.

    (2) Checking each member of the squad/team at first call to ensure that they are up and preparing for first formation.

    (3) Checking the squad/team at all formations to ensure that all members are present, and in the proper uniform.

    (4) Maintaining 100% accountability of squad/team members at all times.

    (5) Performing additional duties as directed by the Academy leadership.

    (6) Squad leaders will counsel student team leaders on duty performance.  

    (7) Ensuring that assigned police areas and living areas are maintained to Academy standard.

    f.  All students will follow instructions from the student leadership chain during the 

course to ensure that tasks are accomplished according to standards.  Students performing assignments in leadership positions will ensure that they are familiar with the duties required of the position. 

Disobedi​ence or failure to respond to orders issued by a student leader could result in a disciplinary release from the course. 
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3-3 TRAINING:  The course Branch Chief publishes the training schedule as IAW TR 350-18, TR 350-10, and FM 101-5.  It is the student’s responsibility to be thoroughly familiar with the contents of the current training schedule and keep abreast of all changes.  A copy of the training schedule is posted in the Visitors Book and on every bulletin board.  The student leadership is also giving a copy of the training schedule.

CHAPTER 4

GENERAL ADMINISTRATION 

4‑1.
PURPOSE:  This chapter describes general administrative procedures within the 1st NCOA Battalion. Students are responsible for being familiar with the PLDC Student Guide and its contents upon arrival at the NCO Academy.  Failure to comply with the policies or procedures contained herein may result in an early release from the academy. 

4-2.   PRIVATELY OWNED VEHICLES/MILITARY VEHICLES:  Students are not allowed to drive a POV, military vehicle or rental car for any purpose during the course unless approved by the Commandant.  Students will adhere to the established SPEED LIMITS while entering or departing Camp Cook.          

4-3.   MAIL:  The student 1SG or Platoon Sergeants are on appointment memorandum to pick-up and distribute student mail daily.  The mail is picked up or dropped off at Headquarters BLDG 4101 during the noon meal.  Students can receive mail at the NCO Academy at the following address:

              Student Name




Student Classroom #______, Squad #_____ Class #___ 




1st NCOA Battalion, PLDC




6030 Monroe Highway,

              Pineville, Louisiana, 71360

4‑4.
TELEPHONE:  Pay phones are provided.  Official Use Only commercial lines are available for students to call their units.  Official calls ONLY.

4‑5.
STUDENT PAY: Community check cashing facilities and ATMs are available for student use.  The student’s parent unit is responsible for pay issues.              

4‑6.
RELIGIOUS SERVICES:  Chaplain support is available to the academy.  A schedule of religious services is posted on unit bulletin boards.  Times for attending religious services are 

available, when possible, IAW the training schedule.  Students who attend religious services are responsible on their own to make up any material/information missed.  Students are still provided an opportunity to worship on thier own in the absence of a Chaplain.  
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4-7.   WEAPONS/VALUABLES: 

a. Weapons:  Students will not bring any military or personal weapons to PLDC.  Students will not possess any knife to include lock blade knifes with a blade longer than 3 inches.
            b. Valuables:  Students are reminded that the safekeeping of valuables is a personal responsibility.  It is recommended that high dollar personal valuables not be brought to the academy.  

4‑8.
MEDICAL AND DENTAL TREATMENT: Students needing to go on sick call, report to the Small Group Leader (SGL).  Sick call is conducted 0500-0730 hours 7 days a week.  After duty hours, students will report to the SDNCO located in BLDG 4101.  Students are to return to the Senior Small Group Leader (SDNCO, after duty hours) immediately upon returning from sick call.  Students that miss in excess of 4-hours of required training may be dismissed from the course.  Students will need a copy of their travel orders and ID card for sick call. 

4-9.   LAUNDRY:  Washers and Dryers are located in Building 4303.  The use of liquid detergent is strongly recommended.  Powdered detergent may clog the machines and result in washing machine damage.   

4-10.   VISITATION:  Sponsors and the chain of command are encouraged to visit their 

soldiers at the academy during the allotted time.   Visitors are to report to Headquarters BLDG 4101 to sign in.  All visits must be coordinated with the Chain of Command.

4-11.   STUDENT GUIDE PREPARATION AND DISTRIBUTION: The PLDC course Branch Chief prepares the student guide.  The Student Guide contains all required information as IAW TR 350-18, TR 350-10, and Course CMP/POI.  A Copy of the PLDC Student Guide can be downloaded through email from the 1st NCOA Battalion Web Site at WWW.la.ngb.army.mil/campcook or www.lang.ngb.army.mil/campcook.  School Code 963 SH Screen on ATRRS will also provide a download link.  Students will also obtain a copy of the Student Guide from their SGL at in-processing on course Day 1.  Units are encouraged to provide a copy of the downloaded student guide immediately to soldiers who are attending PLDC.

4-12.  HELPFUL HINTS:  

       a.  Ensure you have sufficient funds in the amount of about $50.00 to defray the cost of:



      (1) Haircuts

           (2) Laundry

           (3) Tailor Service
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           (4) Dry Cleaning (Class A Uniform/BDUs)

           (5) Personal items (shaving gear, shoe polish, Brasso, towels, etc.)

        b.  Ensure uniforms are in accordance with AR 670-1 (Wear and Appearance of Army Uniforms and Insignia) prior to attending PLDC.

        c.  Inspect all equipment required for the course for serviceability.

       d.  Ensure that you have no appointments or personal problems, which will hinder you while attending this course.

    e.  Prior to attending PLDC, you need to study:

      (1) AR 670-1, (Wear and Appearance of Army Uniforms and Insignia)

      (2) FM 22-5 (Drill and Ceremonies)

      (3) FM 21-20 (Physical Fitness Training)

               (4) FM 21-26  (Map Reading and Land Navigation)

               (5) Pre-resident Training Packet

These areas have given students the most problems in the past.

Students with families must make sure their family members is prepared for their 15-day absence.  

CHAPTER 5

STUDENT ADMINISTRATION 

5‑1.
STUDENT CONDUCT: The 1st NCOA Battalion trains and enforces the standards of the United States Army as prescribed by appropriate regulations, traditions, and directives.  It is the student's responsibility to maintain this standard during the course of instruction and throughout their military career.  While on and off duty, students will maintain high standards of appearance and conduct.  Misconduct of any type, no matter how small, may result in immediate disciplinary dismissal from the course. 
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5-2.   STUDENT ASSIGNMENT:  During in-processing students will be assigned a study group number and a squad number.  It is very important that the study group number, squad number, rank, and name are on all correspondence while at the academy.  Unless otherwise directed, students will place this information at the top, right corner when filling out documents.  

5‑3.
PROCEDURE FOR REPORTING TO CADRE:  When students are directed to report, they will:

            a.  Knock on the door
(If indoors) 

  b.  Enter on command

  c.  Stop in front of the cadre at the position of “parade rest” and wait for further instructions.

  d.  Address the cadre, then state rank and name, i.e., "Sergeant, SPC Smith, reports." 

5-4.   UNIFORM AND EQUIPMENT:  Students are required to have certain items of clothing and equipment in their possession while at the academy.  An inventory is made during in-processing to determine accountability and serviceability.  Students missing equipment will have 72-hours to replace missing items before they will be dismissed from the course for not meeting course prerequisites.   The uniform for each day is indicated on the training schedule.  Changes will be posted on the student bulletin board.  Civilian clothes can be worn after hours.

5‑5.
TRAINING SCHEDULE:  A copy of the training schedule is provided to the student chain of command, and is posted in each of the student classrooms and bulletin boards.   

5-6.   STUDENT’S TIME/LIGHTS OUT: Students are expected to prepare their uniforms, equipment, and other training resources for the next day’s training.  Students make corrections on the barracks display and common areas from the morning inspection.  Use this time to study.

Student leaders can use this time to disseminate squad information and to plan for upcoming events or tasks.  The barracks lights out is at 2300 hours each evening.  The bay lights must be turned off at this time.  The students that wish to continue studying can use the dayroom or the study room.

5‑7.
BULLETIN BOARDS:  Students are responsible at all times for information posted on bulletin boards.  

5-8.   FORMATIONS: 
       a.  Students are to march to and from all formations and training.  A Small Group Leader is present for all formations and squad movement.  Safety equipment must be used ie: Road guard flashlights and road guard vests.
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     b.  Cadre is in charge of any marching element moving outside of the academy grounds.
5‑9.
CLASSROOM PROCEDURES:  The SGL at the beginning of the class establishes classroom norms.  While the emphasis of classroom conduct is to foster the best learning environment possible, students are expected to maintain professional discipline and military bearing at all times.  Classrooms are maintained in a high state of organization, cleanliness, and repair AT ALL TIMES. 

5‑10.
SPECIAL INSTRUCTIONS: 

       a.  All items such as billets, field equipment, uniforms, lockers, etc., are prepared for inspection prior to first formation, daily.

       b.  Brooms, mops, and cleaning materials are kept in appropriate storage areas.

       c.  Buffers are stored so that the brush is not in contact with the floor or wall.  When not in use, buffers are secured.

       d.  Lights are turned off when the billets are unoccupied.

        e.  Student leaders will inform subordinates of the time and place of any evening details to be performed.

        f.  Fire extinguishers, fire alarms, and carbon monoxide detectors will not be removed or tampered with.

       g.  When not in the billets, a complete and appropriate uniform is worn.

       h.  Billet main bay lights are turned off at 2300 hours each evening.  No Exceptions.
        i.  Students will ONLY use the cleaning materials issued by the Cadre to clean the barracks.   Under no circumstances will students purchase cleaning supplies!

        j.  Students will observe all proper customs and courtesies AT ALL TIMES.  Whenever a soldier of lesser rank is addressing a senior, that soldier will assume the position of parade rest (if addressing an enlisted senior) or attention (if addressing an officer).  THERE ARE NO EXCEPTIONS!

        k.  Pocket-sized radios or CD players are not authorized.  Students are not to use pocket beepers/pagers or cell telephones in the classroom BLDG 4708.  Clock radios/alarm clocks are authorized and encouraged for use in the billets.
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       l.  No tobacco products in the barracks/classrooms.

5‑11.
SAFETY: 

       a.  SAFETY IS FORCE PROTECTION:  Force protection must be an integral part of mission accomplishment by including risk assessment and risk management in the decision making process.  Risk assessment/management eliminates unnecessary risk, minimizes fratricide, and avoids accidental injury to soldiers and damage to equipment.  Force protection responsibilities continue around the clock, both on and off duty.

        b.   Safety in training and training safety is not synonymous.  Safe training is achieved by integrating safety in the planning, development, and conduct of training (FMs 25-100 and 25-101).  Leaders must commit to accomplishing missions without unnecessarily jeopardizing lives and equipment.  They must recognize unsafe behavior while making prudent risk decisions and developing operational processes to minimize hazards.

       c.  Training safety consists of three interlocking tiers:

      (1) Tier 1 – The Commander: Validating soundness of training and evaluation plans for 

safety and resolving safety issues.

      (2) Tier 2 – The First Line Leader: Identifying necessary actions by responsible

individuals, establishing a system to monitor training safety, and focusing on adherence to standards.

 (3) Tier 3 – The Individual: Ensuring soldiers look after themselves and others and

know how to recognize unsafe conditions and acts.

CHAPTER 6

ACADEMY STANDARDS AND EVALUATION

6‑1.
STANDARDS AND CONDUCT:  The 1st NCOA Battalion is dedicat​ed to the principle of leadership by example. 

       a.  Military Courtesy:  Students are to maintain the highest standards of military courtesy while at the academy.  All soldiers at the 1st NCOA Battalion will extend the appropriate greeting or courte​sy to pass​ing or visiting officers and NCOs.  The only exception is when classes are in progress.  Under no circumstances will a class be disrupted for the purpose of courtesy.  
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       b.  Personal Appearance: You are required to attain and maintain a high standard of  appearance at all times.  Strict adherence to standards outlined in AR 670‑1 is the rule.  There are no exceptions. 

 

       (1) All students will maintain a clean and neat military appearance at all times.  Male soldiers will shave prior to first call each day.  Mustaches are authorized, but must be in compliance with AR 670-1.

       (2) Military footgear is highly polished at all times.  Shower and running shoes

 are clean and in serviceable condition.  

                (3) Clothing is neatly pressed, clean, and serviceable.

          (4) Unit insignia, chevrons, nametags, US Army tags, and cloth badges are correctly 

positioned IAW AR 670-1.

      (5) Sunglasses, tinted lens, or photo gray glasses are not worn while in formation 

unless specifically prescribed by medical authorities.  NO eye appearance altering contact lenses are authorized.

6-2  STUDENT CONDUCT:  NCO Academy students are representatives of the Noncommissioned Officer Corps and are expected to conduct themselves accordingly and adhere to the following.

       a.  Students are to refrain from using profanity.

       b.  Students or staff are not to use tobacco products in the barracks or classrooms. 

       c.  Students are to display proper military bearing at all times. 

       d.  During classes, students are to maintain an alert, attentive attitude.  Small Group Leaders will prepare Leadership Spot Reports on students who fail to conduct themselves properly.  Leadership Spot Reports are given for deficiencies such as; inattention, improper military courtesy, lack of motivation, loss of military bearing, failure to complete classroom requirements, and sleeping in class.  Leadership Spot Reports are also given for outstanding performance.

       e.  Strict adherence to training schedule and formation times is required.  Absence from scheduled classes or formations may result in release from the course.

6-3 PERSONAL HYGIENE: Students are expected to conduct personal hygiene daily as IAW the training schedule.  Personal hygiene time is limited and students should use time wisely.  
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6-4.  INSPECTIONS:
       a.  Personnel.  SGLs will monitor daily in-ranks inspections.   All inspections are geared 

toward identification of personal appearance and uniform deficiencies. 

      (1) An in‑ranks inspection is conducted daily unless otherwise directed by the 

training schedule.

      (2) Individual deficiencies are noted and the student will be required to make the 

necessary corrections. 

           (3) Students are required to conduct a Commandant’s Class “A” inspection during the course.

       b.  Barracks.  The billets are inspected daily by the student chain of command with SGLs overseeing.  The course Branch Chief and SSGLs will conduct a daily walk through the barracks.  Students are expected to maintain a high standard while attending the Academy.  Each student platoon is assigned an area to clean and maintain in a high state of police at all times.

     (1) Bunk areas are kept clean at all times.  Floors are swept, mopped, and buffed daily.  Windows will be cleaned weekly.  There will be no trash in the trashcan.

     (2) Student wall locker wardrobes are clean and orderly.  Nothing of high value is kept in the Wardrobes.

     (3) Beds are made and properly aligned.

6‑5.
GRADING SYSTEM:  Students reference to Chapter 1-4 (Student Evaluation Plan) of this Guide. 

6‑6.
EXAMINATIONS:  Students reference to Chapter 1-4 (Student Evaluation Plan) of this Guide.
6‑7.
PERFORMANCE EVALUATIONS:  Students are given Developmental Leadership Assessment and Counseling for drill and ceremonies, physical training, individual training session, land navigation, and both the garrison and field leadership positions.  Students must achieve a minimum of 70% on every performance evaluation except for land navigation that, is 75% to achieve a “GO” rating.  A mid course counseling is conducted on course Day 7 and a comprehensive End of Course Counseling is conducted on day 14 (after returning from the FTX).  Additional counseling sessions are encouraged when the situation warrants such action.  Non-concurrence of counseling or spot reports is addressed in writing to the SSGL/Branch Chief within 24 hours of the counsel​ing.
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6‑8.
PASS PRIVILEGES:  Passes are NOT granted during attendance at the 1st NCOA Battalion course unless authorized by the Commandant.

6‑9.
ACADEMIC EVALUATION REPORT (DA FORM 1059): 

       a.  The Academic Evaluation Report (AER) is designed to portray the accomplishment and the potential that an individual demonstrates while attending the NCO Academy.  A maximum of 20% of class enrollment may have block 13A, "Exceeded Course Standards" annotated on their DA Form 1059.

       b.  The academy prepares the DA Form 1059 immediately before graduation or in conjunction with dismissal.  The student must ensure that he/she has a copy of the DA Form 1059 in his/her possession before departing the academy area.  It is the student's responsibility to ensure all personal data is correct on the DA Form 1059 before leaving the academy area.  

6-10.  STUDENT PHYSICAL TRAINING/REMEDIAL TRAINING: Student Physical Training is conducted each training day except when overnight in the field.  Physical Training is conducted as IAW FM 21-20 and the PLDC APFT and Physical Training SOP.  The PT SOP is posted on each classroom bulletin board.  Remedial training for APFT failures is conducted as IAW the course training schedule.  During remedial training the students will conduct the warm-up stretches and calistentics with their squad and then begin the remedial program. 

6-11.
STUDENT STUDY HALL:  Study hall is mandatory for all students.  Students are to use study hall to review and prepare for the next day’s lessons, written examinations, or performance evaluations.  Study Hall is on the course-training schedule and a SGL is present in the classroom for student study hall.  Students use the Advance Sheets, Student Handouts and Pub’s to study. 

6-12.   RETRAINING AND ACADEMIC DEVELOPMENTAL COUNSELING:  Students that fail to achieve a passing grade/score on written examinations or performance evaluations will receive academic developmental counseling and are required to attend mandatory scheduled 

retraining with a designated SGL.  Retraining is specific to the event or tasks failed.  Retraining is conducted during non-academic hours and is listed on the course-training schedule.

6-13.  STUDENT’S PREP/ADDITIONAL STUDY TIME: This time is used to reinforce previous training and/or sustain/regain previously acquired skills and knowledge.  This training is offered to students desiring the extra needed assistance to strengthen and improve their proficiency on tasks.  The training is schedule during non-academic hours and is not mandatory.  The training is conducted in BLDG 4708 on the training days as IAW the training schedule.  A designated SGL is present to provide assistance as needed.  Students are to inform their SGL if they desire to attend the additional study time.

6-14.   DISMISSALS: 
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         a.  Administrative Release:  Students who have an official reason or medical appointment, quarters, or any emergency that causes a him/her to miss a significant amount of the program of instruction are evaluated by the Commandant for release from the course.  The training is critical and time does not permit the student to recover before moving on to other subject material.  

    b.  Academic Release:  Soldiers that fail to achieve a 70% or better on all written examinations, performance evaluations and a 75% or better on the Land Navigation performance evaluation are released from PLDC.  Soldiers released for academic reasons may return to the academy as soon as the soldier has been re-trained and the unit commander feels the soldier is ready to attend another PLDC class.

       c.  Disciplinary Release: Violations of policy, standards, or regulations may result in disciplinary release from PLDC.  Students released for disciplinary reasons must wait for 6 months before attending PLDC again.  Reasons for disciplinary release are: 

     (1) UCMJ Violations 

     (2) Violations of Standards of Conduct 

     (3) Violations of the Honor Code 

     (4) Lack of Motivation 

          (5) Any sexual activity between students

            d.  APFT Failure Release:  Soldiers who fail to achieve a passing score on the Army Physical Fitness Test or the APFT Retest.  The APFT is a graduation requirement.  

6-15.  HONOR CODE:

        a.  The concept of the Honor Code among soldiers evolved centuries ago when individuals first banded together in order to establish a system for defending their land and property.  Through the years, service members have grown from small bands into well-organized groups.  In all such groups, leadership positions and Honor Codes have developed with them.  

The leaders established guidelines and regulations that were carried out and enforced by their subordinates.

            b.  Subordinates also relied on the honesty and integrity of their leaders.  This situation persists in our present day Army.  Leaders still rely on the honesty and integrity of the soldier, and their word is accepted as truth.  However, if their actions are such that their honesty and integrity may be questioned, the leader not only jeopardizes their position and status, but the integrity of other leaders and therefore violations will not be tolerated.
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           c.  The basic concept of the Honor Code is that a Noncommissioned Officer does not lie, cheat, or steal.  In its most practical application, it means that an individual’s word is their bond.  Attendance reports are presumed to be correct since Noncommissioned Officers render them.  During examinations or classroom work, the student work must be their own.

                (1) THE CODE:
  (a) As a leader and student at the 1st Noncommissioned Officer Academy Battalion, I    

 will always tell the truth and keep my word.

  (b) I am above dishonesty, cheating, quibbling, evasive statements, and tricky   

 verbage.

  (c) I will always respect the property and rights of others and the government.

  (d) I am aware that my signature is my bond.

  (e) If I violate the Honor Code, I expect neither immunity nor special consideration.

  (f)  I am honor bound to report any breach of honor that comes to my attention.

      (2) RESPONSIBILITY:  The Honor Code belongs to the students of the 1st NCO Academy Battalion and compliance to the code is the responsibility of each individual.  The honor system does not cease with academic honor and integrity.  It also applies to observance and adherence to the rule or regulation set forth by this Academy.  To knowingly violate a rule or regulation, whether or not this violation is discovered, is a discredit to your own word of honor.  It is your responsibility as a student to immediately report any violation of the honor system directly through the chain of command.  Your failure to assume the responsibility of reporting violations of this Honor system could result in your elimination from the course.

               (3) Those who observe an honor violation and do not report it are also guilty of an honor violation.

      (4) Violations of the Honor Code will result in dismissal from the Academy and an adverse remark placed on your DA Form 1059.

      (5) HONOR CODE VIOLATIONS:  The following procedures are used to investigate suspected violations of the Honor Code.


 (a) Incidents are reported to the Course Branch Chief through the chain of Command.

     (b) The Course Branch Chief will submit his recommendation to the Commandant for actions as deemed appropriate.
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     (c) Students will not discuss suspected or known violations with anyone other than the instructors, Course Branch Chief, First Sergeant or the Commandant.

CHAPTER 7

STUDENT ACADEMIC AND PERFORMANCE HONORS 

 7‑1.   STANDARDS FOR ACADEMIC AND PERFORMANCE HONORS: The Student Academic and Performance Honors recognize students who exceed the course standards during their attendance at the NCO Academy.  Student honors are based on the whole soldier concept and demonstrating Army Values.

7-2.  COMMANDANT’S LIST:  These graduates will not exceed 20 percent of the class enrollment.  This percentage includes the Distinguished Honor Graduate.  In the event of a tie; commandants must select a tiebreaker for these honors.  These graduates must have “EXCEEDED COURSE STANDARDS” in rating block 13a of the AER.  The following guidelines applies:

            a.  Displayed superior performance, Army values, and the “Whole Soldier Concept” throughout the course.

            b.  Received a first time “GO” on all examinations/performance evaluations/APFT and has an overall grade point average of 90 percent or higher on these combined requirements.

            c.  Have a SUPERIOR rating in three or more rated “DEMONSTRATED ABILITIES” blocks in block 14, DA FORM 1059.

            d.  Did not receive any adverse developmental counseling.

            e.  Presented superior military appearance and bearing throughout the course.

7-3.  DISTINGUISHED LEADERSHIP AWARD:  There is only ONE leadership award recipient.  Eligible nominees appear before a board.  The board will designate the Leadership Award to the nominee who receives the board’s highest evaluation.  The nominee must meet the following prerequisites:

           a.  Selected by peers with final recommendation by the SGL.

           b.  Have received no adverse developmental counseling’s.

           c.  Have a SUPERIOR rating in Block 14c, (Leadership Skills) of their AER.  
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7-4.  DISTINGUISHED HONOR GRADUATE:  This graduate is the student who demonstrated superior academic achievement through the “Whole Soldier” concept.  This graduate must meet the following prerequisites:

            a.  All criteria for the Commandant’s List Graduate.

            b.  Have highest overall academic average.

            c.  Have no adverse developmental counseling.

CHAPTER 8

EQUAL OPPORTUNITY/SEXUAL HARRASSMENT AND FRATERNIZATION

8-1.  EQUAL OPPORTUNITY:  The 1st NCOA Battalion provides equal opportunity and treatment for soldiers regardless of race, color, religion, gender, or national origin.  It is the 1st NCOA Battalion’s policy to implement a strong affirmative action program and to provide equal opportunity for all areas of recruitment, hiring, promotions, transfers, reassignments, training, benefits, separation and all policies affecting the treatment of National Guard/USAR/AC Soldiers, and LA Technicians.  

8-2.  SEXUAL HARRASSMENT:  Sexual Harassment is a form of sexual discrimination, it is illegal; and it will not be tolerated at the 1st NCOA Battalion.  It is a form of misconduct that requires personal awareness and attention of every member of the Chain of Command.  Sexual harassment involves unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  Each complaint of sexual harassment, as any complaint of discrimination will be given prompt attention, treated objectively, and resolved where possible at the lowest level of management.  Any person, who believes that he or she has been the victim of sexual harassment, or who has any knowledge of that kind of behavior, is urged to report such conduct immediately through the chain of command.

8-3.  FRATERNIZATION:  Certain structures in the military demand closer scrutiny because of the greater risk involved.  These transgressions include partiality, abuse of authority, or the appearance of both.  The 1st NCOA Battalion has a no tolerance policy for this unprofessional, and inappropriate behavior.  The relationship between staff and students must be closely regulated in a restrictive manner.  The Commander has the responsibility to define what is improper.  Extreme disciplinary actions will be taken against the individual (s) that violate this policy.
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8-4.  UNIT EEO REPRESENTATION AND COMPLAINT PROCESS:  The 1st NCOA provide students with EEO, Sexual Harassment, and Fraternization information on all Academy bulletin boards. 

This information includes:  NCOA Policy Letters, The Louisiana Adjutant General’s Policy on Sexual Harassment Prevention, 1st NCOA Battalion EO Complaint Process, 1st NCOA EEO Representation with photo and the AR 600-20 Equal Opportunity in the Army.  The NCOA Battalion’s EEO representation consists of the following individuals:

Equal Opportunity Advisor – SFC April Creech

Equal Opportunity Representative – SFC Lane Creech

                                                           SFC Shirley Gray  
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(ANNEX A PLDC INVENTORY CHECKLIST) TO PLDC STUDENT GUIDE

STUDENT NAME:________________________

ITEM                                                                QUANITY
COMPASS
1

AUTHORIZED AWARDS/DECORATIONS
1 SET

BAG, BARRACKS
1

BELT, TROUSERS
2

BUCKLE, BELT, BLACK OPEN FACE
1

CAP, COLD WEATHER
1 (SEASONAL)

LINER, COAT, BLACK ALL WEATHER
1

COAT, COLD WEATHER (CAMMOFLAUGE)
2 (SEASONAL)

DRAWERS, COLD WEATHER (BROWN)
2 (SEASONAL)

EAR PLUGS WITH CASE
1

FLASHLIGHT, WITH BATTERIES  & RED

FILTER LENS
1

GLOVES, BLACK SHELL
1 PAIR (SEASONAL)

GREEN INSERTS, BLACK GLOVES
2 PAIR (SEASONAL)

INSIGNIA, U. S.
1

INSIGNIA, BRANCH
1

LINER, COAT COLD WEATHER
1

LOCK, KEY OR COMBINATION
2

MASK, PROTECTIVE W/CARRIER
1

NAMEPLATE, PLASTIC
2

ID TAGS
1

ID CARD (CURRENT)
1

OVERSHOES, RUBBER
1 PAIR 

PARKA, WET WEATHER
1

TROUSER, WET WEATHER
1

GORTEX (TOP/BOTTOM IF ISSUED)
1

PERSONAL HYGIENE ARTICLES
1

PROTRACTOR, GTA 5-2-12 
2

SCARF, WOOL OG
1 (SEASONAL)

SHIRT, CAMOFLAUGE (TBDU OR

EHWBDU)
3 

TROUSERS, CAMOFLAUGE (TBDU OR

EHWBDU)
3

SHIRT, GREEN 415, LONG SLEEVE
1

SHIRT, GREEN 415, SHORT SLEEVE
1

SHOES, RUNNING
1 PAIR

SHOES, SHOWER
1 PAIR

SOCKS, OG 508 (BLACK)
7 PAIR

SOCKS, ATHLETIC (WHITE CREW OR CALF)
5 PAIR

TOWEL, BROWN BATH
4

UNDERSHIRT, COLD WEATHER (BROWN)
2 (SEASONAL)

UNDERSHIRT, COTTON BROWN
7
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ITEM                                                                QUANITY
UNDERSHIRT, COTTON WHITE  (MALES ONLY)
1

PFU SWEATSHIRT
1 (SEASONAL)

PFU SWEATPANTS
1 (SEASONAL)

PFU TRUNKS
2 

PFU T-SHIRT
2

WASHCLOTH, BROWN
2

EYE GLASSES AND INSERTS, 
2 PAIR

COAT, BLACK, ALL WEATHER
1

BUCKLE, BRASS (MALES ONLY)
1

CAP, GARRISON AG 489 OR 491 
1

COAT, AG 489 OR 491 
1

NECKTIE, COTTON/POLYESTER BLACK

(MALES ONLY)
1

SHOES, OXFORD BLACK 
1 PAIR

SOCKS, COTTON BLACK (MALES ONLY)
1 PAIR

TROUSERS, AG 489 OR 491 (MALES ONLY)
1 PAIR

BRASSIERES, WHITE OR NEUTRAL (FEMALES

ONLY)
4

HANDBAG, BLACK (FEMALES ONLY)
1

NECKTAB, BLACK SERVICE (FEMALES ONLY)
1

SLACKS, AG 489 OR 491 ARMY GREEN (FEMALES

ONLY)
1

SKIRT, AG 489 OR 491 ARMY GREEN (FEMALES

ONLY)
1

SLIP, WHITE OR NEUTRAL (FEMALES ONLY)
1

STOCKINGS, SHEER
3 PAIR

CAP, BDU                             
1

BERET, BLACK
2

NOTE:  THE SEASONAL ITEMS ARE NEEDED FOR THE MONTHS OF OCTOBER THRU APRIL.

STUDENT’S SIGNATURE/DATE:_____________________________

INSPECTOR’S SIGNATURE/DATE:___________________________
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(Seasonal) indicates winter months (1 October to 14 April)

1.  Female soldiers need only one belt, depending on “Class A” uniform slacks. 

2.  Hot weather boots (jungle boots) and optional boots are not a substitute for black leather issue boots with speed lacing.  Optional black leather boots must be IAW AR 670-1, no tanker's boots, hi-tech boots, etc.  Jungle boots (Hot Weather Boots) are not authorized for wear in formation when uniformity is required.

3.  Students are encouraged to bring Green wet weather overshoes, wet weather pants and jacket. 

4.  To prevent embarrassing situations after duty hours, soldiers are required to be attired in the PFU (not just undergarments) when walking down hallways and walking to and from showers, latrines and washrooms. 

5.  The following are encouraged for PLDC attendees to bring
EXTRA BATTERIES

ALARM CLOCK
SMALL IRON

EXTRA PT UNIFORMS

EXTRA SOCKS AND UNDERWEAR

EXTRA PIN-ON RANK

EXTRA ID TAGS

HANGERS/10ea

MECHANICAL SMALL POINT PENCIL FOR MAP READING

LAUNDRY DETERGENT

CHANGE FOR PHONE 

PRE-PAID PHONE CARD

WRIST WATCH (mandatory item)

SHOE SHINING KIT

NOTEBOOK

PENS/PENCILS
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(ANNEX B PUBLICATIONS/REFERENCES) TO PLDC STUDENT GUIDE

PUB/STUDENT

HANDOUT (SHO)
                                   SHO                     SUICIDE PREVENTION HEALTH BENEFITS AWARENESS                  

                                                                          HANDOUT

AR 600-20                           SHO                    ARMY COMMAND POLICY

AR 623-205                         SHO                    PERSONNEL EVALUATIONS, NCO EVALUATION   

                                                                         REPORTING SYSTEM

AR 27-10
 PUB

          MILITARY JUSTICE

AR 608-1                             SDO                    ARMY COMMUNITY SERVICE CENTER

AR 1-201                             SDO                     ARMY INSPECTION POLICY

AR 20-1                               SDO                     INSPECTOR GENERAL ACTIVITIES AND PROCEDURES

AR 735-5                             SDO                     POLICIES AND PROCEDURES FOR PROPERTY ACCOUNTABILITY

TC 21-7                               SDO                     PERSONAL FINANCIAL READINESS AND DEPLOYABILITY HANDBOOK

TC 25-6-8                           SHO                      TACTICAL ENGAGEMENT SIMULATION                      

TC 5-400w/change              PUB                     UNIT LEADER’S HANDBOOK FOR ENVIRONMENTAL STEWARDSHIP

DOD 7000.14.R                  SDO                     MILITARY PAY POLICY AND PROCEDURES ACTIVE AND RESERVE PAY

FM 22-100                           PUB                     ARMY LEADERSHIP 

FM 21-10                            PUB                     FIELD HYGIENE AND SANTITATION

FM 7-7                                SDO                     THE MECHANIZED INFANTRY PLATOON AND SQUAD

FM 101-5                            SDO                     STAFF ORGANIZATION AND OPERATIONS

FM 23-9                              PUB                     RIFLE MARKSMANSHIP

FM 3-3                                SDO                     CHEMICAL AND BIOLOGICAL CONTAMINATION AVOIDANCE 

FM 21-20 W/CH 1              PUB                     PHYSICAL FITNESS

FM 21-26                            PUB                     MAP READING AND LAND NAVIGATION (superseded by FM 3-25.26)

FM 22-5                              PUB                     DRILL AND CEREMONIES 

FM 25-100
 PUB


    TRAINING THE FORCE

FM 25-101                          PUB                    TRAINING THE FORCE, BATTLE FOCUSED TRAINING 

FM 21-75                            SHO                     COMBAT SKILLS OF THE SOLDIER 

TM 9-1265-211-10             PUB                     MULTIPLE INTEGRATED LASER ENGAGMENT SYSTEM (MILES)

STP 21-1 SMCT                 PUB                     SOLDIERS MANUAL FOR COMMON TASKS SKILL LEVEL 1

STP 21-24 SMCT               SDO                     SOLDIER’S MANUAL OF COMMON TASKS, SKILL LEVELS 2-4

GTA 3-6-8                          SDO                     NBC WARNING REPORTING SYSTEM

DA PAM 738-750               SDO                    THE ARMY MAINTENANCE MANAGEMENT SYSTEM

ARTEP 7-8 MTP                 SDO                    MISSION TRAINING PLAN FOR THE INFANTRY PLATOON AND SQUAD
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(ANNEX C TELEPHONE DIRECTORY) TO PLDC STUDENT GUIDE

DIALING INSTRUCTIONS: To dial off post from any office commercial phone dial 9-Number, long distance is 9,1-Number.  Area Code (318).

1st NCO ACADEMY BATTALION:

ACADEMY PHONE NUMBER


640-2850

COMMANDANT







EXT 8100

DEPUTY COMMANDANT 



EXT 8102

SECRETARY









EXT 8114

S-1













EXT 8120

S-2/S-3(OPERATIONS)





EXT 8123/8122

S3 FAX











641-3358

PLDC BRANCH CHIEF





EXT 8124

S-4













EXT 8150

PLDC 












EXT 8134/8135

FAX













641-3358

ACADEMY SDNCO






640-2850/ 0 ON MENU

(AFTER DUTY HOURS/WEEKENDS/HOLIDAYS ONLY)
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(ANNEX D BARRACKS INSPECTION PROCEDURES) TO PLDC STUDENT GUIDE

1.  Small Group Leaders and students use the Student Guide for barracks arrangements and spot-check inspections.

2.  Small Group Leaders evaluate students while the student performs a barracks inspection.  The P204 PE 1 inspection checklist and the barracks inspection sheet are used during barracks inspection.  Students are provided with as many opportunities for additional evaluations as necessary.

3.  Small Group Leaders monitor inspection results of student leaders, make any necessary on-the-spot corrections and provide feedback to the students.  The feedback will assist students on improving his/her strong and weak areas.

4.  Procedures:

     a.  Student (Squad and Team) Leaders are informed a minimum of three (3) days prior to conducting the barracks inspection.

     b.  Squad Leaders position themselves at the front entrance of the barracks building and assume the position of parade rest.

     c.  The Squad Leader comes to the position of attention and salutes the SGL as he/she approaches.  The Squad Leader informs his/her SGL that the barracks are prepared and ready for inspection.  The SGL salutes and briefs the student leader on the areas to be inspected for the day.  The SGL and the Squad Leader render the salute.  A minimum of five areas, to include any previous deficiencies from the previous day, is inspected.  

     d.  The SGL and Squad Leader enter the building.  The SGL inspects the selected items on  the Squad Leader’s display.  The Squad Leader then inspects the same selected items on his/her Team Leaders.  

     e.  The Team Leaders inspect their personnel while the SGL and Squad Leader monitors the inspection.

     f.  The SGL and Squad Leader inspect the squad’s assigned common area (s)

5.  The barracks inspection sheet is annotated with a check mark on each of the five items that pass inspection, or a code number from the legend on the form if an item does not pass.  Mark only the items inspected.  Make sure to follow-up on deficiencies from the previous day.  Students must correct deficiencies within 24 hours and initial the deficiency on their inspection sheet.  Students must maintain the barracks IAW the PLDC Student Guide.  The SGL and Student Leaders complete the barracks inspection daily prior to the breakfast meal.  
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(ANNEX E BARRACKS INSPECTION AREAS/MAINTENANCE PROCEDURES) TO PLDC STUDENT GUIDE

1.  The Commandant has set high standards for appearance in the student barracks.  Each student must understand and conform to these standards.

2.  Student Leaders will conduct Small Group Leader guided barracks inspections to meet TRADOC course requirements and the Commandant’s standards.

3.  The student leaders are evaluated by the SGL’s on their ability to accomplish/maintain the standardization and maintenance in the student barracks.

4.  NO food, beverages, or tobacco products will be consumed inside the barracks.

5.  The back porch is the designated smoking, dipping, drinking, and eating area.

6.  BARRACKS GENERAL GUIDELINES: 

      a.  All areas in the barracks are subject to inspection.

      b.  Lights are turned off NLT 2300 hours each evening.

      c.  All lights are turned off when the barracks are empty to include the latrine, storage area and break rooms.

      d.  All thermostat settings are made by the SGL’s.

      e.  The summer setting is 78 degrees.  The winter setting is 65 degrees.

      f.  Do not tamper with any safety equipment.  (ie…fire extinguishers, fire exit signs, smoke or carbon monoxide alarms and general exit signs).

      g.  Keep windows closed and locked.  Keep blinds down and closed at night.  Raise blinds to the top of the bottom window each morning before inspection (MALES ONLY).

      h.  Do not tamper with air vents.

       i.  Do not store hazardous material in the barracks (ie…CLP, Fuels, Oils).

7.  COMMON AREAS:    

     a.  Latrine:
          (1) Wipe off and dust all ledges.

E-1

(ANNEX E BARRACKS INSPECTION AREAS/MAINTENANCE PROCEDURES) TO PLDC STUDENT GUIDE

          (2) Scrub and wipe off all toilets.

          (3) Insure there is at least one roll of toilet paper in each stall.

          (4) Place one cap full of pine oil in each toilet.

          (5) Sweep and mop floors daily.

          (6) Wipe down urinals.

          (7) Mop shower floor (should be dry before inspection).

          (8) Wipe down shower walls, soap dishes, showerheads, and knobs.

          (9) Scrub all shower walls to prevent mildew.

          (10) Wipe out and dry all sinks to include utility sink.

           (11) Clean all mirrors.

           (12) Empty trash cans, replace liner, and place upside down with lid on top daily before inspection.

           (13) Clean windows.

     b.  Open Bay:
           (1) Dust mop or sweep and mop floors daily.

           (2) Dust top of wall lockers, bunks, window blinds, and all ledges.

           (3) Empty trash cans, replace liner, and place upside down with lid on top daily before inspection.

           (4) Clean bugs from all overhead lights.

           (5) Clean windows and mirrors.

     c.   Study Room and Day Room:

           (1) Dust mop or sweep and mop floors daily.
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(ANNEX E BARRACKS INSPECTION AREAS/MAINTENANCE PROCEDURES) TO PLDC STUDENT GUIDE

          (2) Dust all furniture.

          (3) Organize the bookshelf’s.

          (4) Clean windows and blinds.

     d.  Cleaning Supplies Closet:
          (1) Sweep and mop floors daily.

          (2) Dust shelves and organizes cleaning supplies.

          (3) Organize brooms in rack.

          (4) Clean the broom rack.

     e.  Exterior of Barracks:
          (1) Sweep porches, sidewalks, and ledges of building daily.

          (2) Perform police call around the barracks daily.

          (3) Empty and clean cigarette butt cans daily.

          (4) Clean exterior windows as needed.

8.  PERSONAL AREAS:
     a.  Bunks:
          (1) Stacked bunks are numbered with even numbers for top bunks and odd numbers for bottom bunks.  Students are assigned a bunk number.  This number also corresponds with the wall locker and storage bin numbers.  Align the end bunks with each other, head/foot of bunks approximately two (2) inches away from the wall.  Then align all other bunks between the end bunks.  The bunks will alternate down each row (i.e. head of bunk 1 faces the wall and head of bunk 2 faces the isle.  The head of bunk 3 faces isle and head of bunk 4 faces the wall.  This process is continued down each row).

          (2) Put sheets and blanket on bed using hospital (45 degree) fold.
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          (3) Fold the top sheet and blanket together into a 6-inch collar, 18-inches (bottom sheet showing) down from the top edge of the mattress seam with no raw edges displayed.

          (4) Center the pillow at the top of the bunk, opening to the left (as observed standing in the isle) with excess pillowcase tucked under.

         (5) The “ U. S.” printed on the blanket will not show when the bunk is made.

         (6) Hang laundry bag on the top rail, isle end, of the bunk.  Use the infantry cross tie to secure the bag to the bunk.  (Your SGL will demonstrate)

         (7) Stockade bunk on Thursday morning (before inspection) for linen exchange later in the day.  (See Figure 2)

     b.  Footwear (See Figure 1):
          (1) When standing in the aisle facing the bunks, the person assigned to the top bunk will align his/her footwear under the left side of the bunk and the person assigned the bottom bunk will align his/her footwear under the right side of the bunk.  The footwear is displayed under the isle end of the bunk.

          (2) Align first pair of footwear with toes flush with bed frame and touching the bedpost.  All other footwear aligns with the first pair.

          (3) Clean and highly shine military shoes and boots.

          (4) Lace and tie all shoes completely and tuck the excess laces inside.

          (5) Do not leave a space to indicated missing footwear.

     c.  Wall Locker: (See Figure 3)
          (1) Align wall lockers.

          (2) Arrange clothing with the first hanger touching the right shelf bracket with openings to the left.  Clothing is hung in the following order:  Black All Weather Coat, Class A’s, Class B’s, Field/Gortex Jacket, BDU’s.

          (3) Hang the PT uniform touching the left shelf bracket, opening to the right, in the following order:  Sweat Pants and Sweat Jacket on the same hanger.  (Seasonal) T-shirt and shorts on the same hanger.
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          (4) Space all hanger evenly.

          (5) Do not leave a space for missing items.

          (6) Zip all zippers and button all buttons as worn on all clothing.

          (7) Do not leave empty hangers hanging in the wall locker.

          (8) Place the black beret on the far right side of the shelf with the edge of the beret flush with the edges of the shelf.  Only one beret will be displayed.  

          (9) Place the garrison cap to the left of the BDU cap, flush with the edge of the shelf, opening to the left with the unit crest side up.  Only one cap will be displayed.

          (10) Place purse (if applicable) at the left rear of the shelf, clasp facing to the right.

          (11) No other items will be placed on the shelf.  No pin on rank is displayed on either military clothing or headgear while displayed in the wall locker.

          (12) Place the towel, folded in half- length ways, centered on the towel rack.  The raw edge of the towel is to face in towards the wall locker.  Place the washcloth, folded in half- length ways, centered on top of the towel.  The raw edge of the washcloth will face in towards the wall locker.  If no towel bar is available, hang towel and washcloth on a hanger in the same configuration as stated above.  Hanger is placed centered between Military clothing and PT clothing.

          (13) Position the three-drawer chest to the left of the wall locker.

          (14) Place personal items in the top drawer of the chest.

          (15) Place any other clothing items in the second and third drawers in a neat and orderly manner.

          (16) Do not store open food or beverages inside the three-drawer chest or wall locker.

          (17) Display the Student Guide on the top right front of the chest so you can read the cover.  Store books neatly behind the Student Guide.

          (18) Briefcases and book bags are placed on the floor of the wall locker to the right of the three-drawer chest.

E-5

(ANNEX E BARRACKS INSPECTION AREAS/MAINTENANCE PROCEDURES) TO PLDC STUDENT GUIDE

         (19) Store the folding chair to the far right of the wall locker with the bottom of the chair facing to the left.

9.  COMMON AREAS OUTSIDE THE BARRACKS:
     a. Laundry Building:  

         (1) Sweep and mop floors daily.

         (2) Clean lint from all dryers daily.

         (3) Clean all soap residue from washers.

         (4) Empty trash cans, replace liner, and place upside down with lid on top daily before inspection.

         (5) Wipe all windows inside and out.

         (6) Police all trash around outside of building.

     b.  Phone Bank:
          (1) Sweep and empty the cigarette butt cans daily.

          (2) Dust for spider webs.

          (3) Empty trashcans, replacing liner, and place upside down with lid on top daily before inspection.

          (4) Police all trash around outside of building.
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(ANNEX F DISPLAYS) TO PLDC STUDENT GUIDE           

                                                    1.    2.    3.   4.

NOTE:  Align footwear with the first pair touching the bed post and flush with the bed rail.  DO NOT LEAVE A SPACE FOR ANY SHOES/BOOTS MISSING OR BEING WORN.

1.  Military Boots  - Maximum – 2 pair

2.  Military Dress Shoes – 1 pair

3.  Athletic Shoes – 1 pair

4.  Shower Shoes – 1 pair

FIGURE 1:  BUNK DISPLAY
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NOTE:  Standing in aisle looking at the bunk.

1.  Fold blanket to the size of the pillow and place at the end of the bunk with no raw edges showing.

2.  Place pillow on top of the blanket.

3.  Fold sheets the width of the bunk and the depth of the pillow with no raw edges showing.

4.  Fold pillowcase in half (lengthwise) twice and wrap across center of the sheets.

5.  Mattress cover remains on the bunk.

FIGURE 2:  STOCKADE OF BUNK
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       11.



                                                                                                                                                                       12.






                             1.  BLACK ALL WEATHER COAT     7.  BDU CAP

                             2.  CLASS “A” s                                      8.  PURSE (IF APPLICABLE)

                             3.  CLASS “B” s                                      9.  STUDENT GUIDE

                             4.  FIELD/GORTEX JACKET               10. BRIEF CASE

                             5.  BDUs                                                  11. MIRROR                                              

                             6.  PT UNIFORM                                    12. TOWEL AND WASHCLOTH DISPLAY

                             7.  BERET                                                                           

FIGURE 3: WALL LOCKER DISPLAY
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INSPECTION STEPS:

NOTE:  This is a locally developed procedure adopted from the FM 22-5 Company Drill, In-Ranks Inspection.  The FM 22-5 does not address inspections without officers or elements smaller than a company.  The basic FM 22-5 procedures will remain intact.

1.  The Squad Leader/Platoon Sergeant gives the command “OPEN RANKS, MARCH” and aligns the squad as per FM 22-5.

2.  The Squad Leader/Platoon Sergeant posts, does an about face and waits for the SGL.

3.  The SGL posts in front of and facing the Squad Leader/Platoon Sergeant, waits for him/her to salute and report “_____________ Squad/Platoon is prepared and ready for inspection”.  The SGL returns the salute.

4.  The SGL inspects the Squad Leader/Platoon Sergeant and puts him/her in charge of the inspection.

5.  The Squad Leader/Platoon Sergeant posts in front of the Alpha Team/1st Squad Leader.  The inspector commands “BRAVO TEAM, AT EASE” or “2ND, 3RD, AND 4TH SQUADS, AT EASE”.  The SGL positions himself/herself at the left of the inspector where he/she can best observe the Squad Leader/Platoon Sergeant.

6.  After inspecting the first rank, the inspector turns the corner of the last member of the first rank and commands the second rank to the position of attention, while inspecting the back of the first rank.

7.  The inspector posts in front of the Bravo Team Leader/2nd Squad Leader and commands, over his/her right shoulder, “ALPHA TEAM/1ST SQUAD, AT EASE”, then follows the same procedures for inspecting the remaining ranks.

8.  As the inspector rounds the corner and reaches the last Bravo Team Leader/4th Squad Leader of the last rank, he/she commands, “SQUAD/PLATOON, ATTENTION” and posts center and three steps in front of and facing away from his/her element.  The inspector salutes and reports the outcome of the inspection to the SGL.  The SGL returns the salute and gives any further instructions.

9.  The Squad Leader/Platoon Sergeant commands, “CLOSE RANKS, MARCH”.
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