
  INDIANA GUARD RESERVE

 TRAINING COMMAND

TRAINING STANDARD OPERATING PROCEDURE

MISSION STATEMENT:

To cause selected personnel who successfully complete their course of instructions, to be able to perform as qualified officers and non-commissioned officers of the Indiana Guard Reserve.

SUMMARY:

This SOP provides policy and procedures for training within the IGR Training Command.

APPLICABILITY:

This SOP applies to the conduct of training tasks of the IGR Training Command.

SUPPLEMENTATION:

Supplementation is prohibited without prior approval of the Training Command Commander.

SUGGESTED IMPROVEMENTS:

The proponent of this SOP is the Commander of IGR Training Command. Suggested improvements and comments should be sent to the Commander of Training Command thru the Director of Instruction.

  1. General 


A. Purpose: This SOP prescribes the standard procedure for 
the implementation, control, operation and administration of training conducted by the IGR Training Command.


B. Responsibility: Establishment and maintenance of this SOP is the responsibility of Training Command Director of Instruction.

  2. References: See Annex. A thru H-1-4

FOR THE COMMANDER:

                          MSG M. SCOTT LIVINGSTON

                          CSM, IGR, TC

ANNEX A 

(TASK ORGANIZATION)

1. PURPOSE: To establish and formally recognize the Training Command School Systems.

2. SCOPE: This annex is applicable to IGR Training Command.

3. CAPABILITIES: The IGR Training Command conducts Basic training for non prior enlisted personnel, Basic Non-commissioned officers course, Basic Officer training course, Senior Non-commissioned officers course, Advanced Officers course. Provide an efficient method to identify guest instructor requirements in advance. Utilization of assigned instructor personnel will prevail to the extent possible.

4. ORGANIZATION, DUTIES and RESPONSIBILITIES:

  A. The Director of Instruction will:


1. Insure that the Training Command staff is properly 


trained to accomplish the training mission.


2. Randomly visit training classes to ensure training is 


being conducted to standards.


3. The Commandant and appointed staff members will evaluate 


the training and candidate participation. A record will be 


made for enclosure in candidates records file.


4. Ensure that training is realistic, safe and challenging

 
while adhering to approved POI’s.
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APPENDIX 1 TO ANNEX A
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APPENDIX 2

(IN PROCESSING)

1. PURPOSE: To establish in-processing of students for training.

2. SCOPE: Applicable to all students.

3. ORGANIZATION, DUTIES and RESPONSIBILITIES

  A. Administrative Assistant, HQ IGR


1. Screen to ensure that students meet course prerequisites 


prior to enrollment.


2. Provide copy of approved application prior to course 


start date.


3. Provide a copy of students orders to cover the period of 


the course.

  B. COMMANDANT


1. Provide assistance to resolve problems.


2. Verify students meet all course requirements in 


accordance with applicable regulations.


3. Conduct weigh-in procedures.


4. Screen to insure the student can meet physical 


requirements of the course.


5. Students who fail to meet course prerequisites will be 


denied enrollment into the course. Students and unit of



assignment will be notified in writing.
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ANNEX B

(ENVIRONMENT)

1. PURPOSE: To provide guidance in establishing an effective

   learning environment.

2. RESPONSIBILITIES:

  A. The Commandant will monitor the learning environment at the                

  training sites

  B. Implement the following to provide an effective learning                          

  environment at each training site.


1. NCO training will be under the supervision of a Sergeant 


Major with instruction provided primarily by NCOs. Senior 


NCO course will be under the supervision of the TC CSM with 
instruction provided by Senior NCOs (E8-E9). Basic Officer 


course will be under the supervision of the Senior TAC 


Officer with instruction provided by Officers. Advanced

 
Officers course will be under the supervision of the 


Director of Instruction with instruction provided primarily 


by field grade officers.


2. TAC Officers and NCOs must set the example for

 
leadership, technical and tactical competence, and 


professional Army ethics.


3. Instructors shall mentor students in the responsibilities 
required of NCOs and Officers.


4. TAC personnel will ensure the constructive use of student 


time in and out of the classroom. Leadership principles and 
professional skills must be reinforced as part of the

 
students daily routine.


5. A live-in environment will be utilized to enhance 


leadership training and reinforce standards through as total 
immersion in a military environment. Training will start 


before “scheduled” classes and continue beyond the “last” 


academic class of the day.


  a. Student Leaders will plan, supervise, and perform NCO 

 
  duties/activities as they would in their unit.
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  b. In addition to POI requirements, students will prepare 


  for and conduct inspections and remedial/additional 

  
  training for fellow students under TAC supervision.


  c. Student Leaders will reinforce Drill and Ceremonies

 
  training.


6. TAC’s mentor and counsel students during and after the

 
normal academic day. TAC’s personally through student 


Leaders, control the duty from first call to lights out.


7. TAC’s will demonstrate and reinforce Army standards 


Including the wearing of uniforms and equipment required of 
students.


8. TAC’s will not use demerit or hazing systems.

a. Discipline standards must not interfere with the 
 
 
             learning environment.

9. TAC’s will wear the brown drill instructor headgear, Officers will 

place rank insignia on the front/NCO’s will use cap device provided 

by TC Supply Sgt. TAC’s will also wear the pistol belt with the distinctive IGR-TC buckle, clearly identifying TC personnel as IGR. TAC personnel will wear this gear in accordance with Army standards. The headgear and pistol belt will only be worn at IGR Training Command functions (No exceptions with out written approval from the Commander).


10. TAC’s will wear a Drill Instructors badge displaying the Indiana 


crest. This will be worn on the right brest pocket. This will also be 


worn in accordance with Army standards.
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ANNEX C

(EQUAL OPPORTUNITY)

1. PURPOSE: To publish policy and provide guidance for equal opportunity.

2. SCOPE: Applicable to IGR Training Command.

3. DUTIES and RESPONSIBILITIES

  A. The Training Command will provide equal opportunity and 

  treatment for soldiers without regard to race, color, religion,             

  gender, or national origin and to provide an environment free 

  of sexual harassment. This policy applies to assigned and 

  attached personnel.

  B. IGR Training Command personnel at all levels will not 

  discriminate nor will they tolerate discrimination. All must

  continue to emphasize the prevention of discrimination. This is

  a standard, which is expected of each individual, and anything 

  less then this standard will not be tolerated.
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ANNEX D

(SEXUAL HARASSMENT)

1. PURPOSE: To publish policy and provide guidance for identifying sexual harassment.

2. SCOPE: Applicable to IGR Training Command.

3. DUTIES and RESPONSIBILITIES

  A. Sexual harassment is defined as influencing, offering to 

  Influence, or threatening the career, pay or job of another 

  person, woman or man, in exchange for sexual favors, gestures      

  or physical contact of a sexual nature in a school or work 

  environment.

  B. Sexual harassment violates acceptable standards of integrity

  and impartiality required of all Training Command personnel

  and interferes with mission accomplishment and unit cohesion.

  C. Leader at all levels are responsible for taking both 

  preventive and appropriate corrective action to combat this 

  unacceptable form of behavior. This responsibility requires 

  that each individual promote a climate where such conduct is 

  discouraged and prohibited. All Training Command personnel, 

  including students, must be made aware of the channels 

  available to report perceived or actual instances of sexual 

  harassment. These channels include the student and staff chain 

  of command, the Equal Opportunity Representative, or the 

  State Inspector General.
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ANNEX E

(STUDENT DISMISSAL)

1. PURPOSE: To establish proper procedure for students’ dismissal.

2. SCOPE: This annex is applicable to IGR Training Command.

3. RESPONSIBILITIES

  A. The Commander of Training Command is responsible for 

  ensuring student dismissal is conducted in accordance with this 

  annex.

  B. Student dismissal shall be conducted as follows:


1. Student may be removed by the commander or commandant 


before course completion for the following:


  a. Disciplinary reasons


  b. Lack of motivation


  c. Other valid reasons, such as illness or injury.


  d. Academic deficiencies


2. Failure of a student to maintain established standards 


during the course may constitute an infraction of the UCMJ

 
or may simply indicate a lack of motivation or aptitude.


3. Students whose actions during training constitute a  

      violation of the UCMJ may be dismissed from the course,

      reported in writing to the student and commander exercising

      court-martial authority.


4. Students whose actions demonstrate a probable lack of 

      motivation will be counseled by the following:


  a. Senior TAC NCO


  b. Commandant


5. If the student is considered for disenrollment for 

      motivational, disciplinary, or academic reasons, and the 

      reasons are adequately documented to sustain dismissal 


action, the following procedures apply:
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 a. Notify the student in writing of the proposed action, 

       basis for the action, consequences of the disenrollment, 

       and the right to appeal. (Appeal must be submitted in 

       writing, within two working days after receipt of the 

       written notification.

       b. Obtain from the student an endorsement acknowledging 

       that a counseling session was held and that a dismissal 

       notice was received. The endorsement also must indicate 

       the student’s intent with regard to appeal.

       c. Appeals by the student will be forwarded to the CSM.

       The CSM will refer the appeal for final action to a 

       disinterested Command Sergeant Major for final action.

       All appellate actions will become a part of the 

       students case file.

       d. Students who have elected to appeal will remain 

       actively enrolled in the course pending disposition of 

       the appeal. However, as an exception to this policy, 

       students who are disruptive and/or disturbing the normal 

       day-to-day operation of the course will be released immediately.


 e. Disenrollment for illness, injury, compassionate, or 

       other reason beyond the control of the individual will 

       be made without prejudice. The Senior TAC NCO will provide 

       a written statement to the student and unit of assignment,

       stating the reason for termination, and the student

       will be eligible for reenrollment as soon as 

       convenient.
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ANNEX F

(INSTRUCTION)

1. PURPOSE: To establish qualified instructors for each course.

2. SCOPE: This annex is applicable to IGR Training Command.

3. RESPONSIBILITIES:


A. The Director of Instruction is responsible to insure that


all instructors are qualified to present instruction prior 

      to being scheduled. Qualifications are listed as follows:


  1. Knowledgeable of subject matter to be presented.

        2. Have an approved lesson outline for subject matter to 

        be presented.


  3. Have the ability to properly present subject matter in 

        a professional, military manner and skilled in the ability

        to present the material so that students will comprehend

        and retain subject matter.

        4. Appearance and bearing must meet the standards as set 

        by the Training Command Commander.

        5. Present the subject matter per approved lesson outline.

        6. Revise and review lesson outline annually. Recommend 

        necessary changes when needed and request approval of 

        changes before utilizing them.


B. A list of qualified instructors will be available and 

      current.


C. Have a training schedule for each course published and 


distributed as needed.


D. The Operations/Logistics Chief will:


  1. Requisition and/or fabricate necessary training aids

        and equipment.


  2. Publish approved lesson outlines and handouts.
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  3. Assist developing and evaluate training procedures.


  4. Secure and set up training sites.


E. The Director of Instruction will appoint qualified 

      personnel from within Training command to assist him in 

      evaluating and revising (if needed) the training that is 

      presented in each course.
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ANNEX G

1. PURPOSE: To insure uniformity of lesson outline.

2. SCOPE: Applicable to Training Command.

3. RESPONSIBILITIES:


A. All instructor personnel who present instruction will

 
use the approved lesson outline set forth in this annex.


B. A narrative of the lesson should be attached to each 


lesson outline. This will enable another qualified 


instructor to present the instruction should something occur

 
that will cause the scheduled instructor to be absent.


C. In emergency cases a hand written lesson outline can be

 
used when there is not a typed outline available. A copy of 


the lesson outline and training schedule should be made 


available at the rear of the classroom for visitors.


D. In addition to the above, each lesson plan will have

 
attached, three questions(with correct answers to the 


questions pertaining to the main points of the lesson).

 
These questions are necessary to enable testing in the 


future.


E. Lesson outline format,see attached:G-1-1
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ANNEX H

1. PURPOSE: Current Training Schedules

2. SCOPE: Applicalbe to Training Command

3. RESPONSIBILITIES: Director of Instruction


A. See attached schedules: H-1-1 thru H-1-4
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