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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #24-04, Drill Sergeant/Instructor Certification, Development, and Recognition Program (ICDRP) and Instructor Folders/Packets

1.  Purpose:  To establish responsibilities, and procedures governing certification, quality control and Drill Sergeant/Instructor development to ensure that 1st Engineer Brigade has a functional, timely, and equitable program.

2.  Scope:  Drill Sergeant/Instructor Certification Program ensures that the instructors have met all standards prior to assuming specific teaching duties.  The Drill Sergeant / Instructor Certification Program policies, responsibilities, rewards and procedures apply to all military and civilian Instructors and Drill Sergeants within the 1st Engineer Brigade.

3.  Concept:  Certification administration requirements, maintenance and documentation will be the unit First Sergeants’ responsibilities.  The Battalion CSM is overall responsible and will ensure that all units within the 1st Engineer Brigade are in compliance with the program.

4. Responsibility:



a.  Unit will have all requirements met within the 120-day program.  Extension will only be authorized by the Battalion CSM on a case-by-case basis.



b.  1SGs, Senior Drill Sergeants/Instructors and Platoon Sergeants will be involved in the training process.  This action will ensure that all trainers are scheduled for and afforded the time to meet the requirements outlined in this program.



c.  The Department of Military Engineering will provide quality control by performing periodic training evaluations and inspection of unit certification programs in conjunction with the Organizational Inspection Program.

5.  All units will comply with TRADOC Reg 350-70, and FLW Reg 350-1 and develop a comprehensive certification program, which will include:



a.  Demonstrate competence by showing mastery of objectives to be trained.  Competency can be demonstrated through completion of a certification board, which will certify that the new instructor is technically and tactically proficient to teach each block of instruction.



b.  Drill Sergeants/Instructors will be certified on all MOS specific tasks to be taught by unit.



c.  Meet the height and weight standards and pass the Army Physical Fitness Test (military only).



d.  Attend and complete an approved Instructor Training/Drill Sergeant School.



e.  Be a graduate of the military occupational specialty (MOS) course in which the instructor will teach IAW AR 614-200.

6.  The ICDRP consists of three levels of proficiency:  Instructor, Senior Instructor, and Master Instructor.  FLW Reg 350-1 covers standards and requirements necessary to obtain each level.

7.  Every Instructor in an instructor position will participate in the ICDRP.

8.  All ICDRP packet submissions (inclusive to 1st Engineer Brigade) must contain the following:



a.  Memorandum of Recommendation from the Company Commander to Brigade DME.



b.  Copy of the individuals IITC, SGI or APS graduation certification.



c.  Orders for “H” identifier or a copy of the DA 4187 requesting the “H” identifier, ASI 5K or SQI 8.



d.  Copy of Certificate or documentary evidence of graduation from the course being taught.



e.  FLW Form 744-R, 744-1-R, 744-2-R, Request for Award, for the level being considered, e.g. Instructor, Senior Instructor, or Master Instructor.



f.  FLW Form 2, Observation Sheet, from 2 or more evaluators at or above the level being evaluated.



g.  AAR Checklist, TRADOC Reg 350-70, Chp III-4-7.



h.  FLW Form 1147-R, Instructor Contact Hours Record Form.



i.  DA Form 705, APFT Scorecard (DA Form 5500/5501 if applicable).



j.  Copy of DA Form 346, 348, or ULLS System Printout verifying License/Operators Permit as required for Instructor duties.



k.  Copy of memo signed by Brigade Commander, which verifies instructor is certified to teach on assigned course.

9.  Processing procedures for instructor packet approval are as follows:



a.  From Course Chief to company Chief Instructor for review and Commander's Memorandum of Recommendation.



b.  To the Department of Military Engineering.

10.  The DME will review packets for completeness and accuracy.  The DME will approve Instructor level submissions.  All Senior and Master level packets require review by the DME prior to DME forwarding to the Instructional Support Division (ISD) for approval.  This is a necessary step as the DME is responsible for tracking and recording each instructor's level for Brigade and Post reports.  Creation of certificates and memorandums for all 3 levels of certification originates from DME.

11.  Certificates and Memorandums of Appreciation will be signed by the following for certified Instructor personnel:



a.  Battalion Commander for Instructor Level.



b.  Brigade Commander for Senior Level.



c.  Commanding General for Master Level.

12.  The IITC certificate date determines the Level I, "Instructor" certification date.  FLW Reg 350-1 outlines Time and Instructor Contact Hours (ICH) requirements for advancing to each level.

13.  Evaluators must be one of the following:



a.  Course Chiefs, or higher, in the line of responsibility.



b.  Others conducting evaluations must be ICDRP certified at, or above, the same level, which they are evaluating.

14.  Examples of "Training Department Approved Course" for FLW Form 744-R series include:



a.  Advanced Platform Skills (APS).



b.  Systems Approach to Training (SAT).



c.  BNCOC.



d.  Instructors Supervisor Course (ISC).



e.  College course relating to English, Computers, and Public Speaking.



f.  Most courses and workshops that enhance subject matter competence.

15.   The point of contact for all questions will be the Brigade DME at 596-5764.
16.  Post a copy of this policy on all bulletin boards.

                                                                                                /S/
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