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CHAPTER 1

GENERAL ADMINISTRATION 

1-0.
COURSE OVERVIEW: 
The Primary Leadership Development Course (PLDC) is a four-week, branch immaterial course that trains basic skills, knowledge and attributes necessary to be a professional NCO.  PLDC produces competent junior NCOs who are qualified team/section/squad leaders, trainers of leader and war fighting skills, evaluators and counselors, conductors and participants in individual and collective training, and performers and teachers of leader skills, knowledge, and attitudes.  PLDC instills self-discipline and professional ethics, and establishes the foundation for further training and leader development.  PLDC is conducted in a challenging, live-in, leadership-intensive Non-Commissioned Officer Academy environment.


1‑1.
PURPOSE:  This SOP outlines applicable policies and procedures for students reporting to the MANSCEN Non-Commissioned Officer Academy.  Students must carefully read this guide and are responsible for being familiar with and for complying with its contents within 24 hours after arrival at the NCO Academy.  Failure to comply with the policies or procedures contained herein could result in being dropped from the course for disciplinary reasons. 

1-2.    
PRIVATELY OWNED VEHICLES:  POVs may not be used for any purpose during the training day without approval of the Senior SGL. POVs may be used after the end of training on a Saturday before a designated non-training Sunday or the end of a training day before a national holiday. All POV usage will discontinue at 2100 hrs on the non-training Sunday or national holiday.

1‑3.
MAIL:  A mailbox is available inside Building 3130 for outgoing letters.  For personnel assigned to FLW, personal mail must be hand carried to you by your unit. TDY students can receive mail at the NCO Academy at the following address:




Student Name




230 Gate Street




STOP 1____ (1 and room number)




Fort Leonard Wood, MO  65473
1-4. TELEPHONE:  To utilize a military phone for OFFICIAL BUSINESS ONLY, see 

your small group leader.  Pay phones are provided in the barracks for your personal use and billets have phones in the rooms.
1-5. STUDENT PAY:  Your parent unit has the responsibility for your pay.  Should you 

fail to receive your pay on payday, notify your sponsor, small group leader (SGL), and parent unit. If you are from Ft. Leavenworth, or somewhere other than FLW, and do not have a government credit card, bring this to the attention of the cadre ASAP.

1-6. RELIGIOUS SERVICES: The training schedule on the first three Sunday mornings

allows time for religious service attendance. On the last Sunday there is limited time allotted for religious service attendance due to the STX; particular information regarding services is posted on the bulletin board(s) and in the student leadership binders.

1-7.    VALUABLES:  Safekeeping of valuables is a personal responsibility. It is recommended that students secure valuables in the safe provided in their rooms.

1-8. MEDICAL AND DENTAL TREATMENT:  Students needing to go on sick call will 

report to their Small Group Leader (SGL).  Sick call is from 0600-0630 Monday through Friday. Soldiers will be treated at General Leonard Wood Army Community Hospital (GLWACH).  Emergency treatment is available at GLWACH at all times. During non-instructional hours, students will report to the Student Chain of Command and the Small Group Leader and Sr. Small Group Leader will be notified. Sick call slips will be returned to the SGL and Senior SGL, or the 1SG immediately upon returning from sick call.  Students must be aware that missing training may jeopardize academic success. 

  Temporary profiles issued after enrollment that prevent completion of graduation requirements will subject students to elimination from the course for medical reasons.

1‑9.
LAUNDRY:  The laundry room is located in building 3230.  Washers and dryers are provided for your convenience.  If you have need of dry cleaning facilities, the service is available in Lincoln Hall near the auditorium.  Civilian facilities may be utilized but only with the understanding that students will utilize them during non-training hours unless permission is given by the SGL and Sr. SGL to use otherwise.

1‑10.
OFFICES:  All NCO Academy offices are OFF LIMITS to students except when directed to report by the cadre. 

1‑11.
VISITATION:  The NCO Academy encourages chains of command to visit their soldier(s), especially during lunch and dinner mealtimes.  All visitors must coordinate through the senior SGL or Operations NCO at 3-7426/7.  Family members or friends are not authorized to visit students during the training day, including meal times.  

1-12. MEAL CARDS:  All students are issued a meal card during their stay at the Academy

and must be prepared to present their meal card at meal times. Your unit should have stopped your separate rations for the duration of the course and you should have a DA Form 4187 verifying this action. If you are uncertain, contact you unit or sponsor and inform your SGL.





1-13.
STUDENT SOP DISTRIBUTION:  This SOP will be provided to each student during in processing. It is a recoverable document and will be returned during out-processing. Mutilation or destruction of it will result in counseling and/or administrative recovery of its cost.
CHAPTER 2

STUDENT ADMINISTRATION 

2‑1.
STUDENT CONDUCT:  The MANSCEN NCO Academy trains and enforces the standards of the Army as prescribed by appropriate regulations, traditions, and directives.  Students are responsible to maintain this standard during the course of instruction.  While on and off duty, you will maintain high standards of appearance and conduct.  Misconduct of any type may result in immediate disciplinary dismissal from the course.

2‑2.
PROCEDURE FOR REPORTING:  When directed to report:


(1) Knock on the door
(If indoors) 


(2) Enter on command

(3) Stop in front of the NCO at the position of attention.


(4) State your rank and name, i.e., "Sergeant, SPC Smith, reports." 


(5) Assume “at ease” only upon direction of the person reporting to. 

2‑3.
UNIFORM AND EQUIPMENT:  Personnel with prescription eyewear must have their military issued glasses and inserts. IAW AR 40-63, Chapter 4, wearing of contact lenses is not authorized during field training events.  No items, other than those listed on the inventories found in the PLDC packing list, are authorized. The uniform for each day is indicated on the training schedule.  Changes will be posted on the student bulletin board.  Civilian clothes are authorized to be worn after the completion of the training day (Monday-Saturday), Sundays and federal holidays.

2-4.
 TRAINING SCHEDULE:  A copy of the training schedule is posted in the visitor’s book located in the classrooms, bulletin board in the billets. On the bulletin boards and in the student leadership books.
2‑5.
BULLETIN BOARDS:  Students are responsible to read and comply with information posted on billets and classroom bulletin boards at least once per day. 

2-6. FORMATIONS:  Students will march to and from all formations and training.

2-7.         CLASSROOM PROCEDURES: At the beginning of classroom instruction small 

group leaders will establish classroom norms.  While the emphasis of classroom conduct is to foster the best learning environment possible, students are expected to maintain professionalism, discipline and bearing at all times.  Classrooms will be maintained in a high state of organization, cleanliness, and repair AT ALL TIMES.  

2‑8.
SPECIAL INSTRUCTIONS: 

      
a. All inspectable items such as billets, field equipment, uniforms, etc. will be prepared for inspection prior to the first formation daily. 

      
b. Lights will be turned off when the billets are unoccupied. 

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

      


      
d. Fire extinguishers will not be removed or tampered with.      

      
e. During the formal week (Monday-Friday), In accordance with the course live-in requirements students will not leave the academy area until the completion of the training day (usually after study hall but there may be exceptions) and they must return NLT 2200 Hrs. Saturdays, Sundays and holidays are covered in Para 2-9 below.

f. Students will observe proper customs and courtesies AT ALL TIMES.  Whenever a soldier of lesser rank is addressing a senior, that soldier will assume the position of “at ease”(if addressing an enlisted senior) or attention (if addressing an officer).  


g. No smoking in the barracks.  All tobacco products will be used only in designated areas, including smokeless tobacco.

2-9.
ACTIVITIES ON DAYS WHEN NO TRAINING IS SCHEDULED.  

You will be on your own without cadre supervision from the end of the duty day prior through 2100 the day prior to a training day. In the case of Monday being a holiday, the weekend will extend through 2100 Monday. During this time you may visit family and friends in the local area (FLW / St. Robert / Waynesville). Further, any student may depart the installation; however, all off-post travel is limited to the St. Robert / Waynesville area. 

There is no live-in requirement on the first three Saturday nights of the course. At 2100 on Sunday or the holiday, an accountability formation will be held by designated cadre. These are the days you will take care of all personal business (haircuts, drop off/pickup uniforms, etc.). 

2-10.
ALCOHOL POLICY.  The possession limit for alcohol is a six-pack of beer or wine coolers, or a bottle of wine (not both). No hard liquor is authorized.

2‑11.
SAFETY: 

a. POVs. All soldiers will wear seatbelts and adhere to speed limits.

b. DUI is against the law and will result in immediate removal from the course and

 possible UCMJ.

c. Cold and hot weather training. PLDC students will experience training in both

extremes. It is the student’s responsibility to become familiar with FLW Regulations 385-5, 385-6, and FLW PAM 385-1. This will inform the students of all weather related hazards and risk management procedures. All PLDC Cadre will reinforce information and procedures.

d. Swimming in unauthorized locations. Soldiers will only swim in locations clearly

marked to be authorized swimming areas.

e. BBQ grills. Soldiers are authorized to use the BBQ grills located around Complex

A. Only propane supplied by the installation will be used to operate the grills. If propane is not available the grills will not be used. No charcoal will be used in the grills as this will render them non-operational.

f. Supplements. PLDC Cadre are aware that soldiers are using dietary and body

building supplements to enhance performance. These supplements have been known to contain hidden dangers that could cause health problems and life-threatening conditions. Students are advised to not take any supplements during their time in PLDC. All students taking supplements will inform their SGL. A student can be released from the course for mishaps contributed to supplements.

g. Running. All students will adhere to the policies on running that are contained in

FLW Reg. 190-5 chapter 3. All PLDC Cadre will reinforce the procedures and information contained within.

CHAPTER 3

STUDENT ORGANIZATION 

3‑1.
The NCO Support Channel and Chain of Command:  During the course, students will be assigned and evaluated at least two times (once in garrison and once in the field) in a leadership position. 

a. Chain of Command:

(1) President 

(2) Secretary of Defense

(3) Secretary of the Army

(4) Army Chief of Staff

(5) TRADOC Commander

(6) Commandant (Bn Cdr)

(7) Course Chief (Cdr)

(8) Senior SGL (PL)

(9) SGL (SL)

      
b.   NCO Support Channel:

(1) SMA

(2) TRADOC CSM 

   
       (3)       MANSCEN CSM

                (4)       Commandant  

(5) First Sergeant

(6) Senior Small Group Leader 

(7) Small Group Leader

      
c. Student chain of command/NCO support channel: 

         

(1)  Platoon Sergeant     
         

(2)  Squad Leader 
         

(3)  Team Leader 

3‑2.
RESPONSIBILITIES: All students during the course, to ensure that tasks are accomplished according to standards, must strictly adhere to instructions from the student leadership.  Students performing assignments in leadership positions must ensure that they are familiar with the duties required of the position to which they are assigned. Full cooperation of students is required at all times. Disobedi​ence or failure to respond to orders issued by a student leader could result in disciplinary counseling and possible release from the course. Student leadership responsibilities include the following:


               (1) Attending all classes with their assigned small group.


(2) Holding formations

            
(3) Giving and receiving accurate accountability reports, and having 100% accountability of soldiers at all times.

         
(4) Disseminating information; ensuring subordinate leaders are kept informed at all times.

         
(5) Movement of the class as directed by the training schedule. 


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


(7) Ensuring platoon equipment is properly stored or displayed IAW this SOP. 

         
(8) Advise and supervise subordinate leaders in the accom​plishment of their duties. 

      

         
(9) Report violations of instructions or policies, to their SGL or chain of command as soon as possible. 


(10) Properly brief the new student leader when leadership positions are changed. 

a. STUDENT PLATOON SERGEANT:  In addition to the duties listed above, other responsibilities may include: 

         


(1) Responsible for the police area as a whole. 

        





(2) Supervises students in the dining facility and ensure that students are not 

loitering. 

      


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




(4) Have 100% accountability of platoon members at all times



(5) Perform additional duties as directed by the cadre. 

b. STUDENT SQUAD LEADER DUTIES:  Squad Leader/Team Leader positions are evaluated by the SGL. In addition to the duties listed above, other responsibilities may include:

         

(1) Keep the student chain of command informed of squad/team members who need help with problems. 

         

(2) Check each member of the squad/team at first call to ensure that they are up 

                        and preparing for first formation. 



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



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



(5) Performs additional duties as directed by cadre. 

CHAPTER 4
ACADEMY STANDARDS AND EVALUATION   

4‑1.
STANDARDS AND CONDUCT:  The MANSCEN NCO Academy is dedicat​ed to the principle of leadership by example. 

a. Military Courtesy:  Students will maintain the highest standards of military courtesy

while at the Academy.  Appropriate greetings and courte​sies for pass​ing/visiting officers and NCOs will be observed.  One impor​tant exception is when classes are in progress.  Classes will not be disrupted for the purpose of courtesy.  

      
b. Personal Appearance:  You will 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. 

      
c. Honor Code:  The NCO Academy operates on the honor principle. Integrity is an accepted basic attribute of leaders. Our word (and/or signature) is our bond.  Lying, cheating, or stealing is not tolerated.  Violation of the honor system consti​tutes grounds for dismissal from the course for disciplinary reasons. 

4-2. GRADING SYSTEM: Students are graded on both a point and “go/no-go” system.  

Examinations consist of three written exams, the APFT, and performance evaluations in land navigation, physical fitness training, drill and ceremonies, two training classes (CTT) and two leadership evaluations (Garrison/Field).  The land navigation exam requirement is 3 out of 4 points within 3 hours and 15 minutes to receive a “go.”  All written examinations are based on a 100-point grade system with 70% being a passing grade.  Any student failing a test will receive retraining prior to retesting. 

4‑3.
EXAMINATIONS:  Examinations and graded presentations are administered as mandatory items and are essential in meeting the prerequisites for gradua​tion. UNDER NO CIRCUMSTANCES WILL STUDENTS MARK IN EXAMINATION BOOKLETS OR REFERENCES.
4-4.       ACADEMIC/DISCIPLINARY PROBATION:  Students who are on academic / disciplinary probation are restricted to the Fort Leonard Wood Shoppette, PX, Commissary, Clothing Sales, Dry Cleaners, Barber Shop and their barracks area until they successfully meet the course standards. POVs will not be utilized for anything. Students will obtain rides from fellow students to the above listed areas. Academic probation is defined as any student failing a written examination or a performance evaluation. 

4‑5.
BILLETS INSPECTION:  The billets will be inspected daily by the student leadership, with cadre over watch.  There will be several inspections during the course by the cadre.

4‑6.
IN‑RANKS INSPECTION: 

      
a. In‑ranks inspections will be conducted as directed by the training schedule.

      
b. Individual deficiencies will be noted and the student will be required to make the necessary corrections. 

  

    
c. During inclement weather, the squad will conduct their inspection in their assigned classroom. 

4-7. PERFORMANCE EVALUATIONS:  Students will be given "Periodic 

Developmental Leadership Assessment and Counseling".  A comprehensive End of Course Counseling, accompanied by a developmental action plan, will be conducted before the end of the course. Additional counseling sessions will occur as the situation warrants such action.  Counseling covers applicable leadership competen​cies.

4‑8.
PASS PRIVILEGES:  Passes are NOT granted during attendance of PLDC. For passes following the course, you will need to contact your unit or sponsor. 

CHAPTER 5

ACADEMIC AND PERFORMANCE HONORS 
5‑1.
All honors awardees will have special notations made to their academic evaluation reports. Any soldier receiving disciplinary, academic, adverse, or incidental counseling as a result of SOP or UCMJ violations is ineligible to compete for graduation with any honors.


a. Distinguished Honor Graduate:  The top academic graduate is designated as the Distin​guished Honor Graduate. The remaining top 20% (academically) are placed on the Commandant's List.  Placement within the top 20% is determined by (in order of precedence): 

     
    (1) Must receive first‑time "GOs" on all performance and leadership evaluations. 

         
    (2) Performance on the Land Navigation exam (i.e., if the above is equal, a 4 for 4 performance on Land Navigation places higher than 3 for 4). 

          
    (3) Performance on the APFT (i.e., if the above is equal, the higher APFT score places higher.) 

          
    (4) The academy will conduct an academic review board to resolve ties.


b.





 Leadership Awardee:



     a. Must be selected by peers and cadre.



     b. Must not have any adverse or disciplinary counseling.



     c. Must be first time "GOs" on all performance evaluations.



     d. Must win a leadership board.

c.  Commandant’s Inspection Awardee: This is the soldier who is selected by the Commandant for exceptional personal appearance, military bearing, and general military knowledge during the Commandant’s Inspection.










CHAPTER 6

GRADUATION

6-1.
Graduation: 


1.  Graduations are normally held in Lincoln Hall Auditorium at 1100 hours. Confirm with the training schedule. 
a. 


b. 

It is your responsibility to notify your unit of the time and location of the graduation.


2.  Additionally, you are reminded to contact and inform family and/or extended family members of the graduation location and time. If you expect to have family or friends attending graduation that may be unfamiliar with gate access procedures, bring this to the attention of your SGL immediately.


Creed Of The Noncommissioned Officer

No one is more professional than I. I am a noncommissioned officer, a leader of soldiers. As a noncommissioned officer, I realize that I am a member of a time-honored corps, which is known as the backbone of the Army.
I am proud of the Corps of Noncommissioned Officers and will at all times conduct myself so as to bring credit upon the corps, the military service and my country regardless of the situation in which I find myself. I will not use my grade or position to attain pleasure, profit or personal safety.


Competence is my watchword. My two basic responsibilities will always be uppermost in my mind. Accomplishment of my mission and the welfare of my soldiers. I will strive to remain technically and tactically proficient. I am aware of my role as a noncommissioned officer. I will fulfill my responsibilities inherent in that role. All soldiers are entitled to outstanding leadership; I will provide that leadership. I know my soldiers and will always place their needs above my own. I will communicate consistently with my soldiers and never leave them uninformed. I will be fair and impartial when recommending both rewards and punishment.


Officers of my unit will have maximum time to accomplish their mission; they will not have to accomplish mine. I will earn their respect and confidence as well as that of my soldiers. I will be loyal to those with whom I serve; seniors, peers and subordinates alike. I will exercise initiative by taking appropriate action in the absence of orders. I will not compromise my integrity, nor my moral courage.  I will not forget, nor allow my comrades forget, that we are professionals, noncommissioned officers, leaders!
The Army Goes Rolling Along



Verse:

March along, sing our song






With the Army of the free.






Count the brave, count the true






Who have fought to victory






We’re the Army and proud of our name!






We’re the Army and proudly proclaim.



First Chorus:

First to fight for the right, 






And to build the nation’s might, 






And the Army goes rolling along.






Proud of all we have done, 






Fighting till the battles won, 






And the Army goes rolling along.




Refrain:
And it’s Hi! Hi! Hey!






The Army’s on it’s way, 






Count off the cadence loud and strong:






For where’re we go, you will always know 






That the Army goes rolling along.


Second Chorus:
Valley Forge, Custer’s ranks, 






San Juan Hill and Patton’s tanks, 






And the Army goes rolling along.






Minutemen from the start






Always fighting from the heart, 






And the Army goes rolling along. 




Refrain:
And it’s Hi! Hi! Hey!






The Army’s on it’s way, 






Count off the cadence loud and strong:






For where’re we go, you will always know 






That the Army goes rolling along.



Third Chorus:

Men in rags, men who froze, 






Still the Army met it’s foes, 






And the Army goes rolling along.






Faith in God, then we’re right, 






And we’ll fight with all our might, 






And the Army goes rolling along. 




Refrain:
And it’s Hi! Hi! Hey!






The Army’s on it’s way, 






Count off the cadence loud and strong:






For where’re we go, you will always know 






That the Army goes rolling along!






That the Army goes rolling along!
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