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Code OOL

NAVCRUITCOM ORIENT UNIT INSTRUCTION 1551.1A

From:  Commanding Officer, Navy Recruiting Orientation Unit

Subj:  PROCEDURES FOR STUDENT PIPELINE MANAGEMENT

Ref:   (a) NAVEDTRA 135A

       (b) NORUINST 1550.2B

       (c) CNRCINST 5400.2D


  (d) ENLTRANSMAN Chapter 9

Encl:  (1) Student Management Requirements

       (2) Student Review Board Process and Requirements

1.  Purpose.  To establish procedures in Navy Recruiting

Orientation Unit (NORU) for student pipeline management.  This instruction is to supplement the policies and requirements of references (a) through (d).

2.  Cancellation.  NORUINST 1551.1

3.  Policy
    a.  Student Pipeline Management encompasses the

control and supervision of students movement through a training pipeline.  It is command policy to eliminate any unnecessary training delays, therefore minimizing costs associated with the funded orders students are traveling on.  The periods of time specifically associated with pipeline training time are: 

       (1) Travel time to training,

       (2) Time awaiting instruction,

       (3) Time in actual training,

       (4) Interruptions of training time such as holidays, weather or medical,

       (5) Time awaiting transfer after graduation or attrition, and
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       (6) Time from transfer until reporting to the ultimate duty station.

    b.  Enclosures (1) and (2) provide specific responsibilities and procedures to be used within the training departments and the student control section in maintaining efficient student flow throughout our training pipeline.

4.  Responsibilities.  Training Department Directors and the Administration Department Director will ensure that the procedures and processes outlined in enclosure (1) and (2) are followed.  CISO, Instructors and administrative staff will become thoroughly familiar with these procedures and processes to ensure each event that occurs is properly and promptly handled.
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STUDENT MANAGEMENT REQUIREMENTS

This enclosure is designed to cover specific requirements within Navy Recruiting Orientation Unit in regards to student management.  In order to meet these requirements, a close and cooperative working relationship must exist between CISO, Master Training Specialist of the Curriculum Instructions Office, training department staffs and the administration department.  This is not intended to cover every single day to day task associated with student management but instead covers specific requirements placed on the command simply because it is a training command.

1.  Student Screening:  When students report to NORU for Recruiting Duty, the Director and Senior Instructor of ENRA will screen the members service record to ensure that all requirements of the Enlisted Transfer Manual are met by each student.  The following will be the minimum screening requirements:

    a.  Commanding Officer screening.  If member does not have screening form in his/her record, the Senior Instructor will interview and complete a special program screening form and forward it and the record to the Commanding Officer for signature.

    b.  Disqualifying evaluation marks within the last three years are waiverable by COMNAVPERSCOM (PERS 4010C) if member’s service and motivation warrant a waiver.

    c.  All students that check-in at 23% (male) or 34% (female) body fat or higher will meet with the PRT coordinator and the ENRA Director, at that time Page 13’s will be issued.  Students in this category will visit Medical Department to be cleared to exercise.  Students at 23% - 25% (male) or 34% - 36% (female) body fat will be allowed to enroll into ENRA, and be monitored by the PRT coordinator.  Students at 26% (male) 37% (female) body fat or higher will be placed on administrative hold and made available for orders.  All students will be monitored weekly for height, weight and body fat percentage.  If member is still not within standards by graduation, they will not be 
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transferred to recruiting duty.  A Student Review Board will be held.  Final decision rests with COMNAVPERSCOM (PERS 4010C).

    d.  Civil convictions or Non-Judicial Punishments within the past three years can be waived by COMNAVPERSCOM (PERS 4010C) for minor infractions, if member’s service record and motivation warrants a waiver.

    e.  Financial Stability is determined IAW OPNAVINST 1740.5.  If bankruptcy has been filed within the past three years, waiverable only through COMNAVPERSCOM (PERS 4010C).  This screening will look at income/expenses for new duty station area.

    f.  Alcohol and/or drug incidents within the past three years (normally not waiverable, particularly if member lost their drivers license, final decision rests with COMNAVPERSCOM (PERS 4010C)).  All members with alcohol and/or drug incidents will be interviewed by the command DAPA.

    g.  Dental classification must be Class II.  Waiver for dental work can opnly be considered if dental work can be completed prior to detachment.

    h.  If member was not screened by the transferring command and interview indicates any medical problems, a request for medical screening will be sent to the Branch Medical Clinic.  The Branch Medical Clinic will screen for the following deficiencies:  high blood pressure, stress, personality disorder, heart problems and any other condition which may require prolonged treatment or may be affected if in a high stress environment.  (This list is not all-inclusive).  The Branch Medical Clinic will make a recommendation as to member’s suitability for assignment to recruiting duty.

If member has any discrepancies, the Senior Instructor and ENRA Director will contact COMNAVPERSCOM (PERS 4010C) for determination if member’s waiver was granted for assignment to recruiting duty.  If a waiver is not documented in the service record or at PERS 4010, member will be referred to a student review board to determine if a waiver is warranted.  The 
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Commanding Officer will have final approval of waiver recommendations.  The Admin Department will send out a 

discrepancy message on all students who report without proper screening to COMNAVPERSCOM, Millington TN (Pers 4010), COMNAVCRUITCOM (Code 10), the transferring command, transferring command’s immediate superior in command, and either CINCLANTFLT, CINCPACFLT, or CINCUSNAVEUR as appropriate.

2.  Quota Control.  All courses taught are in the Navy

Integrated Training Resources Administration System (NITRAS).  NITRAS feeds information to the Student Training Activity Support System (STASS) and to the Enlisted/Officer Master File.  STASS also feeds information back to the Enlisted Master File via NITRAS.  Quotas are managed through these two systems assisting in student flow management throughout the training pipeline.  In addition, these are the systems that provide the required documentation to assign Navy Enlisted Classification Codes, which must post to the Enlisted Master file before an individual is entitled to draw Special Duty Assignment Pay.  The Commander, Navy Personnel Command has quota control for the Enlisted Navy Recruiting Orientation Course, Enlisted Classification and Interviewing Course, Prospective Commanding Officer/Prospective Executive Officer Course, Officer Recruiter Course and the Career Recruiter Force Academy Course.  All other courses fall under command quota control.  Effective quota control requires good communication and cooperation between the training academies, Curriculum Instructional Standards Office, and Administration Department.  Control of course quotas is essential to achieving the annual training input plans and ensuring proper student pipeline management.  Specific responsibilities include the following:

    a.  CISO will coordinate with the training academies to prepare the fiscal year course schedules and ensure that the course numbers and class convening and graduation dates are recorded in NITRAS.  Updates will be done as required.  CISO will additionally ensure that the course schedule is available electronically to all codes in house and to Commander, Navy Recruiting Command, and all Navy Recruiting Regions and Districts.
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    b.  Training Academies will ensure that CISO is provided with the fiscal year course schedule and any updates in an expeditious manner.  They will additionally provide the NITRAS 

drop/setback document and student record cards to the Administration Department.  They will schedule Student Review Boards in accordance with enclosure (2).

    c.  The Administration Department (assisted by the Administrative Assistant in the Enlisted Navy Recruiting Academy and the Yeoman in the Navy Recruiting Leadership Academy) will maintain quota control for all courses that NORU has quota control.  This includes inputting student reservations, setbacks, attrites, and graduations in STASS and providing rosters and student graduation documentation to the Training Academies.  Student files will be maintained in the Administration Department for a minimum of two years.

3.  Student Database Management.  The Administration Department is responsible for the maintenance and upkeep of the student database which contains each student’s name, rank, social security number, course attending, class number, class convening date, class graduation date, recall information, and ultimate assignment.  The database will be updated on at least a weekly basis and Class Rosters will be printed and distributed to the Command Duty Officer, CISO and the training academies.  The NRLA Yeoman is responsible for providing input and updates for all NRLA students.

4.  Student Hold Division.  First Lieutenant Division, with the Supply Department cognizance, will function as the student hold division.  All students in a hold status, whether resulting from reporting in early, being dropped, placement on Legal, Medical or Administrative Hold, will be assigned to the First Lieutenant Division.  These students will be assigned within the command in a productive job until their transfer.  Long-term medical or legal holds will be sent on Temporary Additional Duty to the Transient Personnel Unit or placed in a non-per diem room at the BEQ and their per diem stopped.
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STUDENT REVIEW BOARD PROCEDURES AND REQUIREMENTS

Student Review Boards are convened and chaired by the Executive Officer.  They are established to review any issue which impacts a student’s ability to uneventfully complete their assigned curriculum.  Such issues may include:

· Initial screening

· Academic performance

· Motivation and/or personal behavior

· Legal cases

· Medical/dental issues

· Financial status

Academy Directors will ensure that members are afforded all opportunities possible, such as voluntary individual remediation, counseling, and/or assisted study in order to remain with their original class.  In the event that these opportunities are unsuccessful, the member will be referred to a Student Review Board.  The member will not be removed from class awaiting the Student Review Board.  A Student Review Board will be convened within one workday of the referral.  Director ENRA may recommend, to the Executive Officer, up to a one-week setback based purely on academic reasons.  Special cases may prompt setback without a formal board at the Commanding Officer’s discretion.

1.  A Student Review Board will consist of the following members:

Executive Officer  - Chairman


Legal Officer
    - Member


*Command Master Chief - Member


Academy Director   - Member

     Academy Senior Instructor – Member

     *CISO  - Member (for academic boards)

*member when determined by board chairman

2.  A Student Review Board will interview each student referred to the board and make recommendations to the Commanding Officer as to disposition.  The board may recommend any of the following:
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    a.  Setback.  A setback is an extension of training when a student is unable to complete the training in the designated time.  A recommendation of setback is applicable to Enlisted Navy Recruiting Academy students only.  A setback is classified as:

        (1) Academic Setback.  Executive Officer can direct the first setback, however subsequent setbacks occurs only as a result of a Student Review Board recommendation.  Setbacks will be allowed to repeat only that portion of a course for which they failed to achieve the course objectives.  Academic setbacks will be classified in one of the following categories:

	Setback without formal remedial training

	Setback with formal remedial training for reading.

	Setback with remedial training for other reasons.

	Recycle with remedial training due to sales triad failure.

	Recycle with remedial training/counseling due to lack of motivation.

	Recycle with remedial training due to excess interrupted instruction (i.e. base closure/weather).


        (2) Non-Academic Setback.  Occurs when a student is unable to complete the material due to illness or other special circumstances outside the control of the student or staff.  Non-academic setbacks would fall into one of the following categories:

	Medical/physical reason without formal remedial training.

	Military reason without formal remedial training.

	Military reason with formal remedial training.

	Recycle for legal reasons without remedial training.

	Recycle for legal reasons with remedial training.
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	Recycle for administrative reasons without remedial training.

	Recycle for administrative reasons with remedial training.

	Other

	Leave


    b.  Attrition:  Attrition is a term used to describe a student drop from training.  Every effort will be made to help students succeed while in training at NORU.  Unfortunately, there are times when the student is unable or does not demonstrate the desired motivation to complete the course.  The recommendation to attrite an individual comes from the Student Review Board and must be approved by the Commanding Officer.  In the event that attrition is approved for a Career Recruiter Force (CRF) Academy student, CRF de-certification procedures, if warranted, will be initiated in accordance with reference (c) for students already converted to the NC (CRF) rating.  If the board recommends attrition they must indicate the specific reason for attrition:

        (1) Academic.  Academic attrition occurs when a student is unable to achieve the learning objectives because of lack of comprehension or retention of subject matter; lack of language proficiency; lack of knowledge application during triads and roleplays; or lack of reading skills.

        (2) Non-academic.  Non-academic attrition occurs when a student is unable to achieve the learning objective because of lack of motivation, screening failure; referred for alcohol treatment; disciplinary problem; or medical disqualification.

    c.  Mandatory Remediation.  Remediation is a method to aid students in achieving the course objectives by providing additional study time and/or tutoring if necessary.  It is only awarded as a result of a Student Review Board and can be used in conjunction with a setback or a continuation in same class.  
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Mandatory remediation is particularly suited for students who are putting forth their best effort and are still motivated for recruiting duty.  Remediation can consist of written self-study material, mini-lectures developed and taught to an individual or small group by a certified instructor, specific subject matter self-study of material, or computer assisted remediation/practice.  Students may be retested on material they had a failing grade on after remediation.  If a failing grade is received on the last academic day, the member will be referred to a Student Review Board for determination of status.  When a student passes the retested material, the grade assigned to the retest will be the minimum-passing grade.

    d.  Continue with Class.  The Student Review Board may, based on the information provided to the board and the individual interview, recommend that a student be continued with their current class with or without remediation.  This recommendation normally will only be made with clear evidence that the student can pass the course and if made, the member will be afforded any additional help needed to successfully pass.  If recommended for continuation with class, specific areas of study shall be identified in order that the student can become proactive in self-directed study.
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