Inspectors General Checklist

FORMAL SCHOOL MANAGEMENT 1553.2   	
This checklist applies to all levels of Air, Ground, Logistics, and Installations responsible for Formal Schools.  All elements of a question must be satisfied to be found compliant.	
Functional Area Sponsor: TECOM MTESD 	Name of Command
Subject Matter Expert: Mr. David Lance 	Date
(DSN) 278-3028 (COML) 703-784-3028	Inspector
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Overall Comments:  Place Here            
Subsection 1 - MARINE CORPS INSTRUCTION
0101	Is Values Based Training/Leadership interwoven into the POI at the appropriate Phase as prescribed by the policy (Initial Entry Training, Reinforcement Education)?	           a. Do 1000-level POIs demonstrate reinforcement of hazing,	               SAPR, substance abuse, combating operational stress, and	               suicide prevention?		b. Do 2000-level POIs include instruction on facilitating a guided	               discussion?	Reference: NAVMC 1553.2, chap 1, par 2c, (pg 1-1)
Result	Comments 
0102	Does the training schedule contain, at a minimum, the following requirements and is it consistent with the POI, MLFs, and the actual execution of the lesson?  NOTE:  This inspectable item requires the inspector to observe one or several periods of instruction – based on time.  Academic staff should be notified just prior to entering the class.		a. Lesson Designators?		b. Lesson Titles?		c. Academic Hours?	Reference: NAVMC 1553.2, chap 1, par 4a(1)(c)5, (pg 1-6); par 4e, (pg 1-14)
Result	Comments 
0103	Was a POI submitted within 120 days of a TECOM Directed CCRB, per the Formal School’s TECOM/TRNGCMD approved CCRB Battle Rhythm?  	Reference: NAVMC 1553.2, chap 1, par 4a(4)(b)4, (pg 1-10)
Result	Comments 
0104	Has the training detachment submitted OSS CDDs for collocated courses	owned by other services to validate resources and verify whether Marine	Corps T&R requirements are being met within the past 3 years? 	Reference: NAVMC 1553.2, chap 1, par 4a(4)(b)4b, (pg 1-11)
Result	Comments 
0105	If changes were made to the T&R, has the school submitted the appropriate POI page change documents within 120 days of the T&R           signature date?	Reference: NAVMC 1553.2, chap 1, par 4a(5)(b), (pg 1-11); Figure 4-3, (pg 4-3)
Result	Comments 
0106	If the school gained a course from a separate geographic location provided there was no change to content, duration or personnel required to instruct the course, was the updated Course Descriptive Data (CDD) submitted within 30 calendar days following execution of the move?  	Reference: NAVMC 1553.2, chap 1, par 4c, (pg 1-13)
Result	Comments 
0107	Do the following components of an MLF associated to an approved POI	contain, at a minimum, the following material?  NOTE 1: The first four are	required to be uploaded to the MCTIMS Training Resource Module and	made available for viewing and download.		a. Lesson Plans?	           b. Student Outlines (to incl supplemental materials)?	           c. Media? 	 	d. Instructor Preparation Guides (IPG)?	           e. Concept Cards?		f. Risk Assessment Worksheet (RAW)?	           NOTE: Signed by the CO/OIC/Director on an annual basis.	Reference: NAVMC 1553.2, chap 1, par 4e(2), (pg 1-14); MCO 1553.10,	Chap 2, par 9b, (pg 2-3); chap 6, par 4a(2), par 4a(3), (pg 6-3); CG 	TECOM 101923Z DEC 12
Result	Comments 
0108	Does each course maintain the required Master Course File documentation?  NOTE: It can be electronic or paper-based.		a. T&R Manual or other service ITEs (for joint schools)?		b. POI (to incl Record of Changes and supporting           	               documentation)?	           c. Master Lesson Files (MLF)?	           d. CCRB Record of Proceedings (ROP)?	           e. Training Schedule?	Reference: NAVMC 1553.2, chap 1, par 4f(1), (pg 1-14)
Result	Comments 
0109	Does MOS producing POIs include academic time for the training and	assessment of MOS-specific physical training standards?	Reference: National Defense Authorization Act (NDAA) FY 2016; Marine	Corps Force Integration Implementation Plan (MCFIIP), 16 Dec 2015, 	Annex C, pg C-7, par 2.e.1
Result	Comments 
Subsection 2 - ACADEMIC FACULTY AND SUPPORT PERSONNEL
0201	Has the school designated in writing the following Academic Faculty and	Support Personnel?		a. Academics Officer?	           b. Formal School Advisor?	           c. Course Chief?	Reference: NAVMC 1553.2, chap 2, par 3b(1), 3c(1), par 3d, (pgs 2-3, 2-4)
Result	Comments 
0202	Have all personnel in designated curriculum development billets completed the service-level course for curriculum development within 120 calendar days of assignment?	Reference: NAVMC 1553.2, chap 2, par 3e(1), (pg 2-5)
Result	Comments 
0203	Does the Formal School have at least one designated curriculum developer for each POI? 	Reference: NAVMC 1553.2, chap 2, par 3e(2)(a), (pg 2-5)
Result	Comments 
0204	Have all personnel assigned as an instructor completed the service-level	instructor course or other service instructor course within 120 calendar	days of assignment?	Reference: NAVMC 1553.2, chap 2, par 3f(1), (pg 2-6)
Result	Comments 
Subsection 3 - STAFF AND FACULTY DEVELOPMENT
0301	Does the school Academic SOP contain a Staff and Faculty Development	Plan that addresses the following, at a minimum:		a. Required formal training?			- Service-level requirements complete within 120 days of   	                        assignment	                      - MCISD/SATE, RM indoctrination, Refresher training		b. New instructor orientation and certification?			- Orientation sessions, Certification		c. Continuing professional development?			- Includes the ten Key Performance Areas identified in the	                        Marine Corps Instructor Mastery Model		d. Recognition			- Outstanding efforts in academic faculty and support 	                        personnel duties	Reference: NAVMC 1553.2, chap 3, par 2a, 2b, 2c, 2d, (pgs 3-1 thru 3-4); chap 3, par 4, (pg 3-5)
Result	Comments 
0302	Are faculty records maintained on each faculty member and do they 	contain, at a minimum, the following:		a. Computer Based Training (MCISD/SATE, RM Indoctrination,	               Refresher Training)?  NOTE: This must be accomplished within	               30 days of assignment.	           b. Course completion certificates?		c. Designation letters?		d. Semiannual Instructor Evaluations?		e. Instructional Rating Forms (IRFs)?		f.  Hazing/SAPR?		g. High Risk Training Instructor?	Reference: NAVMC 1553.2, chap 1, par 4g, (pg 1-15); NAVMC 1553.2, chap 3, par 3, (pgs 3-4, 3-5)
Result	Comments 
Subsection 4 – EVALUATION 
0401	Does the school Academic SOP contain a Formal School Evaluation Plan	that addresses the following?		a. Validates and assesses course content and course materials? 	           b. Assessing student performance? 	           c. Evaluating instructor performance? 	           d. Assessing the learning environment?	Reference: NAVMC 1553.2, chap 4, par 3b, (pg 4-1)
Result	Comments 
0402	Does the school have an established external evaluation plan to gauge	course effectiveness (e.g. Field surveys)?	Reference: NAVMC 1553.2, chap 4, par 4, (pg 4-1)
Result	Comments 
0403	Has the school formulated a plan and submitted their Course Content	Review Board (CCRB) Battle Rhythm that outlines a POA&M for all CCRBs to include POI submission?  	Reference: NAVMC 1553.2, chap 4, par 6a, (pg 4-2)
Result	Comments 
0404	Has a TECOM Directed CCRB been conducted for each course of instruction or sub-course within a curriculum, at a minimum, once every three years and is there a ROP on-hand to validate?	Reference: NAVMC 1553.2, chap 4, par 6d, par 6f, (pg 4-4)
Result	Comments 
Subsection 5 - ADMINISTRATION AND OVERSIGHT 
0501	Does the Formal School have MCTIMS operations administrators with the authority to assign roles and permissions for administrative access to 	Formal School data?	Reference: MCO 1553.10, par 3b(5)(c), (pg 3)
Result	Comments 
0502	Is the Formal School using applicable MCTIMS functionality in the 	performance of schoolhouse requirements?	Reference: NAVMC 1553.2, chap 6, par 2a(1), (pg 6-1)
Result	Comments 
0503	Has the Formal School submitted validated student and class data (i.e.	assign course completion codes, validate classes), via MCTIMS Student	Registrar, within (7) calendar days of course completion?  NOTE:	Inspector needs to consult with FSQRMB prior to inspection to ensure the Formal School is compliant with this requirement.	Reference: NAVMC 1553.2, chap 6, par 2a(2)(c), (pg 6-1)
Result	Comments 
0504	Have class schedules for POIs been submitted via the MCTIMS Student	Registrar by 1 June each year?  NOTE: Inspector needs to consult with FSQRMB prior to inspection to ensure the Formal School is compliant with this requirement.	Reference: NAVMC 1553.2, chap 6, par 2a(2)(e), (pg 6-2)
Result	Comments 
Subsection 6 - HIGH RISK TRAINING 
0601	Does the Formal School have courses that fall under the criteria of High	Risk Training (HRT) and are these courses identified in the reference? 	Reference: NAVMC 1553.2, Appendix D, par 1, par 2, (pg D-2); par 1, par 2 (pg D-10)
Result	Comments 
0602	Have all instructors that teach an HRT course been properly screened,	certified, and designated in writing that they are an HRT instructor?	Reference: NAVMC 1553.2, Appendix D, par 3, (pg D-2)
Result	Comments 
0603	Has an HRT Safety Officer (HRTSO) been designated in writing for 		oversight of all HRT events?	Reference: NAVMC 1553.2, Appendix D, par 4, (pg D-3)
Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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