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CIVILIAN MARINE PERSONNEL INSTRUCTIONS

CMPI 410 - COVER SHEET 188

TRAINING
NAVSO-P-833~410-188

Stock No. -- 0511--LP-268-0188 1 February 1983

Attached are pages comprising a revision of CMPI 410, TRAINING, which should
be substituted for the present CMPI 410. The "Record of CMPI Covar Sheets
Received" should be initialed and this Cover Sheet should be filed.

REASONS FOR CHANGES

This Instruction is revised for the following reasons: '

1. Upgrade Training. New provisions for the Upgrade Training have bsen added

under the delegated authority of 1-2c and are reflected in pertinent parts of thls
Inatruction (See 1~3f, 1-4, 6-3).

2. Mandatory Tralning.
(See 1-3g).

Mandatory traiﬁing requirements will be in pay status

3. Occupational Safety, Health and Training Committee (OSHTC).. The Training

Committee has been renamed and the composition of the OSHTC has been expanded (See
2-2b).

. Director, Training and Safety Division. The duties and responsibilities of

the Director, Training and Safety Divislon have been clarified and delineated (See
2-24).

5. Preventive Medicine Technicians (PMT). The section was deleted as PMT's are
not assigned to MSC or its area commands (See 2-2h).

6. Medical Representative/Nurse. New section added to insure adequate medical
care will be given CIVMARs aboard ship (See 2-3g).

7. Training Films. This area was rewritten to conform with the new OPRAV

Instruction which authorizes MSC area commands and ships to draw Navy training
films (See U-Ub(1}).

8. Reference and Training Libraries. The new responsibility of area command
Training and Safety Division to prepare and maintain a 1list of training
publications suggested for ship's training library 1s described (See 4-5a).

9. Section 5. Training Procedures. A complete rewrite of this section was
undertaken, adding training procedures, delineation of formal training,

clarification of the administration of trainees ashore, compensation and training
agreements.
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10. Section 6. Authorized Training. Complete rewrite of this section and adding
new sections on Management ' Development, Continuing Education and deleting
Shipboard Tralning which was previously covered.

11. Section 7. Reports. Deleted the semi-annual Damage Control Repprt as the
information 18 to be covered by the OSHTC (See 7-3c(3)).

12. Editorial Corrections. Numerous minor changes have been made to clarify
terminology, titles, or organizations and references.

EFFECTIVE DATE

The provisions of the inatruction are applicable upon receipt.

Authorlized for MSC:

W. C. HAMM, JR.

Deputy Commander
Military Sealift Command

By direction of the Secretary of ths Navy: (]YLiégi¢1£E> Teon

Approved: 20 JAN 1983 - THOMAS R. MUIR
Special Assistant for
Civilian Personnel and
Equal Employment Opportunity
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS

CMPI 418°- COVER SHEET 201

TRAINING
NAVS0 -P-833-410-201

Stock No. -- 0511-LP- 268-0201 - 10 November 1983

Attached are new pages 7 and 8 to COMPI 410, Training, which substitute for pages
7 and 8 to the instruction. "Record of CMPI Cover Sheets Received” should be
initialed and this cover sheet should be filed. .

REASONS FOR REVISION
This instruction is revised for the following reasons:

1. The abbreviation NBC is to be changed to CBR throughout the instruction
as the term Nuclear, Biological and Chemical Defense has been changed to Chemical,
Biological and Radiological Defense. Make pen and ink changes where appropriate.

2. The duties of CBR Defense Officer will be assigned to the Third Officer
instead of the First Assistant Engineer. (See 2-3d)

EFFECTIVE DATE
The revision is effective on date of receipt.

Authorized for M?C.

. ,< PRV

_y
W. C. HAMM, JR.
Deputy Commander
ilitdry Sealift Command
(. /,L{;'\
THOMAS R. MUIR
Special Assistant for
. A e Civilian Personnel and )
Approved: £l [5R3 Equal Employment Opportu.nitf

By direction of the Secretary of the Navy:

Distribution: _
MSC Special List #25 i o
SNDL T-100 (7 copies)affgaé" 0682
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CIVILI"AN MARINE PERSONNEL INSTRUCTIONS
| CMPT 470 ~ COVER SHEET 232 |
‘TRAINING
I\;\VSO—P-883-4'IO— 232

Stock No. -- 0511-LP- 268-0232

19 April 1985

Attached are new pages 21, 2la 22 and 22a to CMPI 410,.Training, which make

change to page 21 and add page 21a to the instruction. "Record of CMPI Cover
Sheets Received" should be initialed and this cover sheet should be filed.

REASON FOR REVISION

This instruction is revised for the following reasons:
1. To include a new paragraph 6-13 on Observer Training Programs.

EFFECTIVE DATE

The revision is effective on date of receipt.

Authorized for MSC.

By direction of the Secretary of'the Navy:

o |0 e

Approved: 11 MAR 1985 ' T THOMAS R. Muig
Adnlcpat Daputy Chief of Naval

Distribution: . Oparatiens (Clvilian Personnel

MSC Special List #25 Equal Emptoyment Opportunity) |

SNDL T-100 (7 copies) "
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CIVILIAN MARINE PERSONNEL INSTRUCTION : cCMPT 110.1-1
' IRSTRUCTION 410
TRAINING

Section 1. General provisions .
2. Organization and responsibility for training
3. Training faedlities
&, Training aids and material
5. Status of persommel in training
6. Authorized training
7. Reports
8. Training-in mobilization

'SECTION YT, GENERAL PROVISIONS " -

Paragraph No.

m”‘.........".......'Q'.'.'!......,....‘.-..."..0'......O"‘Il.l
mmrity..‘......0...0....“"....‘..".....‘.‘.Il..'...ll0....'.1-2
Gm"‘l wlicy.‘......;..D.'.....'....’..l...ll.'......'l.........l-s
mun‘ tm&..l....‘.......'....‘.-l.‘..‘l...‘...'.......‘..‘.'ll’a

l-1. SCOPE. This Instruction relates to the training of eivil
service marine (CIVMAR) perscmnel in MSC civil service-manned ships,
within and outside the continental limits of the United States, xshore and
afloat. It dafines COMSC poilcy for training of CIVMAR personnel,
including the scope znd degree of the training program. Applicable
provisions of this Instruction will bds uwied as a guide in providing
necessary training to local mational marine perscnnel employed dirsctly or
under contract sboard ships under MSC administrative control. This
Instruction does mot ocover eaployment oonditions of personnel engaged in

aduinistration of ths trzining program. Such parsonnel are governed by
applicable FPMs, CPIs, CMPls, and related directives,

l-2. AUTHORITY. . : .

a. Basic authority and regulations. FPM 410 and CPI 810 contain the
authority, policy and regulations for training, development and career
planning for civilian ezployess throughout the Haval Establishment,

subject to special lixitations or requirements prescrided in this
Instruction for CIVMAR perscomnel.

. |- 18 Training in mobilization. COMSC Ims been delegated authority to
modify the provisions of tiis instructicn during periods of mobilization as
provided in Secticn 8.

c. Delemztion of authority to COMSC. COMSC is authorized to approve

spacial trai necessary :to meei the changing requirements of MSC, not
otherwise authorized in this Imstruction, provided it is consistent with
CPI 810. '

l1-3. GENERAL PQLICY.

a. Objective. The objective of the CITMAR training program is to:

: 1) Assure that competent crews operate MSC ships at maximm
efficiency.

(2) Develop an adequate force of capable career employees,

1 Februyary 1983

c.S. 188



P

oo S 10 P — T TS EAN WAEENE SEASONNEL SISTARUCTION

{3) ;‘a..nm:x ship cperaticmal '\udizcss o perferm any required K

task.

(8) Izsure the highest degree of ship and perscacel safety.

. Basic pollicy. The CIVMAR training program is besed upon the
necessity to train Crew nembers in those sikllls requirsd to assure the
operational readiness and reliadbility of civil service-zanned ships %o
sccomplish any required task., Exmphasis will be on ineservice tralning.
Training funds will be utilized principally to support increased operating
efficiency and ships safety. Training support for upgrading licenses and
documentation will normally be restricted to CIVMAR personnel with a
shipboard assiznment. Requests in other instances are o be submitted o
COMSC by ires Comanders for resclution. =hipboard training, supplesented
by necsssary support training ashore, will bde the core of the Sraining
prograa. Trainiag wvill be acccaplished by:

(1) Brcucaing pnctim.l experience in specialized skills through
skipboard tralining.-

(2) Incressing :ce:n:.al Inowledge through off-duty psrogrammed
training material iascluding correspondence courses, Audio=Tisual, ete.).

(3) Traini.g ashore to support aflost operatiens.

c. Afloat traiaing, The goal of aficat trainiag is to assure that
sach crww menber 13 properly placed, adequately tralned, effectively

-supervised, and utilized to the fullest extent of kis cor her potential.

Marine training will be conducted primarily on Sthe Jjob, aboard ship,
utilizing the ship's gear for technical traiming., Ships' officers will
sormally assume the respomsibility in this connection a3 wall as the
continuing dsvelcpment of suberdinates (See 2-3e below). Complex and
specialized truining, iz some cases, will be accoaplished aboard by
contract with vendors, manufacturers or traizing organizatisas. Training
support will bde provided by the bomeport coamand througt guidance and
instruction from staff specialists and standardized tralzning =anuals,
imstructers’ guidss, and training alds.

d. Asbore truinine, Trzizing asbore will support operaticns aflcat
and will be conducted wosre She aflcat triining progran a:.nuot adequately
seet cperatiocnsl or technicl msntirements.

e. Indivizal qualificst:ons. Ia anfma with commercial

practics, it i3 dasiradle that each Zarine axployee qualify for a U.S.

Coast Guard license or certificate Righer than that for the rating in which
he serves, wherever possible, Or possess 3 zerchant zariner's document
eadorsed for all rmtings in his departaent. Such achievements mot only
izprove ship's operations it i3 also a professional -asset 20 marine
parscanel and asswrancs of thelr readinesa fer promctions. Since
possessicn of higher licenses ar certificates and completion of applicable
correspendgnce = traising courses gre isportant factors in resasignzents
and promotions o (in comnectimm with certification as Lifebcatman) fer
retention in reduction-in-Force, supervisors will " assist in the
develcpuent of subordinates and will give thex every opportunily for
upgrading., Qualificatiorns uhich comtrilute to ths safety and opsraticnal
resdiness of shipss are glven dus consideration in persocanel actions., Such
qualifications imclude completicn of training in damage -control, fire
tighting, XBC defense, lifeboat mandliag, first aid, sanitaticn and foed
service, cooking and midng, refrigeration, burzieg and walding,

electricity, mechaizist siills, saintengnes of electronic equipment, and-

pesseasion of certification for 1ifeboatuan, Zyroe-compass, radar ohserver,
loran, sign. ' ing, etc.

. Jcumtaey truining, It I3 COMSC policy to :rev*dn for career
develoment of CITMAR perscomel %6 aid in advancement of all ratings in all
departzents. This policy vill be achigved through tuitien payment, S2Q

e ‘ 1 February 1983
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CPI uig.1-2

allowances, where authorized, and excused absence 3 take Uscs
sxaminations. Arez Commanders are delegated authority to approve tuition
for training at non-Federal schools, including maritime union schools, if
Navy/Govermment schools are not avallable. CIVMAR personnel may be

assigned to training ashore in a duty status within the lixits destailed in
Section 5.

g. Mandatory training. Required training, such as firefighting
every three years, or expiosives handling certification annually, will be
attended by CIVMAR perscnnel while in a pay status.

B. QOverseas persomnel. In the event CIVMAR perscnnel are assigned
to an overseas homeport command where appropriate courses are not avallable
locally, training will be arranged with the appropriate continental
command %o caincid. \d.t.h their travel, leave, or other purposes.

1-%. TTRAINING FUNDS.

a. General. Training funds will be used. to .support increased
operating efficiency through improved work performance. Payment for
imstructional services and expenses incident to training is authorized
“only for management identified, job related training, or development needs
of assigned personnel which will likely be required in a future assignment,
and fer approved courses listed in COMSCINST 12810.25. Where tuition
payments to outside agencies and educaticnal institutions or expenses
incident to attendance 3zt professional meetings are invelved, prior

approval must be obtained in accordance with the latest revisions of
COMSCINST 12810.9J and CPI X10.

b. Ec_gditm of w funds. Training costs 1include the
salaries of personn sssigned to fulletime training ashore, tuition
paymeats, &nd tralaning materials. Salaries of trilning staffs are included

in overhead salaries snd wages accounts. Expenditures of training funds

will be governed by the following priority in order to provide for optimum
use of available funds:

) (1) Slfit:-lt-Sel-Ews. This training includes, bdut is mot
limited to camage contral, firefighting, REC defense, lifeboat training,
radar training, first aid, sanitation and food servics, accident
prevention, required certifications, and bealth.

(2) Zraining in individual sikills., Technical training may be
conducted, 23 necessary, to improve operations in such areas zs electronics

and engineering, operstion and maistenance, cooking znd Maiking, rules of
ths rcad, radar, signaling, commumications, welding and burning, cargo
stowage snd stability, motion picture projector operatiocn, upgrade
training and career develomment.

(3)  Administrative training. Administrative training consists of
training in management practices and administrative requirements of
specific jobs necessary to promote econcmy and efficiency of cperations.
This includes, but is not limited to staff orientation of ship's officers,
supervisory and instructor training, supply provisions accounting,
yecman/storekeeper crientation, sdministrmation of safety programs, and
ganeral indoctrination. -

c. Coarges against training funds. Iz general, training funds will
be charged with the costs of training materials and services, and salaries
of personnel in the receiving Branch while assigned to training. Salaries
of new employees undergoing orientation of two days or less while assigned

“to the Receiving Branch will not be charged to training. Salaries of

perscnnel carried on the skip's rolls and conducting or engaged in training
will not be charged to training funds unless a replacement is required.
Listed below are examples of proper and improper charges against training
funds. Any charges which are questicnable should be referred to COMSC

3 1 ngrqqr_-y 1983
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for decision.’
(1) Prover charzes,
(a) Talaries of ezployees. assizned %o the Receiving Branch undergoing

training exceeding two days.

(b) Salaries of perscanel assigned o fulletime training ashore,
providad they are not carried on ships' rolls.

{e) Training publicztioms, alds, equipment, supplies, and services.

(d) Tuiticn payments and conference registration fees.

(2) I=zproper charses.

(a) Sunipboard interim positioms,

(b) Salaries of personnel awaiting assigment. (This does not
preclude use of such persomnnel 33 instructors while awaiting shipboard
assiznment).

(c) Salaries of new eZployees zssigned to the Receiving Branch while
undergoing crienfation of two days or less.,

(d) Salarfes cof persomnel carried on ships’ rolls while asaigned to

short damage cantrol course or cther courses ubon, provided replacements '

gre not required.

() Salaries of staff perscmael ar ship's officers who are utilized on
2 partetinme basis zs instrustors in cne=the=jod or in=service training.

(£) Travel expenses.

d. Ac—inistration of training funds., (Accowmnt 5101.2, 5109, and

(1) Iraining funds. ZIraining funds are budgeted and accounted for in
aceordance with applicable provisicns of the Havy Industrial Fund Eandbook
for MSC.

(2) Review of charges, Ths Directer, Tralning and Safety Divisien,
will assure that training funds are planned, acdministered and utilized
sffectively tirough rmsalistic budgeting, optim=y use, and careful meview of
tralning charges.

(e) PEstimated requirements for trainming budgets. 4 brief apalysis -2
the satimates for tralning stafls znd tralning tudgets and Jussifisation .f
the estimated requirements wlll be 4included whezn =traizing budgets are
submitted. Supporting data shall include:

(1) Damage Control Officers’ salaries (Account 5101.2).

(2) Types of training planned, spproxizate length of courses, and the

approximate aumbers and sverags salariss of trainses (iccount 5109).

5311)(3) Tuitien, tralxing materials, or other trainming costs (Acsount

SECTICH 2, CROGAXTUATION AND RESPONSIBILITY PQR TRAINING

hnznab'se. .

mm.l..“...'!...l..Q....C.'.Q’l....'...I.Q..'..l‘.‘...l"...lcz-l
Organization and responsiXiliity 2SBOrG..ccescccccncssscssscconseclmd
ormzzia n‘ P-mw“ m“:.....-...l....l...l"..l..lz‘B

2-l. CoMsC, Tuder ths pollcy coztrel of the Under Secretary cof the
Havy, forat’ <icn and implementaticon of the general civil servics mariaer
(CI™AR) pe :=mnel triining progrim Ls the respensibility of COMSC. In
carrying out this responsibilicy COMSC wvill: ’

1 February 1983
C. S. 188
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMPT 810.2-1

a. EBstablish training policies and basic training plans for
subordinate commands within Navy training policy and this Instruction.

b.. Pramulgate, administer, ccordinate, and review all MSC training
programs to asswre wniformity and proper implementaticn by subordinate
conmmanders.

¢. Furnish essential training guides, aids, 2and gmaterials to
supplement standardized programs.

d. Coordinate MSC support of/or participation.in training programs
conducted by other Govermment or educational activities,

8. Review and act upon requests for approval of tuition payments and
expenses incident to attendancs at professicnal meetings.

L. Review and coordinate requests for purchase or production of
necessary training films and training material.

g. Approve and allocate tra.im.ng budgets and review expenditure of
training funds.

. Assist commands in the establishment of new tra.iv.ing facilities.

2-2. ORGANIZATION AND RESPONSIBILITY ASHORE.

a. Homeport Commander, The homeport Commander is respcu:ible feor
establishing and conducting effective training programs designed to provide
for the operitionsl readiness of assigned ships. BHe will:

(1) Establish a trzining organization to meet the needs of the

. command.

(2) Exscuts the training policies of COMSC,

{(3) Develop or assist in the devalopment of training materials for
authorized courses as requested or assigned by COMSC.

(8) Cooperate in providing training .for personnel of other MSC
commands or other agencies, when aprropriate,. or when directed by COMSC.

(5) Submit training reports as required in Section 7.

(6) Submit to COMSC reccamendations for improvement of the training
progran o pramote econamy and effisiency of operations.

(7) Review and act upon rsquests for approval of tuition payments and
expenses for conference attendance under delegated authority.

(8) Provider staff advice and standard training material to
subordinate ccmmands, and assist in the development and review of training
programs at subordinate commands or activities.

b. Qccumticnal Safety, Health and Training Committee (OSHTC). The
homepert Coammander will appoiat an Jecupatliomal Safety, Health and Training
Commitsee (OSHTC) %o assist and advise him on training matters and develop.
the activity training plan. The committee will meet at least quarterly. The’
OSHIC will appeint subcommittees, as required, to advise on and assist in
carrying out specific training programs such as damage control, food
sanitation, administrative training, asbestos control, occupational safety
and health matters, ete. .

(1) Orsanization. The OSEIC will be composed of the following
perscnnel or their designated raniking subordinates authorized to make
commitments for them:

{a) Chief Staff QOfficer - Chumn

(b) Civilian Persormel Officer

(e) %pssistant Chief of Staif? Fleet Operations

(d) #Assistant Chief of Staff Transportation

(e) Assistant Chief of Staff Administration and Manpower

(7 #Cholef Inspector

(g) *Supply Officer

uy

1 February 1983
C5188
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C TRAINING : Tt T CMPT oUu10.2-2

(g)  *Eagineering Orfficer

(1) Medical Qfficer

(§) Cemptroller

(k) Counsel .

(1) ®directer, Training and Safety Divisicn-Recorder

(m) EEQ Coardinator
Members above indicated by astarisks will act as the Safety=-at-Sea and Damage
Control Subcommittas to advyise and assist in aarrying out COMSC tralning
policies by recommending to the hemeport Coammander the following:

(a) General areas of training necessary 0 xmeet the command's
cperations, admimistrmative, and occupational health and safety matters.

(d) The assigment eof subcomttm or designated perscnnel to plan
and assist in specific prograzms.

(¢) Establismment and u:ilinuou of command tralning facilities.

(d) Establisbment of eriteria for selection and assigoment of
perscnnel to training.

() Extent %o wiich persoonel -time. and MSC fmds will be deévoted to
each type of training.

"(£) Cocrdinmation of command effort necessary to carry out training
policies. ) ’

(g) 1Review and evaluaticn of the command training program, 23 a whole.

" @, Civilian Perscrnnel Officer. The Civilian Persoanel 0f7icer is
responsible for implementing the commander's training policies; reccamending
the composition of an adeguate tralning staff; for cooordination, and
directian of 2all aliviliaz :—zining, ashore and afloat, including the safety-
at-sez and damage ocomtrol training program; implementing specific training.
prograns requested by division directors, or heads of offices regarding
operaticnal readiness and improved effectiveness of civil servics-zanned
ships. . .

d. - ‘The Directsr, Training and Safety Divisica. The Director,
Training and Sarfety Divislion, or person assizned small ‘direct all eciviliam
training and supervise all training officers znd personnel of other divisions
assizred %o conduct civiliam trairing ashore, abecard ship when in pore, or
during afleat Sraixing at sea. Ths Uirector, Trainzing and Safety Division,
Sr parson assigned dll: :

(1} In accordance with this Imstructicn, detarmize traiaing needs,
prepare training plans, traizing material, and schedules for all authorized
courses; cooordizate and direct all traiming prograns, ashore and afloat,
utilizing specialists a3 instructars for the preparaticn of tecmical
material in each fleld.

(2) Assist ships' Masters in organizing their afloat training
programs and ia schsduling necsssary triining ashore of sarine perscanel.

(3) Provide training information, traixing films, training aics,
courses, manuals, and sixilae tralming matarial.

(8) Assist in the selecticn and training of inmstructars.

(5) Conduct traizing in gegteral subjects for which qualified
iostructers cannot da assigzned r‘m cther staff c¢ivisions & cannot otherwise
be obtalned.

(§8) Coordizate ith cutside agencles cocacerning training facilities
and programs, correspondencs courses, etc., and advise zarine personnel
regarding available educatiosmal cpportimities.

(7) Review and evaluate aflcat training programs.

LFgunge 1o



o,
A ",

.

CIVILIAN MARINE PRRSCNREL INSTRUCTIONS CMPI 410.2-2

(8) Maintain suitable records and submit required training reports.

(9) Advise the ocmmsnd and the OSHIC regarding traizung needs, -
training methods, and training pollaies.

(10) HRecomamend staff action to assure that appropriata training
zeasures ire takan to improve performancs &S necessary.

(11) Saryve as recorder for the OSETC.

(12) Be responsible to the funds administrator for the preparation
of estimsted requirements for the training budget and for review of
tralning expenditures.

e. Division Directors. Division directors and heads of offices
shall maks their facilities and parsonnel available to carry cut authorized
tralaing programs by providing technical assistance, equipment, and -
qualified instructors for specialized training courses. They shall have

the right and responsidility tc review and comment on training prograass
relating %o their funections,

f. Damage Control Officsrs (DCD). )

Q) eral. sBage Control Officers (DCOs), when authorized at
designated subordinats ocmmands, szsist Masters in organizing, initiating,
and maintaining the shipboard Safety-at-Sea and Dazmage Control Progranm,
and in ooadusting necessary refresher training. These DCOs will bs
selscted for thelr seagoing, damage ocontrol, and training experience, They
must hold USCG licenses no lower than Chief Mate cr First Assistant
Enginesr and have served at lesst one year in that position with MSC
civilian-manned ships. Zquivalent experiencs galned while on active duty
in the Navy or Coast Guard may e considesred. They must have completad
insgructor training in damage control, fire fighting, and (3R defense.
D0s will meke 3 voyage or spend aufficicnr. time in each ship of the
command, as assigned, to oconduct initial or refresher damage control and
related training (Phase I) of officers and crew (including the amilitary
departaent), They will also condust on-voyage damage control training
{Phase I) which {5 rescheduled in ships removed {rom ready reserve or when
training evalustion (Phase III) indicates the need for additional
training. Thay will arganize each ship to enable the ship's offlcers %o
carry on ths continuing shipboard Damage Control Program of instruction and
drills (Phase II) and will iostruct ship's officers in the use of training
material and in 3etdeds of instruction. DCOs will assist in cenducting
annual evaluation of damage control tralning, drills and exsrcises (Phase
III). While ashore, they will amaist in conducting applicable in-service
training and in the preparstion of damage control and training portions of
acministrative laspections. Thelr specialized knowledge may also be used
33 adviscrs o boards Lavestizating casualties,

(2) Supervision. DXs will bde under the administrative and
tachnical supervision of the Director, Training and Safety Division at all
times, except uhen assigned aboard ship for Phase 1 damage coatrol
training, on-voyage PMase III damage control evaluation, or special
projects, When aszigned adoard ship in such cases, they will be under the
administrative supervision of the Master, One or two day asaignments
aboard ship on Pnase III camage control training will be considered as
temporary additional cuty assignments. While ashore, thay will be carried
organizaticnally 4{u the Recslving Branch.

(3) Status on Vovage. Afloat assignments of DCOs will be made in
accordances with existing instructicons. They will report directly to the
Master, and wvill furnish guidance and assistance %o the First Officear (the
Damage Control Officer) and will coordinate the training for the voyage
with him, DCCs ars represeatatives of ths hoaeport Cammander and will

N
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provide staff advice on safety-at-sea and training matters. They have no
line authority to lssue orders to the ship's crew; however, Masters will
fully utilize their specialized skilis and support the Safety-at-Sea and
Damage Contrel Program. DCOs ashore cutside their homeport will report to
the local Commander to assist implementing the Safety-at-~Sea and Damage
Contrel Program aboard ships of that command.

(g) ZIraining Officer (Lifeboats). Following COMSC approval, where
Training Officer (Lifeboats) positions are established, these positions
will be located in the Tralming and Safety Division under the Director,
Training and Safety. They will be ut..ized as ‘necessary o support the
Lifebcat, Safety-at-Sea and Damage Control Programs.

2=3. ORGANIZATION AND RESPONSIBILITY AFLOAT. .

a. Masters. It is the responsibility of Masters, with assistance
of the command ashore, to establish - 2! training programs required t3
meet operational needs, Masters w: sully utilize ship's officers ia
tralning functions and require all . . icers and chief petty officsrs to
assume their responsidilities for shipooa.rd training of their subordinates
(Phase II), in accordance with COMSCINST 3120.2D.

Be Shin's Training Officer. The First Officer is designated as
Ship's Training Officer. Because of the "scope and importance of the
training function, the Training Officzer's position must be one of seniority
and suthority. This assigmment will, in no way, relieve any other officer
of his responsibilities for indoctrinating new emplcyees, for on-the-job
training of subordinates, or for active participation iz emergency drills,
The Ship's Training Officer will:

(1) Familiarize himself with the marine training program, training
directives, and applicable ¢training programs ashore and make such
information avallable to the crew. '

(2) Promote enrclimsnt in correspondence courses, aencourag?
upgrading and, where practicable, organizs upgrade study groups.

(3) Coordinsta and supervise all training activities aboard ship,
arrznge for ths uss of the ship's equipment for traiping purposes, obtain
training aids, when necesssary, and encourage individual improvezent.

(8) Provide liazison with the command ashore on training matters and
tssist in scheduling ship's personnel for training ashors.

¢. Ship's Damage Control Officer. The First Officer will also be-
the Ship's Damage Control Officer responsible to the Master for the
continuing instruction, training and drilling of ahip's personnel in
damage control and for evaluation of the shipboard damage control:progran.
In order to give the First O0fficer the necessary practical background and
experience, every effort should be mzade to assign him to attend the course
in practical fire fignting and general damage control courses avallable at
MSCPAC, MSCLANT and Navy training facilities. The Pirst Officer and the
CER Defensas Officer should alsc be given preference in assignment to the
CER Defense courss.

d. CBR Defense Officer. 4 Third Officer will be designated as the
ship's CER Defense QOfficer. He will coordinate with the ship's Damage
Control Officer in astablishing the ship's CBR defense organizaticn and

training and in assuring tba.t. the ship is cfrectivcly prepared for CBR
defenssa.
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e. Shig'é Officers and Chief Petty Officers. All ship's officers
and chief petly officers are responsible for the continuing tralning of
their subordinates leading to improved skills, safer practices, greater
efficiency, and occupational health and safety matters! Any officer or
chief petty officer may be designated by the Master as Iinstructers,
depending upon their technical knowledge, experience, interest,
perscnality, and imstructor f%raining. Department heads or their
representatives will muster groups under their responsibility for
instruction, attend each session, maintain order, and take and report
attendance to the Ship's Training Officar. (See Section 7, Reports).

¢, Military Devartment. In ships having a Military Department, the
COMILDEPT s respormsibie for the training of military department personnel
in damage control and for collaboration with the Master to assure their
participaticn in drills and exercises~ -~

g Mediczl Representative/Nurse. The Medical Representative/Nurse
is responsible for CPR and firsteaid trailning of the crew, for advising the
ship's Chief Steward in conducting the food=-sanitation training progranm,,
for advising and assisting the Training Officer in conducting crew training
for mandling perscanel casualties as part of damage and ecasualtyecontrol
training and for training the crew in recosnizins and eombating
occupational health and safety problems.

h. All hands. It is the respensibility of all crew m-bers to
participate actively in all required emergency drills in order to insure
both the ship's and their own readiness for emergencies, 41l hands will
attend authorized training sessions to which-assigned and will make .fall
use of newly acquired sikills in their work azssignments.

SECTION 3, TRAINING FACILITIES

Paragraph Neo.
“anl famiu”oo.0.000..C...".O.QO‘0..!....'.‘.'0'..0..Il¢03-1

mnte 3&0018 md ttciliu‘s....---..-....-.-..-....--....-.3—2

3=1. NHAVAL ucn.m bsc training Hill be conducted primarily at
naval facilities, through aflcat training in MSC ships, asnd inservice
training at MSC commands. Existing MSC and other naval tralaing facilities
will be utilized for authorized training ashore to support aflocat
operations in fire fighting, damage control, NBC defense, lifeboat
training, commumications, operation and maintenance of electronic
equipment, instructar training,  and such other cperational training for
which a4 need has been demonstrated. General information on all officer and
enlisted courses svallable at aaval schools will be found in the latest
issue of the Citalog of Navy Tralning Courses (CANTRAC) NRAVEDTRA 10500, and
COMSCINST 12810.25. Additiopal information will be found in local
instructiocns. COMSC will assist subordinate commands in arranging
necessary quotas at naval activities, as requested.

3~2. PRIVATE SCHOOLS AND FACILITIES. Private schcols, vendors'
and manufacturers' facilities may be used when MSC, naval, or Govermment
facilities are unsuitable or are not avallable. Private facilities,

1 Feburary 1983
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including union schocls, may be utilized for sucsh tralning as Zyro compass,
radar, lcoran, -and other specialities as authorized inm COMSCINST 12410.2S.
Private schocls or educational facilities which practices diserimination
with respect to race, coler, religion, or naticmal erigin will nmot be used.
Payment of tuition requires prior approval in accordance with COMSCINST
124810.9J and CPI 410.6.

SECTION &4, TRAINING AIDS AND MATERIAL

) Paragraph No.
Interchange of training materdal...ciiveceecccrcccvassncnsacceasliml

Responsihility for tralning alds and material...ccecevenvccvescdud
m:.cucn mmc:’.......QI..'.'....‘..IC..t..'......'..-.‘l.n.a
m rm..O.l'.....‘.....'...‘.C'.ll...'.'...l‘..."ll.l...“
Reference and tralnling librarieS.cecccocccoscssnconsscscenasesslid
mmllu”u d& md d‘“m..l...l'..'.ll.'..'.l...,Q..t...!M

4.1, INTERCAANGE OF TRAINING MATERIAL. In developing training
prograns and furnishing essential fruining guides and materials to
subordinate commands, COMSC may, from tizme o time, assign the preparation
of specific training materials to subcrdinate commands, These will be
prepared as coupleted stafl work, ready for publication. Such assignments
will be held to a minmimum. Subordinate commands will keep COMSC informed
of training develcpments and ndeeds in order that these may bDe considered in
assignments to develop-spacific traiming material. Subordinate commands
will furnish COMSC with oopies of training materials coriginated in their
commands and COMSC Wwlll direct MSC wide distridutica of appropriate
training material. New Sraining mataerial shall be forwarded to COMSC wnen
prepared, including the following:

a. Supplementary traiming material, coasisting of z.'u.ning plans.
course outlines, lesscn plans, =manuals, and instructisns considere
necessary within 3 command %20 implement the COMSC training mrogram.

3. Mnoutgs of ths Quarterly Occupational Safety, Health and
Training Committee {Q0SHIT) meetings.

€. Repor:s o traizing surveys and studiu. )

d. Masters will fuormish the homeport Comander with coples of
training material or information regarding alds o tralning techniques
developed in the shipboard Sraining program so that improved Sralning
material or technigques xxy be made applicadle to all ships in MSC commands.,
Masters should also feel fres tO reguest assistance of the homeport

Cammander 12 the rocurement or davelomment of any special Straining alds or
material considered 2asirshle.

. Beg. 22T TOR TRADNING AIDS AMD MATEXIAL. The Director,
Traising and Safety Divisicn, in the hcameport will be responsidle for
approviag, Laitliating procwrmment, malataliming, lasuing, and cocrdinating
the use of tralxing alds amd devices, Sraining filzms, primted materials,
publicaticns, ete.. for use in reference lidraries, classrocm and
stipbcard {=structizn. The Directar, Iraining and Safety Division, will
directly assist the traliming coummitias, division directors, and heads of
offices, and ships training officers in the davelomment and procurement cof
all training material. Training officers aboard ship will serve as

custodians of assigned training aids and material and will maintain liaison
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with the homeport Traizing and Safety Divi:iou‘relative to training aids

and material available or required in the shipboard training program.

b.3. PROJECTION EQUIPMENT. A

2. Allowances. Motion picture projectars are included in
allowances of most ships. One crew member, generally the Electrician, will
be qualified in projecter operation and maintenance. DCOs may take
projectors abocard any MSC ship, not 30 equipped, in order to assist in
conducting damage cootrol instruction durding the course of a woyage. The
homeport Training and Safety Division may stock and loan projectors on a
voyage basis %o ships not so equipped to ald in necessary training
programs. . '

b, Procurement., Projection equipment allowances for projectors
have been established for civil service-manned ships. These are procured
through the bhomeport oommand. Slids, overhead, and opaque projectors,
etc., may be obtained on a loan basis through the homeport command.

4.4, TRAINING FILM. o

‘2. Flm Library. Certain essential films, such as those for
indoetrination, sanitation and food servics, damage control, safety,
navigation, engineering, and lifeboat training are retained aboard ship.
Sufficient prints of these films are supplled to ooumands to permit
distribution for ships' usa, Other films for genmeral use afloat will be
maintained by the homeport Training and Safety Division in a training
library. The number.of films and number of prints of each film will de kept
to a minimum - o more than five (5) prints of any ome film per command will
be stocked. These will be obtained ca a voyage custody basis by the Ship's
Training Officer. The Ship's Training Officer will turn in defective or
seldom used film to the homeport Training and Safety Division, for return
te the appropriate Haval Education and Training Suppert Canter. The
homeport Training and Safety Division will issue a list of available

training fllms tri-annually to aid Ship's Training Officers in selecting
appropriate filazs.

b. Procurs=ment.

(1) “Navy films. Classified and Unclassified fllms are listed in
OPNAVINST. 3157.1, Department of the Ravy, Cataleg of Audiovisual
Production Products.

(a) Ship's Training O0fficers will refer to the list of films
avallable through the command and will request desired fllms frum the
homeport, Training and Safety Divisien, or

(b) Ship's Training Officers may request mail order lcan films from

the General Audiovisual Libraries utilizing the prescribed format listed
in OPNAVINST 3157.1.
A (¢) The homepert Training and Safety Division shall sereen all
desired training films to inswre that they are appropriate for the intended
training program. No more than one print of any one £ilm shall be obtained
witil it has Deen 30 screened. Requests for more than five films or for
more than five prints of any film shall be forwarded to the Commanding
Orficer, U.S. Naval Photographic Center (NAVPEOTOCEN) via COMSC. Films not
available locally shall be procured in the same manpner. When requested by
COMSC, NAVPHOTOCEN will provide distributicn of new Navy films applicable
to the MSC training program to subordinate commands as follows:

ol 1 Febryary 1983
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COMSCLANT S prints
COMSCPAC . 5 prints
QOMICFE 1l print
COMSCEDR 1 print
MSC Offices 1 print, if appropriate

(2) Commercial films. Commercial training filas which meet MSC
needs may be obtalned om a loan bkasis from filxm service ccmpanies and other
private agencies. Films may be rentad or purchssed in accordance with

local provisions, Return postage and insurance fees for flilms bdorrowed are
also authorizesd.

e. Production of training film. Where tralning films required to
st MSC .needs are oot ;Efmhl fraa naval & otber sources, the
interested conmand may reccomend to COMSC the produstion of necessary
training fUms, OPNAVINST 3150.5D, Chapter 8, contains the cutline to be
followed in requesting film productioms. Ia sutmitiing such requests, the
originating command will forward copies_to the other area. commands, which
in tuwra will forward to COMSC their comments regarding the need for the
proposed film and sugzesticms for improvement of the producticn cutline.

COMSC will evaluate requests and, if determined to bde desirable, will
budget for production, obtain the required authority, and izitiate

. production and distribution of the necessary prints to suberdinate

commands.

heS5, REFERENCE AND TRAINING LIBBLRES )

.4, General. The homeport Training and Sa.ftty Division will be the
central locaticn 50 procure and maintain a complets training and reference

lidrary containing texts eon all appropriats marine, tecimieal, and

sanagement subjects for perscnnel aflcoat and ashore. The homepert Triining

and Safety Division will prepare and maiztain 2 list of training
publicaticons suggestad for ships’ training lidraries. The list of
publications will de forwvarded tri-azsually to ships of their command and
COMSC, Codas M=28 (Zwo ocopies). Technical lidraries for marine personnel

wlll be placed aboard sach MSC ship, and maintained under the custsdy of

ths Training Officer who will issus publications %o parscanel on a custsdy-
loan tmuis. COMSC will advise subordinats commands of new publications
available, will forvard copies vhsnever pcasihlc, and will advise where
additicnsl ecopies may be obtained.

B, Recuisitiomine trainine oublicatioms. COMSCINST 560%5.4H lists
aizime ocmmissicning pua':.ca::.ona allowances for olvil servics-canned
ships and oontains iaformation on requisitioming and sources of
procuresent of publications listed. The instrustion lists required
allowancss. Other marine texts for training lidraries zay be obtzined in
addition %o required allowances. Commands may also provide or Masters 22y
requisition appropriate aanagement taxts. HAVEDTRA training publicaticna
are listad in the List of Treiming Manuals znd Correspondsncs Courses,
HAVEDTRA 10061 (latest editiecn). Requisitioning procsdures are 2as
follows: -

(1) By shies, Shipsa or Masters w1l requisiticn authorizad
allowances and other or additicmal publizations required for tralizing from
ths command ashore oz DD Forz 1159, Sequisition and Inowoice/Shipping

Docunenit.

(2) By commands, MSC commands will procure necessary Sraining
publications, mEIun:.ng other Govermant and commercial publications, iz
accordance with exliating instmucticns,

(3) COMSC assistance. If treining publications are not available

through the atove sources, the MSC command should submit a requisition,
eiting Justification, to COMSC Zar action.
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¢. Funds. Training gubliutions may be procured fram funds
available in Iraining Account 5317. Scme of the publications may be
provided from welfare and recreation funds as directed by the homeport
Coanmander,

h-§. MISCELLANEQUS AIDS AND DEVICES. The homeport Training and
Safety Division will provide Ships' Training Officers with training aids
necessary in the aflcat training program. Training aids and special
devices are listed in Training Equipment Guide, NAVIRADEV P-530-2. These
aids and devices are generally available to MSC commands through Naval
Education and Tralining Centers. The Training and Safety Division should
contact Gthe apmropriate Training Center whenever training alds to
i{llustrate any particular subject are desired since these activities
maintain and are. equipped.-to '-prepare‘sets - of “transparencies on many
subjects for use with the overhead projector and also stock many training
aids and devices which are not listed in the catalogs. Requests for
training aids or special devices not available through the centers will be
submitted to COMSC for approval and coordination with cognizant authority.

SECTION S, TRAINING PROCEDURES

Paragraph No.

..t...lll"—'.‘tIC...;Ol'QOCI‘..ls-l

Training procsdures. ... ceveeees
Formal Cralndng. .. ccvoeenssesioreosassncencvsascssacnss cevesneeddm2.
Administration of tralnees ashor®....ceveseesccocssosscsscscenesdms
Canpensation during tralning ASN0r€...ceeccvccssnocsscsasassessedull

Canpensation during afloal Cralning..ccevectsccsscrscccsncasceesd=s
Tr‘ining ‘gec.uutiiiilI..’..l...'.lQl‘..l’l.l.’l.....ltil.'I‘054

S«-1. TRAINING PROCZDURES. It is COMSC's policy within the
guidelines of FPM 810 and CPI 410 to provide for career development of
eivil service zarine (CIVMAR) personnel of all ratings in all departaents,
The continuous supsrvision of their subordinates by ship's officers,
utilizing the ship's gear and training material furnished by the homeport,
will be the priacipal oethod of training (Phase II). 4 comprehensive
shipboard traizing programm will progressively develop qualified seamen and
deck officers from parsonnel in entry ratings; engineers and qualified
members of the Iagine Department from wipers; competent stewards, cooks,.
bakers, butciers, and storekemepers from utilitymen; and pursers from
yeaman. A contizucus progrm of education and training in the fundamentals
of leadership, sanagmment, supervision, seamanship, good housekeseping,
proper operatliocs and maiantsnance of equipment, health and safety will be
provided in al. departasnts. Department heads will make thelr services
avallable %o their sudordinates, pass thelr "inow how" on to them, and will
assist, encouraga, and check subordinates' study or lnstructions relative
to their spesciflic dutien. Routine operations and maintenance and repair
procedures and prodlems should be fully uytilized as shipboard training
opportunities. These may include splicing of line or wire cable, rigging
of cargo and other gear, pipe repair, electrical work, and machinery
overhaul. Shipboard training also conforms to recognized practices of
exsrcising ships' crews in well-planned fire, lifeboat, damage contral,
emergency, and abandon ship drills., At times 4% will be necessary o
augnent the Phase II training with formal training ashore (Phase I7).
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E=2. YORMAL TRAINING. When it beccmes necsssary o iacorporate
formal tralning (Phase IV) to meet the needs of the command, hemeport
Traiaing and Safety Divisions shall bDe responsible for identifying and
budgeting for the required rescurcss, assigning pricrities and selecting
the training facilities. COMSCINST 12810.25, Civilian Marine (CITMAR)
Career Develoment Plan, providss information regarding courses and study
material available to assist maripers in developing sidills and furthering
their careers. The plan covers required and voluntary training.

3. Selection of Trainees, CIVMAR perscnnel being considered for
formal trailning will be selected on the hasis of the following relative
factors, ’ .

(1) PFair and equitable consideration in selectiom for training
without regard to race, coler, religicn, sex, national crigin, age, non-
disqualifying physical o mental handicap, or any octher cone-merit factor.

(2) Relative need for the training.

(3) The mariner's potantial for advancement.

(3) The extant to which a mariner's knowledge, silll, attitudes, or
perforzance zre likely to be improved by training.

(5) The ability of the mariner o pass the training on to others,

(6) The length of time MSC can axpect to benefit from the mariner's
improved knowledge, sidll, attitude, and performance.

. {7) “The potential application of the triining to present and future
assigzments. .

(8) Previsus training opportunities afforded to the mariner by MSC,

(9) The maripers' interest in and effarts to improve thelr work.

B. Merit Prcmoticn Procsdures., When forzal tralning is glven to |
upgrade a Darizer’'s U.S. CoaSt Guard certificate/license, or in situations
where applicants exceed avallable quotas, selection will be on the tasis of
merit and uder procedures develcped Dy irea Cammanders. 7The local zerit
prapotlion progrim Eiy be used for this purpese.

c. Qualifications. . Mariners applying for forzal pon-Goverment
training will be required to have a year's cxrrent oontinucus service with
MSC iz an aflest position. VWalvers of this provision by ires Commanders is
peraissible wmder CPI 410.5, when postponement of the training would be
contrary to MSC crewlng nesds. Applicants pust meet all USCG sea service
and other requirements for license or documentation. They aust alsc mest
MSC physical requirements and other standards,

d. Selection of Traiming Facility. Ares Coumandars are authorized
to zaiks appropriate arrangeaents Witd trxiaing facilities iz accordancs
with the provisiocns of CPI X10.5.

$=3. ADMINISTRATION OF TRAINEES ASHCOHE.
2, fNominations. Requests for training ashore may be initiated by

_ the employee, bY Ris supervisor, or by tha bead of the cogalzant staf?

ddvision or office. Approval Dy ths Master (or by the Head, Recaiving .
Sranch for persconel aszore) 1S pecessary to assure avallability of the
exployee for training. Yoximztion of officer perscunsl will de approved by
the cognizant staff division or office bead. Azsignment of perscanel to
tralning coursas ashore will de mads by the Directer, Training and Safey
Divisicn, who will first assure thas the truizing ls appropriate and
determine whether the neminege 13 entitled to training in may status, with
Sal, or nut ocbtain approval of leaave and/or lsave without pay.

5. administrative cootrel. Assigments to traizming ashore will be
mads by proper documentaticon imitiated by the Directar, Tralning and 3afety
Division, listing the courss, instructer, locaticn, and course schedule.
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Personnel assigned to training ashore which exceeds homeport turn around of
their ship will be under administrative and accounting coatrol of the
Recsiving Branch and under specific guidance of the homeport Tralning and
Safety Division. Inmstructors will report any cases of misconduct or lack
of application to the Director, Training and Safety Division, for declsion
23 to cancellation of training or referral to the responsible senior
(Master cor Head, Recsiving Branch - see CMPI 750.2) for disciplinary
action. Perscnnel assigned to short training courses ashore during ship's
in-port periocds will be retained on. ship's rolls. In order to maintain
continuity of crews and service, every effort will be made to coordinate
annual leave with training; and reassign personnel to the ship fram which
nocinatad upen completion of training and/or leave. Whsnever personnel are
gvailable ashore awaiting assignment %o a ship, full advantage should be
takan of this opportunity to-schedule-them-for mandatory -training such as
fire fighting, damage control, food service sanitation, ete.

e. Orders. Assignments to trzining duty at Fleet Training Centers,
or other naval activities will be made by issuing TAD orders in accordance
with CMPI 2650. Naval training activities normally require an original and
six copies of crders for earcllment. Endorsement oo the orders of the
trainee's security clearznce i3 alsc required. Orders will not be lssued
for training involving tuitiocn or expenses. for attendance at professional
meetings, without prior approval, in accordance with COMSCINST 12810.94
and CPI 410. : . .

d.  Agreement to Continue in Servics. When training involves the use
of non-Govermment facilities, DD.Form 1556 will be used. An agreement is
not required for training at Govermment facilities. However, in selescting

‘personnel for training at Govermuent facilities, it should be understood

that the employee will be expectaed to continue serving with MSC, that_he

will fully utilize the traizming, and will assist in afleat :training
programs as appropriats.

Sed. COMPENSATION DURING TRAINING ASHORE.

a. Pay during required traiping. Persoanel who are assigned to
attend authorized in-service training courses ashore will do so in a duty
status at normal dase pay rats, without overtime. Whenever possible, the
training will de held during regular working hours.

: B. Iraining in cay status. ires Commanders are autiorized to place
participants in approved training programs ashore in a duty status with
Subsistencs and Quarters (SiQ) in accordance with CMPI 533.4«2b 1if per diem
is not applicable. Unlicensed personnel seeicing to upgrade their skills
are limited to ten (10) weeks of such training and perscnnel seeking to

obtain an original license or raise a current licsnse are limitad to eight
(8) weeiks. '

e. Leave for voluntary training. Personnel, exceeding the maximem
time allowed for upgrading or continuing education, may continue training
in a leave or leave without pay status (a2s appropriate). Perscnnel
attending voluntary ine-service training may request leave or leave without
pay to attend authorized tralning if it is not covered under the Upgrade or
Continuing Zducation Programs.

d. Tuition. ires Commanders are dalegated authority to approve
tuition prepayment or reimbursemeat, (with advance approval), upen

successful completion of a specified course of study. Specific guidelines
are provided in COMSCINST 12810.9J.

i3 1 February 1083
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5~5. COMPENSATION DURING TRAINING AFLOAT.

a. Required training. Required training, as defined in COMSCINST
3120.2D, will De oonducted during normal duty howrs, whenever possibdle.
Overtime my will ot be authorized for required tralning except as
provided i{n CMPI 610.1-15.:

b. Velunt £ . Training which perscnnel are not required
to attend will normally be conducted during the off-duty hours of trainees.
Overtinme will not be authorized for such training.

. - Instmustors. Compensation can not be made to ipdividuals who
volunteer to serve as instructors for Velumtary Training Programs {.e.,

Upgrade Training, GED, and other subjects which are mot directly related to
ship’s operatioas.

8.§. AGRE®MENTS to Continue in Service. Irainees participating in
upgrade proghams concucted in DoO-Govermment facilities will exmcute a
tralning agreenent to ennt.innl HSC ac-viea required by CPI 410.5, expanded
below and in encl, S=8,

a. Upgrade Program.

(1) “Upon assigoment %o an upgrade traiming course in duty status
with S$&Q allowancs, the individual will sign a cze year continued service
agreezent. :

(2) Opon issuance of license, the successful candidate will sigm
one of the following:

(a) I the individual has deen assigzed to a course in. duty status
with S&Q, he will sign another continued service agreement for one year
fran dats of license.

() I? the individuml attended school ca his own time and regquests

“tuition reimbursement and excused absence, the ind:.vidnl vwill sign z thrae

aonth agreement freox the date of licensa.

b. Other- training. Trzinees participating in other approved -
prograns provided in nop-Goverzment facilities will exmcuts -appropriate
continuad servics agreezents in aceordance with CPI 310.% h

SECTICN 6, AUTEORIZED TRAINING

- Paragraph No.
m& Tdman..'00.0.."...l..l.’..l‘..OQ.‘."...l'..‘l..o...'006-1

Up":.:‘ tﬂiﬂiﬂt’...-...........Ao....uo-................-.-.....5—2
m&dsmy mm-o-o.oco.ooo'-o..o-ooo..oa.-colooocoo'cocous.s
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mm a“u.l.....l..‘.'...’..'.....'.'.'....‘I.‘.'....'.'..54
muct u“lmct..C..‘..‘....-.‘l‘.'.‘....‘.l.-‘....l‘l....5.7
mmn‘ Cﬂmtim............-.......-.....‘-....-...-..........5-3
Qther mhﬂriud @mﬁ...n...........-n....unu...........5—9
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6~-1. INDOCTEINATION. g'nry Bew crew Dember will ba properly

indoctrinated to assure that be quickly deccmes 3 activated, efficlent
Denber of the crew.
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMPI 410.6-1

3. Ashore. VWhile ashors, awalting assigmment, new mployees will
be indoctripated by personnel of the Training and Safety Division in the
nistory, missiocn, and operation of MSC, in MSC policies, regulations,
Employee Assistance Programs and in safety practices. The Indoctrination
Check List, MSC Form 12410.1 (see enclosure (1)) will be completed for each
new employee. Section I will pormally be completed ashore. The Check List
will be forwarded to the ship with the Employee Snip Record (MSC Form
12135-2), The Indoctrination shall not exceed two days.

B. Aflost. Whers Section I of the Indoctrination Check List has not
been completed ashore, the Ship's Purser will begin the necessary
indoctrination aboard ship during the first two days that the employee is
aboard. In comnection with Section II of the check list, written job
instructions shall be prepired by ship's department heads and new employees
required to raad and discuss thex prior to assuming their duties., For
exanmple, the-ship's mission and cperations should be explained. Personnel
on gangway watch will be instructed in safety and security regulations, the
ship's layout, proper direction and courtesy to visitors and passengers, on
the requirements of his Jjob; his emergeacy stations and duties;
tdentification of ship's officers and officials; and other information
that will give him a sense of urgency and the importance of his
contributiocn to the safe and efficient operation of his ship. New steward
department personnel will be instructad in the proper procedures of serving
courtecusly, and -efficiently; the importance of ship and personal
cleanliness; fire and safety precautions; ete. -

(1) The check list will be farwarded to the employee's department
bead for early completion of Secticn II. Finally, the cireck 1ist will be
referred to the ship's Training Officer for discussion’ of the items in
Section IIT and %to inmsure that  the form has been adequately completed..
When completed, the employee will sign the check list as acknowledgment
that he has deen informed of and understands all items. The ships' Purser
will then enter on the employee's Ship Record (MSC Form 12135-2) the ship's
pame and date on which the Indoctrimation was completed. The check llst
will be retained adoard until the employes is separated from the ship. A
new Check List need not be prepared for amployees returning freom leave.

c. Present emplovees. Present employees shall be indoctrinated in
programs such as the Employee Assistance Program, new procsdures and
practicss peculiar to and necessary in MSC operations and relating
specifically %o thelir duties as the need arises, These include such
subjects as administrative training, supply, coammunmications, operation and
maintenance of electronic equipment or new machinery, and amphibious or
necessary specialized training. New and uwnique operations o projects
shall be explained, 4in advance, to all hands so that each person
mderstands the operation and his role in it. Such training shall be
conducted by departaent baads zboard ship or during short intensive courses
arranged ashore Dy tbhs Training and Safety Division.

§-2. UPGRADE TRAINING. Personnel will be encouraged, in every
zanner practicable, o prepare themselves for proamotion. At all times,
every assistance in upgrading will be glven marine personnel, including:

a. Shipboard triining and helpful supervisien.
-8 Enrcllment in naval and other correspondence courses.

7 1 February 1983
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c. Organizad uypgrads study groups aboard ship.

d. Training material and study guides prepared by the bhomeporst
Training and Safety Division, ships' training libraries of Navy traiaing
courses and tedhnical publicaticss, and Sraining fillzs.

e. Assiznment to different type ships, whare practicable, in order
to gain experience necessary for upgrading - such as steam or diesel
experience for engineers cr ships of greater tonnages for deck officers.

£. Information regarding and assistance in enrolling in
professional, technical, or upgrade courses in recognized schools ashore.

g. luition prepayment or reimbursement upon successful completicn
of the prescribed course of study and obtaining higher license/document
(See maragraph 5-id).

B. Subsistence and Quarters (S3Q) allowancs where authorizad (See
paragraph S-ib),

i. Excused absence to take USCG examinations.

J. Traizing in a pay status (See paragraph 5-ib).

6-3. CRGANIZZD STUDY GROUPS. Organized ssudy groups ia

correspondence courses ,m be, encouraged. by Masters who will-canvass their -
officers for wlunteers to arganize and supervise study groups. ters

may commend study group leaders by letter to the homeport Commander for
consideration in selecting personnel .eligible for promotlion. A Tess rocm
may be assigned for evening use of the group. Under the group study plan,
students earcll in Navy of other correspondence courses of common interest;
first work ocut their assigments individually; and then discuss solutions

‘and the principles involved with the aid o2 the group leader. Since many

correspondence courses bdegln with refresher mathematies, anm initial group
in this subject is generally desirable. With sufficient interest in larger
ships, separats study groups may be established for deck, engineering,
steward's dspartzeat subjects, or General Educaticn Development (GZD).
Informaticn concerning Havy correspondencs courses i3 contalned im "List
of Training Manuals snd Correspondence Courses, NAVEDTRA 10061 (latest

revisicn)®, Other appropriate information will be providad by the homeport
traizing divisien.

S=8i, INSTRUCTOR TRATYING. Iastructor training will be glven o
marine -persconel desigoated &s Damags Comtral 0fficsr, NBC Defense
Officer, Ship's Training Officer, lifsbcat and cther instructars, study
group leadsrs, Stewards and Third Stewards (Sanitation), and other
departient bezds as conaidered necessary. VWhere avallable, iastructor

trainping courses 2t cther zaval activities may be utilizsd. Where such

courses are nct avallable or are not appropriats, the homeport Training and
Safety Division will condust necessary instructor training or arrange for
Damage Contraol Qffiocers to conduct instructor training in conjunetion with
co=-voyags damage contrel trzinming., Short instructor tralning courses nay
ba given as part & otiasr authorizad courses such as administrative food
sanitation, or damage conotral tralning.

6=5. TIGIENE, FIRST AID, SAFETY AND SAKITATION.

a. Hygiene, Annually all eew mpembers Wll be glven adequate
imstruction in persconal hyglsane., In addition, Mastes will insure that all
¢rew oembers are aware of the danger of contricting venerseal disease and
ire inmstructed regarding its mature and Sreatlent. Imstructicn will be
presented by the skip's murse or the medical representative.. In ships
without assizned zedical perscanel, assistancs should de regquestad cof the
homeport command,

8 ey 1o
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b. First aid.

(1) “Ships with medical persommel, ~First aid tralning will be
provided in order to insure readiness of officers and crew to handle
personnel caswalties 1in exmergencies. The nurse or the wmedical
representative will conduet such first-aid and refresher instruction for
officers and ¢rew members,

(2) Ships without medicsl personnel., The homeport Staff Medical
Officer will coordinate with the Training and Safety Division in assigning
medical perascnnel to conduct firsteald instruction and refresher training
gourses, .

(3) Imstructors guids. NAVEDTRA 10091-C, Standard Pirst Ald
Instructeor Syllabus, shall de used as an instructor's guide in conducting
firsteaid training.

¢. QOccupational Health and- Saretz Instruction in OQccupational
Health, Safety, and Accident "Preventionm~will be provided 'all hands in
accordance with COMSCINST 5100.21 to insure safety consciousness and
perscnal safety.

d. Pood Serviee and Sanitation. 41l perscaonel involved in food
preparation, food service, or sanitation shall be given a minimum of six
hours of food service and sanitation training and supervision by
supervisors who have Dbdaen certifisd as instructors in Feod Service
Sanitation, and Shipboard Pest Control. Full use shall be made of medical
department persoanel to conduct sanitation tralning, e.g., envirommental
health officers, and preventive medicine technicians where available,
Manual of Naval Preventive Medicine, NAVMED P-5010, contains detailed.
informaticn and criteria on food service and sanitation; potable water,
ashore and afloat; personal hyglene, and bealth standards. KATED P-5010
shall be used as a guide for instruction purposcs. . ..

§-5.. MARITIME CADETS. Assigznment of maritime cadets %o MSC ships
for periods of afloat trailning may be made, as approved by COMSC, in
coordination with the U.S. Maritime Administration. QOther special
traiaing or aflcat assignments, such as shipboard training of MARAD nmawval
architect or marine engineering graduates, will bde arranged by COMSC in
coordination with the respective agency and the MSC command.

6=T. MANAGZMENT DEVELOPMENT.

a. With the expected expansicn of the Military Sealift Command
Flest and the subsequent realization of new technologles, equipment, and

management relzted problems, Senior Civilian Marine Officers (SCMDs) must

be provided the roadest support in preparation for their new assignments.
There is also a need for the interchange of ideas, sikills, aptitudes, and
knowledges among aflcat and ashore personnel. Assignment of Senior
Officers to this management training program will provide a platform
enabling aficat and ashore perscnmnel to galn a detter understanding of each
other's work requirements. It will further enable area commands %o carry
out their mission in a meore efficient, retponsive, and thorough manner, and
to provide the SCMIs with imowledge of and procedures for the management

process. The perscnnel listed below will be considered for this program on
2 velunteer basis:

Senior Deck 0fficers (Master and First Officer)

Senicr Engineers (Chief Engineers and Pirst issistant Engineer)
Senicr Chief Stewards

- - 19 1 February 1983
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b. Selected perscnnel will be assigned to the area command Tralning
and Safety Division tarcugh the use of SF-52, with duty in the area
commands' Engineering, Operatiozs, or Supply 0ffics. Supervisery
respoasibility rests with the office head.

¢. The office head will insuwre that an Individual Development Plan
(IDP) is prepared for eaca individual, based on encloswres (2), (3), or
(3). Because of individual and cocumand needs, time elements are flexibdle. .
All items will, however, be covered during the training prograz.

d. Two courses (of 40 hours each, not to exteed 80 hours) will be
taken by the participant in any of - the following subject areas: -
Management, Euman Relaticnos, Supervision, and cne course in 2E0 (i.e., The
Role of Supervisors and Managers iz EED). -

2. The training program will not exceed 120 consecutive calendar
days; extsnsions are not authorized.

f.  Selected individuals may participate in this program once every
three years. *

g- It is not desirable-to bresk up this traiming-into interaittent
~aricds. Cassation frem the program 5y the area commands' emergency
requirement, or wvolumtary withdrawzl fram this program, once atarted,
requires area cocmanders' approval. If the perticipant desires to continue
this truining upon cemplation ¢f an exergency assigment, the training
program zay continue, oot o exnsed 3 total of 120 calendar days.

- RBe Annual lsave i3 not recommanded, exzept iz unusual or emergeacy
circumstances, during this training assignment.

i. " Supervisors and participants will firmish zarritive reports.
(See enclesures (5) and (6)).

6-8. CONTINUING EDUCATION. :

a. General Rducsticn Develcoment (GED). GED programms offered at
established facilities ashore, i.e., -Bigh School Adult CTenters, will bde
made avallable to mariners. The selecticn of the training sits and
appropriate progran, including length of course, will de at the discretion
of Lthe zrea commander., Total participetion is limited t9 15 mariners
aanmally fron exch command. Like other formal trzining, this program will
be administered in accordance with Section 5. .

5. Technical Traizming, Skills training offered it Goverment ar
noo=Govermant facilities ashors will be directly joberelated. Up to SO
sariners froax each command may marticipats annually in sccordance with the
procedires ocutlined in Sectliocn 5. This training, for definition purposes,
includes such subjects as welding, daking, ete., not considered upgrade
training and not specifically required by COMSCINST .12810.25.

6-5. OTHER AUTHORIZED COURSES. CHMSCINST 12810.2% Civilian Marine
(CTTMAR) Caresr Davelcpment Plan oontadns a3 list of courses authorized by
COMSC, the perscmnel eligible or required to taks courses, leagth of
training and training site. Requests or reccmzendations for establishing
musual courses o zeet uique situxtions will be referred ts COMSC.

6-10. SPECIAL DUTY ASSIGIMENTS. Wbersver possible, kay officers
wll be assighed to cew or [rototype ships price to eompletion of -
constructicn t0 asswre their familiarizationm with the skip and its
egineering plant a= well as to permit planning far fitout, organization ¢
the crew, requisitioning of allocwances, and preparation of ship's records.

20 1 Februyary 1983
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Where necessary, manufacturer's factory or other appropriate orientation and
training will be provided as required to familiarize key officers with the
operation and maintenance of new equipment and machinery. On-voyage
orientation will be arranged for key officers, when appropriate, prior to
assignment to new, unusual, or prototype ships or operations. Every effort will
be made to assign personnel to appropriate types of ships to permit them to
gain the type of sea service necessary for upgrading of licenses of documents,
j.e., Steam, diesel, tonnage, or route.

6-11. . OPERATIONAL READINESS TRAINING. Ships' officers may be assigned
to training ashore in their specialty which will aid in afloat operations,
safety, and/or maintenance. This includes such courses for deck officers as
Emergency Shiphandling, Helicopter Operations, radar-operations,and amphibious
training; and advanced engineering and automation for engineers.

6-12. - PROGRAMMED INSTRUCTION AND CORRESPONDENCE COURSES. ' Correspondence
courses are particularly suited for use in shipboard training, either for group
or individual study and at any desired rate of progress and completion. There

-is a wide variety of courses available. Generally, technical naval correspondence

courses are appropriate for shipboard use. Enrollment provisions, at no expense,
are covered in the effective revision of NAVEDTRA10061. Correspondence courses
involving tuition payments may be requested of the homeport command. Personnel
approved by the homeport command for correspondence course tuition payments
enroll at their own expense and are reimbursed upon satisfactory completion of
the course., Programmed instruction will be provided by COMSC to area commanders

" for further distribution.

6-13. (0OBSERVER TRAINING PROGRAM

a. To facilitate operational readiness and to enable MSC CIVMAR employees
to qualify for upgrading or specializing in new fields or areas of interest,
MSC personnel have been authorized and assigned as observers on board MSC ships.
The observer programs have been beneficial and are authorized under the following
guidelines:

(1) Assignments will not be made if it would result in interference with
shipboard operations, or if-it would require unaccaptable adjustment in
operating schedules.

(2) Individual Development Plans (IDP's) will be prepared if assignment
is in excess of 30 days. IDP's will be maintained by the Area Command.

(3) Temporary employees will not be assigned to observer billets.

The following observer programs are authorized:

)
a) Supply Officer Program

b) Junior Purser Afloat/Ashore Program

¢) Assistant Radio Officer Training Program

d) Engineering Officer (Steam/Diesel License)

e) Third Officer/Third Assistant Engineer assigned to UNREP-billets.

(5) Commands may submit their requirements for other observer programs by
outlining a proposed IDP, selection criteria, evaluation criteria, etc., for
approval by COMSC.

19 April 1985
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMP1 410,6-1.

SECTION 7, REPORTS

. Paragraph No.
Genera.‘Q.Qll!....i‘.."'l..cll.'....o-.llocoboﬁ‘Co““o.o000000000000-7-1
Training aﬂoatoo..'o’.o..-.-c...’.o.o.o000000000000n.IOCO.O.t.‘Q.'¢Qo7‘2

Train{ng ashore.“.‘..'...."....'.....‘.-......"‘...‘...........000007-3

7-1. GENERAL. A1l training, whether conducted afloat or ashore, must be
reported as required by this Instruction or otner regulations. Shipboard
training programs will be evaluated by the Dirsctor of the homeport Training
and Safety Division for compliance with existing instructions and assignment
of grades as part of the administrative inspections.

7-2. TRAINING AFLOAT,

2. Training and Drill Report. Department heads will furnish the Ship's
Training Officer (510) with a record of attendance of their personnel at 4
training classes under their jurisdiction. This record of attendance can be a
simple roster which includes what training was accomplished, name of employee,
Social Security number, date and length of each session. The STO will record
attendance at general training classes. A1l shipboard training and emergency
drills will be recorded in the Training and Drill Report, MSC Form and Report
124105 (See enclosure (7)). Training will be recorded on the front side of
the form, including instructions given before or after each drill, in use of
equipment, or in proper procedures. Emergency drills will be entered on the
reverse side of the form, which also serves as a guide to drill requirements.
The form will be prepared in duplicate and maintained by the STO. It need not be

19 April 1988
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typed and no other duplicate training records need be kept. The copy will
be forwarded to the homeport Training and Safety Division monthly (as soon
as practicable after end of month) and the original will be kept by the STO
available for review during administrative inspections.

b. Record of Training. The STO will forward to the Purser a list of
personnel certified as completing organized courses (including
correspondence courses) either on assignment or voluntarily. The Purser

- will record the course title, and date the training was completed on the

Civilian Marine Employee Ship Record (MSC Form 12135-2) under item 19, In-
Service Training Completed, and in the Continucus Sea Service and Training
Record, MSC Form 12410-3. Entries in MSC Form 12410-3 will be initialed by

‘the STO and signed by the Master or by the Director, Training and Safety

Division, for courses ashore. Upon request, NAVSO Form 12410-10, the large

. Navy Certificate of Training, may be issued by the homeport Training and

Safety Division in addition .to .the .above.entries, to certify completion of
courses five (5) days in length or longer.

7=3. TRAINING ASHORE. Training conducted ashore, or by the
command's staff aboard ship, at sea or in port, will be reported by the
homeport Tralning and Safety Division.

a. Training Information Management System (TIMS). As required by
Naval Civilian Personnel Command, TIMS Forms (DD 1556 or NAVSO 12410-50)
will be utilized to submit data to NCPC and to the QOfficial Personnel
Folder,

b. Continuous Sea Service and Training Record, MSC Form 12H410-3.
The homeport Training and Safety Division will make an appropriate entry in

the employee’s Continuous Sea Service and Training Record upon completion

of courses ashore and will also prepare Certificates of Training, whare
requested. *

¢. Quarterly Occupational Safety, Health and Training Report
(OSETCR). The homeport Training and Safety Division will submit a OSHTCR
to COMSC, Code M-24 quarterly. The repert will include at least the
following:

1) A narrative of the past quarter's training conducted afloat and
ashore,

(2) Statistical summary of Phase IV training listing as a minimum
the following:

(a) Name of Course and location.

(b) Length of course.

(¢) Number of persons who attended in the quarter and Year to Date
(¥TD). .

(d) Number of man hours used in the quarter and Year to Date (YITD).

() Wages paid for the quarter and Year to Date (YTD).

() Tuition expended for the quarter and Year to Date (YID).

(g) Travel costs fqor the quarter and Year to Date (YTD).

(B} Per Diem or S%Q pald for the quarter and Year to Date (YID).

(3) Summary of Phase I, III and CI/ASI'S during the quarter and Year
to Date (YID). '

(4) Safety summary on frequency and severity rates by ship types.

(5) Summary of the Upgrade Training Program for licenses during the
quarter and Year to Date (YTD).

(6) Summary of Continuing Education Training during the quarter and
Year to Date (YTD).

22 1 February 1983
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS ' CMPI 410.8-1

(7 Stmmary of Contrsct Operator Personnel/Civil Service Marine
Perscnnel recelving szall arms training, during the guarter, by
ship/company, position and names.-

. SECTION 8, TRAINING AND MOBILIZATION

. Paragraph
Delegation of authority £o COMSC. . uvierivonsanrencenan P - 5 §
Additional training required under full BmobilizatioNe..cessessornss Bmd
Delegation of authority to subordinate commands.....coceceeeescensss.8=3

8~1. DELEGATION COF AUTEORITY TO COMSC. COMSC is delegated authority
to modify provision of this Instruction as needs of the service require,
and as consistent within- extsting’ law, under the following conditions:

a. Following declaration by COMSC of full mobilization of the MSC
fleet, and '

b. Pending issuance of permanent regulations covering the period of
full mobilizatioen.

8-2. ADDITIONAL TRAINING REQUIRED OUNDER FULL MOBILIZATION. Upon
declaration of full mobilization by COMSC, ship-cperating commands of MSC
will immediately take steps to establish the Cfollowing additional
training:

a. Cenvo ocedures. Training in convoy procedures and amphibious
operations will be given all deck officers and selected non-officers of the
deck and other departments .to insure their familiarity with current
instructions and procedures for convoy opcrteions. including signals and
commuxiications.

b. Security orocsdures. Tralning in security procedures will be
established and conducted to the extent ngcessary .o assure the safety of
MSC ships, bot!: in port and at ses, particularly from sabotage. 411 hands
will be given general indoctrination covering types of enemy subversive
activities and procedures for reporting sabotage. All officers and crew
members who are or may be detailed to port watches, lookout, or port
security duties, will ba given more detalled instruction on recognition,
preventiocn, investigation, reporting of subversive activities, and small
arms training. .

c. Damage control. Training in all aspects of damage control will
be stepped up and ships' crews checked out tnorcughly to assure their
readiness to cope with emergency situations,

8-3. DELEGATION QP AUTHORITY TO SUBORDINATE COMMANDS. TTpon
declaration of full mobilization by COMSC, ship-operating commands of MSC
are delegated authority to take the actions indicated in the subparagraphs
balow. Such authority may be exercised, provided the proposed action is
within the provisions of law, until contrary or limiting directives are
recelved from higher authority.

a. Alteration of trai=ing program content. Ship-operating commands
@ay, at their direction, modify the requirements of this Instruction to
broaden or restrict training as needed in the interest of the service
during the pericd of full mobilization provided the steps taken are not in
conflict with the essential interests of the mari{itime iadustry.

- — 1 Senryary 1023
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b, Organization and responsibility for - trainming. Tralning
organization zay be modified at ths discreticn of the command as the needs
ef the servics requirs.

e. Iraining facilities. Private facilities and those of other
Govermment agencies may be . used by subordinate commands for training -
purposes without priaor approval of COMSC or higher am:bari:y 1if copsidered
essential in conmection with full mebilization. -
* d. Status of persomnel in traiming.  Subordinate commands are

';xzhariz.d to modify reatrictions on compensation for persconmel in

training status to the extant that precsdents are established for sucsh
modificaticn in the maritime industry. Reports of such modifications will
be submitied to COMSC with Jjustification as socx as practicadle. -

e. Transfer of funds, Subordinate commands are authorized to
transfer funds %o or frem tralning accounts, zs considered essential,
without pricr COMSC spproval.

L. Reccmmendaticns . o COMSC, is scon as possible following
completion of Zfull mobilization, Subordinate  ccmmands will wmake
recommendations to COMSC regarding those zeasures which appear desirable
for adoption by COMSC and tbe Secretary of m Ku‘y during the rezainder of
tha emergency pericd. -

SECTION 9, EDNCLOSURES .

-1  INDOCTRINATION CHECX LIST, MSC Forz 1281C-1

G2 MANAGEMENT DEVELOPMENT PLAN POR SENIOR DECX QFFICER (INDIVIDUAL
DEVELOPMENT PLIR)

9=3 MANAGZMENT DEVELOPMENT PLAN FOR SENICR ZNGINE mm ( INDIVIDUAL -
DEVELOPMEXT PLAN) )

9=  MANAGEMEXT DEVELOPMEXT PLAN POR SENIOR CHTZP STEWARDS (INDIVIDUAL
DEVELOPMENT PLAN)

g=5 SUPYRVISCR'S EVALDATION P EMPLOYEE IN TRAINING, MSC 12810/(11-81)

96  TEAINEE PHOGRAM ZVALDATION FORMAT

=T TRATYING AND DEILL REPCRT, MSC Form and Repor:t 120810-5

9-8 STATEMENT CF UNDERSTARDING

8 1 fehruary 1983
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__INOOCTRINATION CHECX LIST

< POAM 1241071 (REY.2-6D)
e o vt e T~y 3

€ POSITION SHIP DATE

ISSTRUCTIORS

The purpoee of this cHeck list is 10 8cust e New Crew Memoer 1o Ms 100. § ction | will be -] by the Training Division whiie
Me SMOICYES 18 SWHHINg MLONMENt 1t the Recarwng Branch of By e Pumar aDCAE SH10. S4Cnon il will Be compistes Dy tne
"npicyes’s sapartment head. The items it Saction (tl will be covered by the Shw‘s Traning Officer. The empioyes wiil sign the
COmpetad 1Orm as ACKNOWIETGEMent that he has been informed of Ml itama. The Purser will enter on the Empioyen's Shic Recorg
Form the s™p's Name and Gae 61 wineh INGOCTINSLON was COMpIetad. e wil retan the Check List 800srd until separation of tne
SMpIoYes 'Tom the SAID, when the form wil be dlecarded.

m

SECTION | - TRAINING DIVISION OR PURSER ITEMS | CHECK || SECTION 1§ - QEPARTMENT ITEMS (CONTD) » CHECK
! rHow end when pexl Areas restricted o Crew. .

2. Aliotments. AtIItUGS tOWSIC DESIINgErS. i

3. Mas. Counesy and working rManonsnios.

4 Smo's oroees. |

Weanng of ynitorms.

LS

1.O. cards and shore Dassee. Oiscipiine ana standsrd scnedule of oftenses ana penaiiea.

Compensation cenafits. Mequest for annual lsave Or 31CX leave..

BB R Q|RIR]

v
v

INCINtIve swaras NG COBt IISUCTON Drogram. Hygiene and V. D. prevention.

5 Gnevanes procacure.

»

1. Occupationsl Satety ana HMeasth:

9. Recreation taciities. & Asoestos
10. Excnangs locabon. . 8. Signt Conservation
11. Sulletn dosras. ¢ Satety Shoss
12. Owertime provesons. ' €. Accisent frevention
13 ’—, y t y '"_ . . . Satety Prevennon
=discrrrnaiory emotoyment poticy (EEQ)L : 1. Rescrrasocy Program i
ove powcy. 42 Personal DrotacTive eGUIDMent-available and use. )
. anersl ports af cail. 4. Economy ang conservanon of SUBOIeS. _-
mer atvanmages of MST employment. 44, Traieng and inetruction matenal.
. 2ehng dsy muster. “4 O ana mae of squigrment.
19. Miemng sno i & torewgn poOrL 40 Portormancs requiements and ranngs.
2C. Securty (Shwg. ctasmified matter, ANG COUNSALNG ON . 47. HMTOGWCDION 1O NDMEIeS.
o9 b ! 48. Sisnasras of conduct.
21 Emplovesa Asmstancs Program | 8. Employes-mansgement COCDersthion program.
SIGNATURE (Direcor, Trawmng Chason, or Purser) DA‘E SIGNATURE (Supervear) ) iDAT-E

.SECTION I} - QEPARTMENT [TEMS (=]

ECX || SECTION 11l - TRAINING ITEMS « CHECK

22 ASMGNMent 10 QUEMTErS AN Mess. . S0 MSC Pustory, OTGMUISUGN. 3Nd ODErENONS. :
5. Lp—;honmh;mmm $1. Swodowrt organzaton. i
(€ WOMNY CUDEs NG POUSS Of WAILH Mgt | 512 Lifenoannen certticsnon.
25 iGenfily Of OINGr NMNE SUCHIVEONS WG MEy gwe orders or [~ Tm’.ﬂﬂh..

personnel 1o Be supereed. - S4. Trmmng coportumnas. !
26. ™OWw (0 Ot NEBCEd THON aNd JLDDHES. S5, Promotion polcy. 1
27 Firg. emergancy, and DOSt STEUONS aNG OUL. o5 )
1B, mow to tum in & fire alerm. 7. .
29 REDOTInG scx. @ :
0. SMD cleenkness. F*
31_Personai ciesnaness | FSIGNATURE (Shis Trumng Ofean DATE
-

R e ——————ime bRttt it St eTeeeoov— —_— erm—

TURE OF EMPLOYEE DATE SIGNATUME OF OEPARTMENT HEAD T | OATE

e,

ENCLOSURE | §-)
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR DECK OFFICERS
(INDIVIDUAL DEVELOPMENT PLAN)

POSITION
FROM: TO:

1 understand that under the COMSC Managemeﬁt Development Plan for Senior Deck
Officers, ! will be given instruction on, work related.to and be a participant

w AW N

M < ) )

8.

10.
1.
12.
13.

14.

-in subject areas listed below:

SUBJECT AREA " TIME ALLOTED
Orientation into the Program - ) : NTE 4 Hours

Personnel Administration

Shipboard Inspection and Readiness

Shipboard Inveétigation

Cargo- Handling

a. Stowage Plan

b. Shiploading

¢. Equipment

Safety

Training Requirements

Pertinent Regulations and Procedures

Accident Prevention

Career Counseling

Assist in the preparation of Special Reports

Participate in Planning Groups.

Research

Habitability Requirements

. Pollution Contral

16..

Cleanliness & Presarvation

ENCLOsRF 2.2

1 Fehryary 1983
C. S. 188.
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR DECK OFFICERS
' (INDIVIDUAL DEVELOPMENT PLAN)

17. EE0 Update

18. Human Resource Management

19. Handling and Stowage of Hazardous Material

20. Diplomatic Policies and Regulations

1 understand that I will also be required o attend two (2) courses of 40 hours
each, not to exceed 80 hours, in any of the following subject areas:

Management

Human Relations

Supervision

One course in EEQ B

1 further understand that the training period cannot exceed 120 days and that
thers is no overtime pay involved during the period. ' Compensatory time will

be authorized in lieu of overtime where {t has been determined that work in
excess of eight hours per day is required and authorized.

Participant

Director, Operations Oivision

Birector. Training & sarety
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR ENGINE OFFICERS
INDIVIDUAL DEVELOPMENT PLAN)

 NAME

POSITION
FROM: ) T0:

) understatid that under the COMSC Management Development Plan for Senior
Engine Officers, I will be given-instruction on, work related to,and be a
participant 1in subject areas 1isted below:

SUBJECT AREAS . TIME ALLOTED

1. Orientation into the Program NTE 4 hours

Personnel Administraiion

Specification Writing -

» w ~
. > L]

Shipboard Investigation
Shipboard Inspection

on
-

Voyage Repairs

~J

Contract Administration

oo

Habitability Requirements'

(Ve )

. Poliution Control

10. Design

11. Material Control

12. Equipment

13. Pertinent Regulations and Procedures

14. Aczcident Prevention

15. Safety

16. Career Counseling

17. Assist in the preparation of Special Reports

18. Participate in Planning Groups

- 1 February 7983
€. S. 188
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR ENGINE OFFICERS
(INDIVIDUAL DEVELOPMENT PLAN)
19, EE0 Update
20. Human Resource Management -

21. Training Requirements

22. Cleanliness and Preservation

T understand that I will alsa be required to attend two courses of 40 hours-
each, .not to excsed 80 hours, in any of the following areas:

Management

Human Relations

Supervision

One Course in EEQ

I under@tand shat the training period cannot excsed 120 days and that thers is
no overtime during this period. Compensatory time will be authorized in lieu

of overtime whers it has besn detarmined that work in excess of eight hours
per day is required and authorized.

Participant

Uirector, ingineering Urtice

Bireccor, |raining & Sarety
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR CHIEF STEWARDS

(INDIVIDUAL DEVELOPMENT PLAN)

NAME

"POSITION

FROM: TO:

. I ynderstand that under the COMSC Management Development Plan for Chief

Stawards, [ will be given instruction on, work related to, and be a participant
in subject areas listed below:

SUBJECT AREAS
Orientation intoc the Program
Supply Management

Provisions Accounting
Sanitation

Pe;t Control

) Mes§ Management

Hygiene
Laundry Servicas

Personnel Administration

. Interpersonal Communication and Couﬁseling
. Safety

. Training Requirements

. Pertinent Requlations and Prpcedures

. Human_Resource Management

. Accident Prevention

. Shipboard Inspections

. EED Update

TIME ALLOTED
-NTE 4 Hours

]

1 February 1983
C. S. 188

ENCLOSURE | #4/,
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MANAGEMENT DEVELOPMENT PLAN FOR SENIOR CHIEF STEWARDS
(INDIVIDUAL DEVELOPMENT PLAN)

s S,

1 understand that 1 will also be required to attend two courses of 40 hours
each, not to exceed 80 hours, in one of the following subject areas:

Management e . .
Human Relations

Supervision

One Course inAEEO _

[ further understand that the training period cannot excead 120 days and
that there is no overtime pay involved during the pericd. Compensatory

time will be authorized in lieu of overtime where it has been determined
that work in excess of eight hours per day is required and authorized.

Participant

Supply Ufficer

§irector, iraining & Satety

o




SUPFRVISOR’'S EVALUATION OF EMBLOYEE IN TRAINING

L oM 1201018 (%-61)
et
TRAIRING PROGRAN

TRAINING PERICD

.

POsITION

AMNL Of TRAINEE

CONSC/MSC AREA COPWMAND Divigion CQorF

IBITINCTION: P HUWBIATE SUPRAVISOR will CYMUATE Tt DWROTER N TRAIRING SBMCTIVELY, COMPARING SIA/MEA WiTH ONMR LPLOTRES URBERGDING TG BC TRAINING, wilr Of
SrEamm(L AsLicACD Ml AR OR SINILAA WOAR, O WITw (SOIVINNAL STANDANNS. JETIFICATION/ABRITIONAL BIUWATS MUEY 36 AADE IN SOCK [7 wetR RLOCRS 1ROIFATLD ¥t
ASTERUSR (o) aaC UTILITES. FURTIER BISCUSHIONS SNBAD 38 MaBL FITH T LUPLIYTL CORCIANING Tt AsSximd OF TS ALOCKS. :

R R BB RS
e e EESSEERREEEL e
. | RELATIONS W{Th OTMERS 2. ATTITUDE = APPLICATION TO wWORK . 3. JUDGEMENT
FICFPYIONM LY WL ASIPTEIN SITSTARBIRG (B LATINEIADN CECIPTIONALLY =aAlURT
w—ags wil| witw UNERS VARY (NTURISTED ARG (ROVUSTS O ABOYE AVERAGL IR "MAKING BLLISIORS,
Vb 13 ALONG SATIFACTORILY AVEAMSE R DILIGANCT amd INTEMST VSUAMLLY mAKLS Tht WICHT DECISiOM
® was omg DIPFIGTY MISRIRS wiTH GTHENSE ® somBeAl 180§ FFUNRT ®  oFTIN USLS PODR JUDGIMENT
 wiSEl VEIFY ArOaLY wiTN OPERS o BEFINITILY NST (RTERESTED @ CONSISTERTLY uSES JAD ,JudGEmqnt
LN OEPENDASILITY - S, ABILITY TO LIAMM [ QUALITY OFf woax
| cowecitLy ousumeasct LEANNS VERY QUICILY CXCILLEINT
ATV, AVLEAWL (N SIPOIDARILITY LLAARE ALARLLY Y 6060
VEUALLY DEPENOASLE MVERASK 1 LEARRING averast
b SOWTIMKS MGLICTIWM. OF CABELESA *  SATER GLaw 70 L ®  saLow aversst
» UmStLiam ®  vANY Maw T Samm ®  vaxy poox
7.  QUARTITY OF wORK L. ATTENOARCE | 9. PURCTUALITY ] 10. OVER=ALL PERPORSANCE
ZORBISIARTLY CICHELE AEAUINLNINTY D —
PRCOARILY FICTLEL ALOUINOWRTS S o O o mmim
RIS P s IRINIS 0 wer ws
* TEMMRILY M1 DESNIRCUNTY * > ' 0 *wanw
n - shesomal: I—— O] wesat - s Tary
Vs M ® Qwsia AN Y BLOw- ANIADWNTE
i 11, wak? TRAI!S may ELP OR NINOER ThE DAWLOVEL'S ADVARCEMENT

12. SUSTIFICATION/AQUITIONAL RENARKS (COMTINUL ON SEVIRSK |9 MECESSARY)

r

15, RECOMMRNUATION I THIS REPORT MAS BEEN DISCUSSED wiTH TWE EMPLOYEE [N TRA(NING
0O swen 0O conrims i ressamm
O wrwmicss D ves D "o
D.m - veorRlr :0”"“‘
g I, meEBIAIl SUPERVISOR DATY 5. REYIEWED 3Y (QMPLOYEE S SIGHATURE) { QAlE
. ° - |
1 =ebryarvy 1223
ve S4 |

; ' . ENCLOS ' fg =
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TRAINING PROGRAM EVALUATION FORMAT
(TO BE COMPLETED BY TRAINEE)

NAME SUPERVISOR

REPORTING PERIOD FROM/TO
LIST ASSIGNMENTS OR PROJECTS GIVEN:

1. Do you feel that the training program is accomplishing its objectives, as.
they were stated to you?

2. Please describe briefly all classroom training, correspondence courses,

- seminars or meetings which you have attended during this period

3. Do you feel your assignments are increasing your technical knowledge?

4. In what areas do you feel you need further training?

COMMENTS: .

SIGNATURE DATE

I Fepryary 1983
C. S. 188 gneou(2-¢
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TRAINING AND DRILL REPORT
METS FOMM AND

ROl

USHS

TOt (Noma pers enmmender}

SN e e
INSTRUCTIONS

RY FOR MONTH EXOIN

L+ Tiis raport, raquired by CMP! 410.7, will be prepared moathiy by the ahip's training officer. 1t sesd not be typed (pan or pencil is 0. K.), depsrment reports
wead 20t be cossolidatad, aad ac other duplicating treinisg records weed be kept.

2 Prmndpldud.-mpy. l-'m:doopylnhmmn&rumumﬂ-dﬂrd-dolu&m& (na letser of ransminal is regnired),
retais original abosrd ship in deck office.

i mmmhadhcé-u&mmﬁm'bddh corded in Section |. Secti ﬂulumr&dhcdy.umndby
COMSTS INSTRUCTION P3120.2 (4dminissrasive ond Operusisg Prosadares for HSTS Ships ) Eatrias is Sectios [ should d in Secti

4 I!-ymmddrﬂlmmadndmncm mmud.uwunﬂnnndh&udnﬂ. mempmm.ma.ddﬂn
ammber of bosts sweay eut, and b (for ple, 10/28/62, 450; ¢¥B).

S Ansch a brief summary of aay or lties, with evaisation of crew perd ad damag ! equip

6. This form should be orderad from bome commesder. Ares and schares commesders isition from Navy Suoely § izases ‘1" material.
Sorsien |, TRAINING LOG
e e e
CENGTH | NUMBER | MANMRS. NSTRUCTOR'S
DATE TITLE OF TRAINING s A P} Ly ymaie INSTRUCTOR'S NAME LM
P = S e P S R R e
RELARKE -

ﬂ‘w

1 Febrbary 1983

TFFECTIVE 30 JUKE 198 THIS FORM REPLACKS METS FORNS I TII048 (7<80) ANG 134188 (RKV. | 13

- EncL9-7)
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STATEMENT OF UNDERSTANDING

1. In discussion with L-24/P-24 on )
1 understand the following:

a. I will faithfully attend the course

at A from to

b. I will attend all classes scheduled by the facility, and if I do not
attend regularly, I will be dropped from the program and reimburse MSC the
cost of tuition and may be subject to disciplinary action for AWOL.

" ¢. In order to protect the interest of the Department of Defense and
MSC, 1 understand that if 1 fail to complete the training course or do not
receive a satisfactory 'grade in accordance with the standards of the insti-
tution, I'will be required to reimburse the government for the cost of this
training.

d. That I should maintain contact with L-24/P-24, telephone
no: , 1T problems do arise. .

e. That as a result of attending this course I have signed the Employee's
Agreement to continue in service with MSCPAC/MSCLANT (Item 33g: 0D-1556) for

one year upon.completion of the course.

f. That 1 will not accept. financial asiistance from any source other than
Military Sealift Command. , : ’

Signature of Employee Director, Training and Safety
Division
Date Date

1 February 1

. s. 188
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