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MARINE CORPS BASE HAWAII
BOX 63062
'KANEOHE BAY, HAWAII 96863-3062
W REPLY REFER TO:
BaseO 1550.5
SNCOA

21 OCT 2002

BASE ORDER 1550.5

From: Commanding General, Marine Corps Base Hawaii
To: Distribution List

Subj: RESIDENT ENLISTED PROFESSIONAL MILITARY EDUCATION (PME)

Ref: (a) EDCOMO P1510.94, Standing Operating Procedures for
Resident Enlisted Professional Military Education

Encl: (1) Command Screening Checklist
(2) Corporals Course Command Screening Checklist
{3) sample Letter of Noncompliance
(4) Sample Letter of Disenrollment

1. Purpose. To prescribe the policy for the conduct of the
Staff Noncommissioned Officer Academy (SNCOA), Marine Corps Base
Hawaii (MCBH) .

2. Cancellation. BaseO 1550.4

3. Information. The mission of the SNCOA, MCBH is to provide
noncommissioned officers (NCO) with the requisite education and
leadership training to enhance their professional qualifications
in preparation for the assumption of duties of greater
responsibility.

4. Action. Addressees will familiarize themselves with this
order and be guided accordingly.

a. Commander’s Responsibility. Commanders are responsible
for ensuring their Marines are provided the opportunity to
satisfy PME requirements. Commanders will ensure their Marines
are fully qualified to attend. In addition, Commanders will
ensure enclosures (1) and (2) are completed, signed, and
accompanied by the Marine to the course.

b. Class Dates and Quota Assignments. Class dates and
quota assignments are published annually via Marine
Administrative (MARADMIN) Message. Coordination will be
arranged through the SNCOA Administration Chief. The following
information is required:
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‘Name (Last Name, First Name, Middle Initial
‘Social Security Number (SSN)
‘Military Occupational Specialty (MOS)
‘Date of Rank (DOR)
'Expiration of Active Service (EAS)
Gender
c. Attendance. Attendance is open to Marines who satisfy
the prerequisites set forth in MCO P1553.4A and enclosures (1)

and (2). Marines with permanent or temporary physical/medical
waivers will not be accepted, to include light or limited duty.

d. Reporting. Marines will report to SNCOA, MCBH located
at Building 224 no later than 0700 on the reporting day in the
combat utility uniform.

(1) Marines attending the Sergeants Course will have in
their possession their original orders, Service Record Book
(SRB) , and command screening checklist. In addition, Marines
not stationed aboard MCBH will have in their possession their
health and dental records.

(2) Marines attending the Corporals Course will have in
their possession their original orders and the corporals course
command screening checklist.

e. Disenrollments. Faculty staff may recommend a student
be disenrolled for numerous reasons. Authority to disenroll a
student rests with the Director. Disenrollment cases are
resolved on an individual basis; the parent unit will be
notified of action taken. The decision to disenroll will not be
taken lightly and will be based on common sense and what is in
the best interests of the Marimne Corps. Students may be
disenrolled for the following reasons:

(1) Noncompliance with Course Prerequisites. When a
student is not in compliance, the director will notify the
parent unit via the local chain of command. A sample letter of
noncompliance is provided in enclosure (3).
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(a) Noncompliance does not warrant disenrollment in
all cases. For example, while a student who has not completed
the required distance education program will be dissenrolled and
returned to the parent unit. Students who show up without the
required uniform articles for the course may be retained by the
director, only if the director feels the student shows a sincere
desire to remain and can get the missing uniform items quickly
and is recommended for retention in the course by the academy
staff.

({b) In either case, the Director will forward a
letter of noncompliance. If the student is subsequently
disenrolled, a separate disenrollment letter, enclosure (4),
will be forwarded to the unit via the local chain of command

(2) Emergency Leave. Students granted emergency leave
in excess of four training days will be administratively
disenrolled. The Director will notify the parent command via
the chain of command utilizing enclosure (4).

(3) Cancellation of Temporary Additional Duty (TAD)
Orders. A student will be administratively disenrolled if the
Marine’s TAD orders are cancelled by the command originating the
orders. The Director will notify the parent command via the
chain of command utilizing enclosure (4).

(4) Medical. A student may be medically disenrolled
upon the recommendation of a medical officer or due to an injury
or illness misses in excess of four training days. The Director
will notify the parent command via the chain of command
utilizing enclosure (4).

(5) Family/Financial Hardship. Pre-enrollment screening
should preclude attendance by any student with existing
family/financial problems. However, should problems arise
during the course of the school, a Marine may be
administratively disenrolled. The director will notify the ‘
parent command via the chain of‘command utilizing enclosure (4).

(6) Unprofessional Conduct. A student who is found
guilty of an offense under the Uniform Code of Military Justice
(UCMJ) , convicted by civil authorities (i.e. DUI, DWI, abuse,
etc.), or does not demonstrate the professionalism or leadership
traits normally expected of a noncommissioned officer (NCO)

(i.e. plagiarism, cheating, drunkenness, etc.) may be adversely
disenrolled. The Director will notify the parent command via
the chain of command utilizing enclosure (4).
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(7) Academic Failure. A student who does not maintain a
satisfactory level of academic achievement (80%) is subject to
academic disenrollement. Disenrollement will be based on the
students’ inability to satisfy program of instruction (POI)
standards as well as recommendations from the course SNCOIC
regarding the student’s overall performance. The Director will
notify the parent command via the chain of command utilizing
enclosure (4).

(8) Physical Fitness Test (PFT) Failure. During the
inventory and final PFT phase of the course, students who have a
body fat (BF) percentage greater than 18% (male)/26% (female)
but no more than 22% (male)/30% (female) and have a current 1°°
class semi-annual PFT score recorded in Marine Corps Total
Forces System (MCTFS) will be retained.

(a) During the inventory PFT phase of the course,
students who have a BF% greater than 18% (male)/26% (female) and
do not have a current 1°° class PFT score recorded in MCTFS, will
be disenrolled. If a student should fail any portion of the
inventory PFT, he/she will be disenrolled. In either case, the
Director will notify the parent command via the chain of command
utilizing enclosure (4).

(b) Should a student not meet height/weight
standards, body fat standards, or fail any portion of the PFT,
during the PFT phase of the course, he/she will be retained.
The student will become ineligible to compete in the Enlisted
Professional Military Education (EPME) awards program and will
receive a not observed adverse fitness report. The Director
will notify the parent command via the chain of command
utilizing enclosure (4).

5. Recommendations. Recommendations to this order will be
submitted to the Director, SNCOA, MCBH via the appropriate chain
of command.

R. C. ROTEN
Deputy Commander
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'COMMAND SCREENING CHECKLIST

1. Purgose:' To ensure Marines selected to attend resident
Enlisted Professional Military Education are fully qualified
(PME) .

2. Information: PME schools are not screening institutions. 1In
order to preclude Marines from being turned away upon arrival,
it is necessary that parent commands ensure their Marines
satisfy enrollment prerequisites set forth in MCO P1553.4A and
this checklist. A failure to satisfy any of the prerequisites
on the checklist disqualifies a Marine from attending the
course.

‘Action: One copy of the completed checklist will be placed
on the left side of the Marine’s SRB prior to TAD assignment
The checklist will be destroyed upon completion of TAD.

INAME: "GRADE:
SSN:. "UNIT:.
[’rerequisites es/No Remarks

1 ppropriate grade.

DOR:

2 ﬁ\deets minimum obligated service upon completion of
chool, per NAVMC 2771.

[EAS:

3 Successful completion of appropriate grade level distance
education program.

IProgram:

Date Completed:

4 |Are there any existing family or financial hardships that
would prelude this individual from attending the course?

5  |Possesses appropriate uniforms for the course. Uniform
requirements can be obtained from the SNCO Academy

'Web Site: http://www.mcu.usmc.mil/sncoa/default.htm

"ENCLOSURE (1)
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[Prerequisites (cont) [Yes/No Remarks

6 Ehysically capable of participation in a progressive
h,

ysical readiness program. Passed the PFT, per MCO

6100.3_ within the last semi-annual period.

|Date Last PFT:

Score Last PFT:

un Time:
lex Arm Hang/Pull ups:

ICrunches:

{Meets height/weight standards per MCO 6100.12_.

ate of Weigh-in:

t:

[Wt:

ale 18% and Females 26%

F/lF% (If required):

8

*Medically qualified (current 5 year physical) to

articipate in a progressive physical readiness program

nd capable of handling live ammunition and firearms.

n Full Duty Status.

ate of Physical:

edical Officer Name:

Medical Officer Billet:

Medical Officer Signature:

Note: Must be signed by a medical officer, civilian

health provider, nurse practitioner, or independent duty

corpsmarn.

9 Capable of handling live ammunition and fire arms per
the Lautenberg Amendment to the Gun control Act of
1968 (ALMAR 290/98).

10  |Has the Marine been informed that he must hand carry

is checklist and SRB with him to the academy.

* Unit Sergeant Major Phone# Signature Date

7 Unit Commanding Officer Phone# Signature Date
ENCLOSURE (1

2
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'CORPORALS COURSE COMMAND SCREENING CHECKLIST

1. Purpose: To ensure Marines selected to attend resident
Enlisted Professional Military Educatlon are fully qualified
(PME) .

2. Information: PME schools are not screening institutions. 1In
order to preclude Marines from being turned away upon arrival,

it is necessary that parent commands ensure their Marines
satisfy enrollment prerequisites set forth in MCO P1553.4A and
this checklist. A failure to satisfy any of the prerequisites
on the checklist disqualifies a Marine from attending the
course.

‘Action: One copy of the completed checklist will be placed
on the left side of the Marine’s SRB prior to TAD assignment.
The checklist will be destroyed upon completion of TAD.

NAME:  GRADE:
SSN: ' UNIT:
Prerequisites 'Yes/No Remarks

1 ppropriate grade.

OR:

2 Are there any existing family or financial hardships that
would prelude this individual from attending the course?

3 Possesses appropriate uniforms for the course. Uniform
requirements can be obtained from the SNCO Academy

Web Site: http://www.mcu.usmec.mil/sncoa/default.htm

4 hysically capable of participation in a progressive
physical readiness program. Passed the PFT, per MCO
6100.3_ within the last semi-annual period. .

|Date Last PFT:

Score Last PFT:

JRun Time:

[Flex Arm Hang/Pull ups:

Crunches:

'ENCLOSURE (2)
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rerequisites (cont) [Yes/No IRemarks

5 IMeets height/weight standards per MCO 6100.120 .

Date of Weigh-in:

Ht:

t

F% (If required):

Male 18% and Females 26%

6 *Medically qualified (current 5 year physical) to

articipate in a progressive physical readiness program

nd capable of handling live ammunition and firearms.

n Full Duty Status.

ate of Physical:

edical Officer Name:

edical Officer Billet:

edical Officer Signature:_

INote: Must be signed by a medical officer, civilian
lhealth provider, nurse practitioner, or independent duty

corpsman.

7 Capable of handling live ammunition and fire arms per

the Lautenberg Amendment to the Gun control Act of

1968 (ALMAR 290/98).

8 Has the Marine been informed that he must hand carry

this checklist and Original Orders with him to the

academy.

Unit Sergeant Major Phone# Signature Date

Unit Commanding Officer Phone# Signature Date

"ENCLOSURE (2)
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'DISCREPANCY LIST
NAME: GRADE:
SSN: UNIT:
Prerequisites

IDoes not meet appropriate grade for course.

{Does not meet minimum obligated service upon completion of school, per NAVMC 2771.

{Has not successfully compieted appropriate distance education program.

as existing family or financial hardships.

ﬂ)oes not possess appropriate uniforms of the course.

s not physically capable of participation in a progressive physical readiness program, or has not passed a
FT within the last semi-annual period.

IDoes not meet height/weight standards per MCO 6100.10_.

s not medically qualified (no current five year physical) to participate in a progressive physical readiness
rogram, is not capable of handling live ammunition and fire arms, or is not in Full Duty Status.

ct of 1968.

F not capable of handling live ammunition or firearms per the Lautenberg Amendment to the Gun control

Remarks:

7 'ENCLOSURE (1
ENCLOSURE (3



[image: image10.png]‘BaseO 1550.5

11 Sep 02
'SAMPLE LETTER OF DISENROLLMENT
From: Director
To: Commanding Officer, (parent unit)
Via: (1) Commanding General, Marine Corps Base Hawaii
Subj: DISENROLLMENT OF (GRADE, NAME, SSN/MOS) USMC
Ref: (a) MCO P1510.94
Encl: (1) Discrepancy List (If applicable)
1. (Grade, name) was disenrolled from (course title, class

number) on (date) for (failing to meet the minimum academic
standards/failing to satisfy minimum leadership standards/non-
compliance with enrollment prerequisites/medical reasons/as
requested/specify other reasons). (Elaborate as necessary).

2. Attendance and performance requirements specified in
reference require disenrollment when (state condition).

3. (Grade, name) demonstrated a positive attitude and
willingness to learn while attached to the Academy. When
(prerequisites are met/medically qualified/the problem or
deficiency is resolved), he/she is welcome to return.

‘or
3. The unsatisfactory (academic/leadership) performance of
(Grade, name) precludes his/her return to this course within a

one-year time frame from disenrollment.

4. Feel free to contact me if you have any questions at
(phone number) .

(INITIALS LAST NAME)

'ENCLOSURE (4
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'SAMPLE LETTER OF NONCOMPLIANCE
From: Director
To: Commanding Officer, (parent unit)
Via: (1) Commanding General, Marine Corps Base Hawaii
Subj: 'LETTER OF NONCOMPLIANCE
Ref: (a) MCO P1510.94
Encl: 1 Discrepancy List
1. (Grade, name) reported to (course title, class number) on
(date) . The reference requires the completion of Appendix A,

the Command Screening Checklist, prior to reporting to this
resident course. Enclosure (1), identifies those prerequisites
(grade, name) failed to meet when reporting to this course.

2. I have determined that the discrepancies identified in the
enclosure do not warrant denying (grade, name) participation in
the course. However, excessive man-hours are tied up by the
staff ensuring that your Marine is fully qualified. When the
screening checklist is completed correctly, it will identify
Marines with potential problems at the local command level prior
to detachment.

3. Please ensure Marines from your command are fully qualified
by thoroughly completing the screening checklist and reviewing
the reference prior to sending them to a resident PME school.
Moreover, a review of the Marine’s service record book, medical
record, dental record, and his/her data within the Marine Corps
Total Force System (MCTFS) along with an interview would greatly
assist in this matter.

4. Feel free to contact me if you have any questions at DSN
(phone number) .

"INITIALS LAST NAME)

'ENCLOSURE . (3)




