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1.
Purpose.  To establish policy and promulgate standard operating procedures for the conduct of adult education programs at Marine Corps Base Hawaii (MCBH) These programs consist of the Military Academic Skills Program (MASP), the High School Completion Program (HSCP), College Degree Programs, Service-Member Opportunity College Marines Navy (SOCMAR/SOCNAV), support services and testing programs through the Defense Activity for Non-Traditional Education Support (DANTES), and Marine Corps Classification Testing Programs.

2.
Background.  The Voluntary Education Standard Operating Procedures were developed to facilitate the effective management and administration of the Command Voluntary Education Program, thereby enhancing the opportunities for professional and personal development of MCBH personnel.

3.
Information.  Reference (a) is the primary source document relative to the mission and conduct of the Marine Corps Education Program.  This Manual defines and clarifies the programs under the guidance of references (a) through (e), as it applies to all units stationed at MCBH.
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a. Reference (a) sets forth policy and procedures for establishing and conducting:

(1)
Base Education Programs.

(2)
The operation of DANTES Testing.

(3)
The operation of the Marine Corps Tuition Assistance (TA) Program

(4)
The operation of the Marine Corps Apprenticeship Program.

b.
 Reference (b) sets forth policy and procedures for

Participation in Marine Corps Classification Testing.

c. 
Reference (c) contains information on Veterans' Administration (VA) Educational Assistance and provides procedures for enrollment for eligible personnel

d.
 Reference (d) sets forth policy and procedures for the execution of MCBH, Commanding General's Inspection Program (CGIP)

e. 
Reference (e) sets forth policy and procedures for participation in the Advanced Degree Program.

4.
Action.  Commanding Officers are directed to ensure wide dissemination of this Manual and all information concerning education.

5.
Certification.  Reviewed and approved this date.

M.
L. OLSON

Deputy Commander

DISTRIBUTION:
A plus MNE (25)
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CHAPTER 1

EDUCATION PROGRAM OVERVIEW

1000.  PURPOSE.  The purpose of the Education Program is to provide Marines and Sailors an opportunity to raise their education levels and increase their potential and professionalism for the benefit of themselves1 their country, and the Armed Forces.  Paralleling this goal is the continuing requirement to provide information and counseling on every aspect of education and to maintain a formal liaison with accredited educational institutions.  The program provides a variety of educational services and support for active duty personnel and their adult family members at or near their place of duty.

1001.  OFF-DUTY EDUCATION.   Education programs are available which Marines and Sailors may participate during their off-duty time.  An exception is the Military Academic Skills Program.  This program is conducted during duty hours and has a student body that is assigned to the program.  Off-duty education includes courses at the secondary and post-secondary achievement levels; guidance, and admissions tests; and evaluation of military training for civilian credit.  Post-secondary education includes programs leading to vocational certificates, associate, baccalaureate, and graduate degrees.

1002.  OBJECTIVES
1.
To support the primary mission of the Marine Corps by maintaining an effective force in readiness.

2.
To provide a comprehensive educational program encompassing a broad range of educational opportunities based on the needs of the service members stationed at MCBH.

3.
To prepare personnel for positions of greater responsibility in the Marine Corps and for productive post-service careers.

4.
To provide an opportunity for all Marines and Sailors, lacking a basic educational credential to attain a high school diploma or equivalent, and to assist all non-college graduates in attaining an Associates degree or higher.
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1003.  RESPONSIBILITY
1.
Education Services Officer (ESO).  The Command ESO is responsible for the administration of the Marine Corps Base Education Programs. The responsibility for successful education programs rests not only with commanding officers, but must be fully shared by every officer and noncommissioned officer (NCO) of the command.

2.
Command.  Enthusiastic support of the Education Program is a command responsibility.  Success in this area can be achieved through personal counseling and guidance of individuals who show a desire to expand their mechanical, professional, or intellectual qualifications. Personnel should be encouraged to enroll and remain in the Education Program of their choice.  Completion or active participation in education courses is a display of individual initiative and professional interest, which is considered by promotion boards and in the completion of fitness reports or assignment of proficiency markings.  Commanders should ensure that those enrolled in education programs have the opportunity to attend class on a regular basis and complete the class.

1004.  ORGANIZATION
1.
MCBH.  A MCBH Education Center (EC) has been established and is staffed as specified in chapters 1 and 2 of this Manual.  The Education Program is administered and controlled by the EC as outlined in this manual and those applicable directives listed in appendix A.

2. Battalion. Squadron and Below.  An education section will be maintained at each level, down to and including the company level, consisting of personnel as specified in chapter 2 of this Manual. Assigned education personnel are responsible for the establishment of an aggressive and effective education program at the unit level.
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CHAPTER 2

EDUCATION PERSONNEL

2000.  ASSIGNMENT
1.
General
a. 
Personnel assigned as education officers/NCOs should not only meet the criteria set forth in reference (a), but should also be Marines who are motivated, informed, and capable representatives of the Marine Corps.

b.
 Assignment of education officers/NCOs will be in writing, with a copy of the appointment letter forwarded to the Command Education Services Officer (ESO) at the Base Education Center MCBH, Kaneohe Bay. For education officers/NCOs at the base/battalion level and below, assignment may be as an additional duty.  All education officers/NCOs should be assigned to this billet for no less than one year.

2.
Specific
a.
 Base
(1) ESO.  The ESO is responsible for administration, planning, and coordinating the Education Programs for MCBH and tenant units.

(2)
Education Technician Provides technical support by overseeing the Tuition Assistance (TA) Program and performing other support duties as required.

(3)
NCOIC. Education Center.  This individual maintains liaison with unit Education Officers and coordinates administrative functions within the EC.

(4)
Education Clerks.  Provide necessary administrative assistance, as determined by the ESO and the NCOIC.

        (5) Test Examiner. This contracted position administers/monitors the DANTES and Classification Tests.
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b.  
Regiment/Group and Below.  At the regiment/group level, down to and including the company level, an officer will be assigned as the unit education officer.  An NCO will be assigned as the unit education NCO.  The unit shall also designate a minimum of two personnel to sign TA request forms for the Commanding Officer by official correspondence provided to the EC ESO.  These assignments may be on an additional duty basis.

2001.  DUTIES
1.
General
a.
 Education personnel will perform their duties according to the directives listed in appendix A, the instructions contained in this Manual and other applicable directives.  Education officers serve as special staff officers to the commanding officers, and it is their duty to advise the commanding officers on the unit's personnel education status and participation in education programs.

b.
 Education personnel will maintain or have immediate access to a complete and current set of the directives listed in appendix A.

2.
Specific
a. 
ESO.  ESO responsibilities include:

(1)
Ensuring that high school, college and basic skills courses are available to all military personnel aboard MCBH.

(2)
Maintaining liaison with the civilian education community, developing contracts, and maintaining effective working relationships on behalf of MCBH.

(3)
Implementing the Military Academic Skills Program (MASP).

(4)
Maintaining Education Services Agreements with on-base civilian education institutions to ensure maximum educational support for MCBH personnel.

(5) Assisting all commanding officers in organizing effective and continuing education programs.
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(6)
Maintaining liaison with Headquarters, U.S. Marine Corps (MHE) on all matters concerning education.

(7)
Maintaining liaison with unit education personnel to ensure rapid and timely dissemination of pertinent information.

(8)
Providing DANTES and Classification testing and serving as Control Officer.

(9)
Overseeing the training and inspection of unit education programs to ensure compliance with the requirements.

(10)
Administering and controlling the TA Program according to the current FY funding policy established by the Commandant of the Marine Corps.

(11)
Managing the personnel and equipment of the EC and Computer Learning/Lab Center.

b. 
Education Technician. The Education Technician serves as the primary manager for the base Tuition Assistance Program.  The position also includes other clerical duties and opportunities to prepare and present briefings.

c.
EC NCOIC.  The EC NCOIC is guided in the performance of required duties by directives in Appendix A and this Manual.  The EC NCOIC will:

(1)
Maintain constant liaison with unit education NCOs to ensure rapid dissemination of pertinent education materials and change.

(2)
Ensure that unit education NCOs are properly advised of their duties.

(3)
Coordinate education workshops at the EC as necessary.

(4)
Prepare and submit required reports and official correspondence or directives relative to education through the ESO.

(5) Functions as responsible officer for equipment.
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(6)
Coordinate maintenance of facilities.

(7)
Publicize EC programs, schedules and activities.

d.  
Test Contractor.  The Test Contractor is responsible for the administration and management of the DANTES and Classification tests.

e.  
Education Clerks.  The education clerks assigned to the EC perform administrative duties assigned by the ESO and the NCOIC.

f.
 Education Officers (EO)/NCOs.  EO/NCOs at or below the regiment/group level will accomplish the following:

(1)
Advise the Commanding Officer on all matters pertaining to education.

(2)
Organize an effective education program at the unit level by directives listed in Appendix A and this Manual.

(3)
Maintain liaison with the EC and any subordinate units to ensure rapid dissemination of education information.

(4)
Publicize and promote the educational opportunities available, using any available media.

(5)
Assist commanding officers of any subordinate units organizing an effective continuing education program.

(6)
Provide uniform training and guidance for education personnel of any subordinate units.

(7)
Maintain a central and readily available source of information on educational opportunities available.

(8)
Inspect subordinate units to ensure that the education program is being properly executed.

(9)
Attend all BC EO workshops or appoint an alternate when the EO is unable to attend.  The EO is responsible for the information disseminated at workshops.
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        (10)
Maintain a turnover file and desktop procedures.

(11)
 Prepare official correspondence pertaining to the education program.

(12)
Review all applications for full-time education programs such as the Staff NCO Degree Completion Program, the Degree Completion Program, etc.

(13)
Know the education programs offered within the Marine Corps.

(14)
Use the Guide to the Evaluation of Educational Experiences in the Armed Forces, American Council on Education (ACE) guide and DANTES Programs.

(15)
Know the eligibility requirements for all the VA Educational Assistance Programs and assist unit personnel in application and use of those programs.

(16)
Direct unit personnel to the correct source for additional assistance in with Education Programs.

g. 
Education Officers NCOs at the Squadron/Battalion/Company Level.  Squadron/battalion/company education officers/NCO' 5 perform the these tasks in addition to those above:

(1)
Maintain appropriate official files, records and data to effectively administer the unit's education program.

(2)
Identify and counsel enlisted personnel who do not possess a high school credential and officers who do not possess a bachelor' 5 degree.

(3)
Counsel and assist all personnel in their education plans.

(4)
Ensure that newly assigned personnel are given an orientation on their educational benefits and opportunities.

(5)
Procure, maintain, and disseminate all education materials to support the unit1s educational program.
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(6)
Monitor the performance of all personnel participating in any off-duty educational program and ensure that all service record and Manpower Management System entries are made in a timely manner.

(7)
Attend all EC EO Workshops to stay current on educational changes.

(8)
Direct personnel to the correct source for further educational assistance.

(9)
Ensure that the unit appointment letters are on file at the EC for ESO, education NCOs and those authorized to sign commanding officers' approval for use of TA.
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CHAPTER 3 

ADMINISTRATION

3000.  PURPOSE.  To provide standardized administrative procedures for the execution of a successful education program.  These procedures provide the commanding officer with information to monitor the unit's education program successfully.

3001.  UNIT EDUCATION POLICY.  Each unit (squadron/battalion/company) will publish a unit education policy letter describing the education program for its unit.  Duplication of the command policy letter should be avoided except as needed to reinforce unit procedures.

3002.  TURNOVER FILE AND DESKTOP PROCEDURES   Education officers/NCOs at all levels are required to develop and maintain a turnover file and desktop procedures.  They will include, but are not limited to, the following items:

1.
Turnover File
a. 
Copy of appointment letters assigning the EO, Education NCO, and designated signature authority for TA.

b. 
Documentation of the education level of the EO and the Education NCO (Page 8a from service record)

c.
 Nondirective information concerning education.

(1)
Information, pamphlets and current schedules for all on-station college level programs.

(2)
Information and current schedule for Windward School for Adults (WSA) concerning high school completion.

        (3)  Names and telephone number(s) of college counselors/representatives, higher headquarters education

officers/NCOs and the Honolulu Veteran's Administration Information Desk, and TA at Naval Education and Training Professional Development and Technology Center (NETPDTC), Pensacola, FL.

d.
Inspection results of previous Functional Area Inspections

(FAI).

2.
Desktop Procedures.

The unit's desktop procedures will contain:

a. 
Description of duties and responsibilities.  See chapter 1 of this Manual.

b.
 A section pertaining to check-in counseling.  Paragraph 3003.1 of this chapter provides, the minimum, information that should be provided to all personnel checking in.  The unit education section and the EC will be included on the unit's check-in and checkout sheets.

c. 
A section on general education counseling.  See paragraph 3003 of this chapter.

d.
 A section explaining the General Education Development (GED) test and certification procedures.

e.
 A section describing adult education programs and enrollment procedures.

f. 
Unit procedures for recording Manpower Management System and service record entries for course completion1s and/or changes in education levels.

g. 
Unit/command procedures for publicizing and promoting education classes (i.e., bulletin boards, posters, Plan of the Day and active counseling programs)

h. 
Procedures for procuring forms, educational information and college catalogs or brochures.

i.
 Procedures for recognition of educational achievements.  This may include such forums as unit formations for presentation of certificates/diplomas, letters of congratulations from the commanding officer to the individual, etc.
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3003.  COUNSELING.  An aggressive and effective counseling program is the primary means available for a commanding officer to ensure the execution of a successful education program.  The counseling program should begin upon the individual's reporting to a unit and continue throughout the tour of duty.  Counseling will be accomplished per the appropriate directives and this Manual, and include, at a minimum:

1.
Check-in.  Upon an individual's check-in at the company/squadron/battalion level, the EO/NCO will:

a. 
Complete an education-tracking sheet on each individual.  The sheet contained in appendix B in this Manual is recommended. Additional information can be added to meet the specific needs of the individual unit.

b. 
For Sergeants and below, determine whether the individual has taken the Test of Adult Basic Education (TABE) reading test.  If the reading score is below the tenth grade level, or the level the unit's commanding officer set for the specific unit, arrangements must be made with the EC for enrollment in the MASP.  See chapter 4 of this Manual for instructions.

c. 
Determine the individual's educational level and counsel as follows:

(1)
Individuals with a reading level at or above the minimum acceptable level, who do not possess a high school credential, are encouraged to enroll in a HSCP and afforded the opportunity to participate or take the GED.  See chapter 5 of this Manual.

(2)
High school graduates will be counseled concerning opportunities available to obtain an undergraduate degree.

(3)
Individuals who possess a baccalaureate degree will be counseled concerning the opportunities available to obtain a graduate degree.

d. 
Determine which financial assistance program(s) the individual is eligible to use.  Every individual on active duty in the Armed Forces is entitled to TA, while entitlement to VA programs is based on entry into active duty or participation elections.  See chapter 6 of
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this Manual for specific eligibility requirements and enrollment application procedures.

e.
 Counsel the individual concerning the availability of DANTES Testing.  See chapter 7 of this Manual for test descriptions and registration procedures.

f. 
Counsel the individual concerning the availability of Marine Corps Classification Tests.  See chapter 7 for test descriptions and registration procedures.

2.
Non-High School Graduates.  Reference (c) requires that Marines without a high school credential be identified and counseled concerning the attainment of a diploma or an equivalent certificate. In ALMAR 308/87, the Commandant of the Marine Corps requires that every Marine, regardless of grade or years in service, has, at a minimum, a valid high school credential.  Therefore, Marines who do not possess high school credentials will be identified and afforded the opportunity to enroll in a HSCP.  These Marines will be counseled at least once every six months and appropriate entries made in the individual's education tracking sheet.  This entry will facilitate further counseling.

3.
Officers Without a Baccalaureate Degree.  Reference (a) requires that all officers without a baccalaureate degree be identified and counseled concerning attainment of such a degree.  These officers will be counseled once every six months about the educational opportunities available.  Appropriate entries will be made on the officer's education tracking sheet.

4.
Initial Formulation of Education Plans.  It is the function of all education personnel at all levels to counsel and assist individuals in the formulation of plans for their educational and professional future.  Arrangements may be made for further counseling by appropriate officials or other civilian institutions.

3004.
INSPECTIONS AND STAFF VISITS
1.
Purpose.  Inspections and staff visits provide commanding officers with tools to assess the effectiveness of subordinate unit education programs and to provide guidance and assistance in improving these programs.  Inspections will be conducted by reference (d) and this Manual.
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2.
Inspections
a. 
Commanding officers at all levels will establish an inspection program to monitor the education programs of subordinate units annually.

b. 
Inspections will be conducted utilizing the checklist contained in Appendix C of this Manual.

c.
 A formal report of the inspection will be provided to the commander of the inspected unit within five working days.

3.
Staff Visits
a.
 Staff visits are conducted to provide guidance and assistance to subordinate units on an informal basis.  Staff visits will not be conducted within 60 days of a scheduled inspection.  The responsibility of requesting a non-scheduled staff visit rests with the subordinate units.  Staff visits may be conducted for the following reasons:

(1)
Return from deployment.

(2)
Replacement of EO/NCO.

(3)
The Commander believes that assistance is beneficial.

(4)
A staff visit will be scheduled, by the ESO, for every unit during the year the unit is not scheduled for a formal inspection.

b.
 Staff visits are conducted utilizing the inspection checklist contained in Appendix C of this Manual.

c.
 The results of the staff visit is provided only to the commander of the unit visited.

3005.  REFERENCE AREA.  A reference area is located within the EC. Its purpose is to acquaint individuals with the wide range of educational opportunities available.  It is available for use by military personnel, adult family members and DOD civilian employees during the normal working hours of the EC.
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3006.  EDUCATION FORMS.  All forms applicable to the education program are available in the EC and may be stocked by unit education personnel.

3007.  EDUCATION TRACKING CARD SYSTEM.  To collect information to manage and monitor the unit education program, it is necessary to establish a working file system.  Education personnel at the squadron/battalion/ company level will establish and maintain a system that provides educational information to the ESO upon request.  The following system is recommended.

1.
Education Tracking Sheets.  An education-tracking sheet completed on each individual at the squadron/battalion/company level.  This sheet is utilized to collect information, monitor and manage the education program and facilitate reporting requirements.  Tracking sheets are maintained in accordance with the instructions below, and should be recorded to indicate pending or completed counseling sessions, individual education intentions, etc.

2.
Education Tracking File.  Establish a file at the squadron/battalion/company level to organize the education-tracking sheet into manageable order.  Organize the education-tracking sheet to depict:

a. 
Those reading below the acceptable level.

b.
 Those not possessing a high school credential.

c.
 Officers without a baccalaureate degree.

    d. Those who are currently attending some form of off-duty

education.

3. Alternative Tracking Systems.  Alternative systems may be used if the same information is listed.
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CHAPTER 4

MILITARY ACADEMIC SKILLS PROGRAM

4000.  PURPOSE.  To aid all enlisted personnel in the development of the minimum level of basic skills necessary for competent professional performance of their assigned tasks and to improve their promotion potential.  The program content must be directly related to military requirements or skill related training.  Military Academic Skills Program will provide classes primarily in developmental reading, communications/writing, and mathematics.

1.
The Marine and Sailor who successfully completes MASP will return to his military occupation specialty (MOS) better prepared and more confident to perform the Marine Corps mission.  Additionally, Marines will be better prepared to retake the Armed Forces Classification Test (AFCT) and to begin exploring higher education alternatives.  MASP is conducted during workday hours at the EC complex.

2.  MASP replaces the Basic Skills Education Program and is centrally managed and delivered over the Marine Corps Satellite Education Network (MCSEN).  Effective January 17 1997, Headquarters Marine Corps no longer funded local BSEP courses offered under local Education Service Agreements (ESA).  MASP MCO policy is currently in the draft version and is being routed as MASP ALMAR from Headquarters Marine Corps Education (MHE).

4001.
GENERAL ELIGIBILITY AND TARGET POPULATIONS FOR MASP
1.
Enlisted Personnel
a.  
Personnel with a general technical (GT) score of 99 or below.

b.  
Personnel who score below 10.2 on the TABE.

c.  Personnel referred by commanding officers to improve work performance.

d.  
Self-referral for career, professional and personal development.

   e.  
Personnel testing 8.5 or below are eligible for two weeks of intense preparation prior to scheduling the four week class.

2.  Command Education Officers (EO's) are responsible for generating MASP eligibility lists, coordinating MASP diagnostic testing procedures, inform all organizational education officers of MASP availability, and schedule/screen military personnel for classes in conjunction with the MASP published semi-annual schedule.

3.  The education office is required to notify HQMC (MHE), weeks in advance of course date if they are participating in MASP. Notification must be in writing and include the name, social security number, and the unit of the participating student.

4.  The results of the tests taken are recorded on the education-tracking sheet and, once the minimum level is surpassed, the results recorded on page 8a of the Marine's service record.

4002. FUNDING.  The MASP is fully funded by the Marine Corps and does not obligate the Marine to any additional period of service.

4003.  REGISTRATION.  Registration for all classes is at the EC.

Persons desiring to enroll or being assigned, must submit an

Administrative Action Form justifying enrollment no later than two weeks prior to the start of class.  Registration may be faxed to the EC, 257-2020 or hand-carried to the Center.

4004.  WITHDRAWAL.  When enrolled in MASP, classes are the appointed place of duty for the duration of the course.  Absence from class, unless authorized by the command ESO, could result in disciplinary action.  All absences or withdrawals must be submitted to the command ESO in writing with the commanding officer's or by direction signature.
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CHAPTER 5

HIGH SCHOOL COMPLETION PROGRAM

5000.  PURPOSE.  To improve the competence of active duty personnel, to assist in their professional development, and to strengthen the personnel base of the Marine Corps.  As outlined in ALMAR 308/87, the Commandant of the Marine Corps directed that every Marine should possess, at a minimum, a valid high school credential.  In keeping with this requirement, a HSCP has been established and all Marines without high school credentials will be afforded the opportunity, and encouraged to, participate in the program.

5001.  ELIGIBILITY  All active duty personnel without a high school credential are eligible to participate in the HSCP.

5002.  FUNDING.  The HSCP tuition is funded 100% through the Marine Corps TA Program at no cost to eligible personnel.

5003.  REGISTRATION.  Windward School for Adults conducts the HSCP for MCBH Kaneohe Bay.  Classes are held in the EC classrooms.  Additional WSA classes are available at the campus at Kalaheo High School in Kailua.  Schedules for these classes are published by WSA and are available at the EC.  Applicants may register at the WSA campus or EC. Tuition free classes are also open to adult family members.  Book purchase or fees may be required.  Assistance and information can be obtained at the EC.

5004.  GENERAL EDUCATIONAL DEVELOPMENT EOUIVALENCY.  Active duty personnel may earn a GED certificate or diploma of equivalency by taking the GED tests, and by meeting requirements and making application to the state of legal residency or alternate state.  The minimum scores and requirements differ for each state.  Therefore, qualification should be confirmed with the EC test examiner prior to testing.  GED preparation classes are scheduled on base during the workday and evenings at the Kalaheo High School campus.  Book purchase and fees may be required.
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5005. 
HIGH SCHOOL COMPLETION VIA PREVIOUSLY ATTENDED HIGH SCHOOL
In a few unique cases for active duty service-members, an option may exist for the student to complete one to three Carnegie Units by attending college classes and/or submitting credit that is recommended for Military Courses which are documented on the DD-295.  All cases must be approved by the receiving High School prior to enrollment in the college classes that are substituted for High School Credits. Once approved, the tuition is funded at the 100% rate.
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CHAPTER 6

FINANCIAL ASSISTANCE

6000.  PURPOSE.  Financial assistance is designed to encourage personnel to participate in an education program by defraying all or a portion of financial obligations.

6001.  MARINE CORPS TUITION ASSISTANCE (TA) PROGRAM.  The Marine Corps TA Program is established to provide all active duty Marines with financial assistance for the pursuit of approved educational programs at civilian secondary or post-secondary institutions.  Through the EC, Marines may pursue and complete a range of education from high school through college.  As an added incentive, qualified Marines who earn a college degree during off-duty time receive points toward advancement.

1.  Eligibility.  Under the provisions of the TA Program, all active duty Marines and eligible active duty members of other services attached to Marine Corps units/installations are eligible to participate provided they have sufficient obligated active service to complete the course and meet the requirements in the following paragraphs.

2.  Policy.  Benefits are paid directly to the institution except for courses listed in the DANTES Independent Study Catalogs.  TA will be authorized to cover the cost of the tuition of a course.  Books, special fees, lab fees, application, and registration fees are the student's responsibility.  Current authorizations under the TA Programs are:

a. 
High School Program.  TA is authorized for payment at 100% of the tuition for courses that used to complete high school requirements for a diploma or high school credential.

b. 
Undergraduate and Graduate Programs.  All eligible personnel are authorized TA in the amount of 75% of the tuition for graduate and undergraduate entitlements which have annual maximums and outlined in the current FY TA Funding Policy Bulletin.
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c.  
Vocational and Technical (VOCTEC) Programs All eligible personnel are authorized TA in the amount of 75% of the tuition for Commission on Recognition of Post-secondary Accreditation accredited VOCTEC class room programs, provided that the 75% does not exceed the annual cap established by the current FY ALMAR.

d.
 Independent Study/Distance Learning Programs.  Courses from any regionally accredited college or university in addition to those listed in the DANTES Catalogues are eligible.  Courses must be an approved part of the individual's program of study (e.g., Service-Member Opportunity College for Marines (SOCMAR) contract).

(1)
Tuition Assistance is paid by DANTES following satisfactory completion of a course that is more than 18 weeks in length.  Maximum time for completion is not to exceed one year.

(2)
Up front funding is limited to courses, which have a school-specified length of 18 weeks or less.

(3)
All students enrolled in an independent study course must complete a DANTES form 1562/31 prior to enrolling in the course whether the course is in the guide or not.

3.  Conditions.  An individual applying for TA must meet and/or agree to comply with the following conditions:

a.  
Course work must be at a level above the education level currently held by the individual.

b.  
Students with an academic average below “C" (GPA 2.0) will be counseled regarding the academic standing.  Emphasis will be on assisting the student.

c.  
Students must notify the institution registrar and the EC of withdrawal from or change of courses authorized under TA.

d.
  TA may not be authorized for any course for which a student is receiving reimbursement in whole or in part under any other provision of law where the payment would constitute a duplication of benefits from the Federal Treasury.  Federal grants and scholarships may be used in conjunction with TA.  However, TA shall not be paid in any amount, which constitutes a duplication of payment from other sources. The calculation on TA payments shall be made after application of any payments from other sources.
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4.  Withdrawal
a.
 Those withdrawing from a course or courses taken under TA, as a result of military commitments, will not be required to reimburse the U.S. Treasury.  In such cases the immediate commanding officer will submit a written request for wavier, withdrawal slip, and orders (if applicable).  This request will explain the circumstances of the withdrawal and will be addressed to the Commanding Officer, NETPDTC N8115/Marine Corps Group, and 6490 Saufley Field Road, Pensacola, FL

32509-5241.

b. 
Those withdrawing from a course or courses taken under TA, as a result of personal reasons, will be required to reimburse the U.S. Treasury for the amount the government paid to the institution. Reimbursement shall be sent to NETPDTC.

5.  Incompletes and Failures
a. 
Those receiving an incomplete (I) grade due to voluntary failure to meet the course requirements are required to reimburse the U.S. Treasury in the amount the government paid to the institution for the course.  If the incomplete grade is not replaced by a passing grade within one semester not to exceed six months.

b.
 Those receiving of a failing (F) grade or no (N) grade use required to reimburse the U.S. Treasury per paragraph 5 in this chapter.  No further TA entitlement is authorized until reimbursement is made.

6.  Reimbursement.  Reimbursement will be by money order made payable to the (U.S. Treasury).  Reimbursement is due immediately upon a withdrawal or a failing grade.  The individual will have 30 days to contact NETPDTC to arrange or make payment.  If payment is not received, NETPDTC will initiate a pay checkage to recoup the owed funds.  Exceptions to reimbursement is handled on a case-by-case basis.

6002.  RESTRICTIONS
1.  Appropriated funds may be used for the payment of no more than 75% of the charges of educational institutions for tuition or related instructional charges for off-duty education of military personnel.
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However, TA will fund 100% of study leading to a valid high school credential up to a FY maximum established annually by Marine Corps Bulletin.

2.  No member may use TA from two or more armed services or military commands concurrently or during the same period with the intent of avoiding FY funding limits.  However, if a member is reassigned during the FY, he/she may continue education-using TA at MCBH.  All previous courses funded with TA are counted toward the current FY limits. These limits are established in the annual TA funding policy in the

ALMAR.

3.  TA may not be authorized to military personnel who are convicted by any Court of General Jurisdiction of any crime that involves the use of force, trespassing, or the seizure of property under the control of any institution of higher education and that prevents officials or students at such an institution from engaging in their duties or pursuing their studies.  TA is not recommended for military personnel confined to the brig.

4.  TA is not authorized to students with an end of active service that falls before the completion date of the course.

5.  Officers must agree to remain on active duty for a period of two years commencing at the conclusion of a funded course to be eligible to receive tuition assistance.  The officer's signature on the NAVMC 10883, Request for Tuition Assistance constitutes acknowledgment and acceptance of this obligation.  To be eligible to receive tuition assistance, enlisted personnel must have sufficient time remaining on their service contract to complete the funded course.

6003.
 VETERANS ADMINISTRATION EDUCATIONAL ASSISTANCE
1.  The VA is authorized to provide monetary assistance to eligible active duty military personnel pursuing educational goals.  The VA administers two financial assistance programs which active duty personnel may participate.  Reference (c) contains detailed information concerning VA educational programs.  Provisions for assistance programs are published under separate chapters, Title 38, U.S. Code and are addressed below.
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2.
Montgomery GI Bill (Chapter 30)

a. 
Personnel enrolled in the Montgomery GI Bill on DD Form 2366 while at basic training (Officer Candidate School for officers) beginning 1 July 1985 are eligible to use this program.  Base pay is reduced by $100 each month for the first 12 months of active-duty. This pay reduction cannot be refunded, suspended, or stopped.  Maximum entitlement is for 36 months at the current rate.  Active duty personnel are allowed to use this program while on active duty and after completion of two years active service.

 b. 
A high school diploma or equivalent must be obtained prior to the end of the first enlistment or separation from service to utilize the funds.  An honorable discharge must have been earned, to use this program after release from active duty.

c. 
Officers who received a commission from a service academy or are on a funded Reserve Officer Training Corps program are not eligible for enrollment in this program unless involuntarily separated.

3.
Conversion of Vietnam Era GI Bill to Montgomery GI Bill (Chapter 34)

a. 
Active duty personnel who had entitlement to the Vietnam Era GI Bill ending on 31 December 1989 are automatically converted to and are fully funded in the Montgomery GI Bill.  Eligibility for this conversion is based on entitlement remaining on 31 December 1989 and having served on continuous active duty from 19 October 1984 to 30 June 1988.  Those who do not meet all of the above are not entitled to conversion to the Montgomery GI Bill and have no entitlement to any VA educational assistance program.

b. 
Officers who graduated from a service academy or funded ROTC program and were commissioned prior to 1 January 1977 are eligible for this conversion provided they meet the above eligibility requirements.

c.
 Service members who are involuntary separated may be eligible to convert from Veterans Education Assistance Program to Montgomery GI Bill or enroll in the MGIB if they disenrolled from VEAP prior to separation.
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d. 
Those on active duty must have served a minimum of two years continuous active duty before becoming eligible to receive benefits.

4.
Veterans Educational Assistance Program (Chapter 32)

a.
 The VEAP was established to provide educational assistance to military personnel who entered the military service between 1 January 1977 and 30 June 1985.

b.
 Participation must have been elected during basic training or a subsequent “open season".  Once an individual has participated, he/she is always eligible for re-enrollment prior to release from active duty.  All funds are on a contribution basis and are refund​able.  Participants may request suspension or disenrollment from the program without penalty.  An individual may withdraw funds from the program and then, at a later date, begin participating again. Withdrawal of funds does not preclude future participation.

c. 
Contributions to this fund may be accomplished in two forms:

(1)
Monthly Deposits.  Participants may authorize payroll deductions in amounts ranging from $25.00 to $100.00 per month. Personnel Reporting Instruction Manual (PRIM) gives detailed instructions on this method of participation.  All personnel desiring to initiate this type of participation or terminate existing participation should be directed to report to the unit's Personnel Office.

(2)
Lump Sum Payment.  Participants may elect to make a lump sum payment to the fund in addition to or in lieu of monthly deposits. Maximum participation for this program is in the amount of $2,7000.00. Funds are matched by the government two to one providing a total benefit of up to $8,100.00.  Guidance and procedures for accomplishing lump sum payments to the fund are eligible at the Joint Education Center (JEC).  All personnel desiring this type of participation should be directed to report to the unit's personnel office for subsequent referral to the Disbursing Office.

d. 
Benefits
(1)
An individual may use funds from the program based on the number of months and the amount of contribution.


        (2)
Participants in the VEAP are eligible to use benefits 

upon completion of their initial enlistment, completion of six years of active duty or discharged under honorable conditions.

(3)
Participants must be enrolled in a VA approved educational program or institution and have served a minimum of three months to activate funds.

(4)
Dollar benefits and length of benefits are based on the method of participation.

5.
Application and Administration
a.
 The VA Regional Office in Honolulu can be contacted by calling 566-1000 or writing to: VA Regional Office, Federal Bldg., 300 Ala Moana Blvd., P.O. Box 50188, Honolulu, HI 96850 to confirm specific financial entitlement or if additional assistance is needed.

b. 
Beginning July 1994 the Department of Veterans Affairs

transferred all VEAP, MGIB, Select Reserve, and Survivors and

Dependents Educational Assistance files to Muskogee Regional Office. All future applications and refunds should be mailed to the VA Regional Office, 125 South Main Street, Muskogee, OK 74401.

c.
 Forms for educational benefits are available at the EC.

d. 
Reference (c) contains detailed guidance for administrative procedures.

e.
 Application into the MGIB Special Enrollment program is implemented per current instruction by the annual Marine Corps bulletin in the 1560 series.

f.
 The "Certification of Students Under Veterans' Laws" published by the American Association of Collegiate Registrars and Admissions Officers in cooperation with the Veterans Administration and Department of Defense is an excellent reference on the VA programs.

6.  CONVERSION OF VEAP ERA GI BILL TO MONTGOMERY GI BILL.  Policy for enrollment of certain VEAP participants in the Montgomery GI Bill as authorized by Public Law 104-275, section 106 is provided in ALMAR 053/97.  This option expired on 8 October, 1997.
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CHAPTER 7

TESTING

7000.  PURPOSE.  A wide range of Defense Activity for Non-traditional Educational Support sponsored examination programs are administered at the EC and throughout the world.  These examines enable service members to receive high school equivalency credentials, satisfy college admissions requirements, gain college credits, achieve professional certifications, and determine interests and aptitudes for future career choices.  It is a cost-efficient, timesaving way for students to use their knowledge to accomplish their educational goals. Credits earned through testing are awarded by colleges and universities throughout the United States.

7001.  
DEFENSE ACTIVITY FOR NON-TRADITIONAL EDUCATIONAL SUPPORT (DANTES).  The purpose of DANTES is to support educational services providing service members the same nontraditional educational advantages as their civilian counterparts.  The primary mission of DANTES is to manage examination programs in support of the voluntary education programs of each service.  The examination programs available through DANTES are made possible by contracts between DANTES and civilian testing agencies.  The tests offered through the DANTES examination programs are available to active duty personnel at no cost.  In some cases, military family members and DOD civilians may test under this program on an un-funded basis.  The following is a brief description of the examination programs available through

DANTES:

 1.  General Educational Development (GED) Active duty and reserve service members can earn a high school equivalency credential by passing this examination designed for adults who have not completed a formal high school education.  The test consists of five parts measuring high school level knowledge in writing skills, social studies, science, literature and the arts, and mathematics. Pre-testing is required.

2.  College Level Proficiency Examinations allow members to receive college credits without taking the course.

a. 
College Level Examination Program (CLEP) General Examinations. The CLEP General Examinations measure college level achievement in

five areas:  English, Social Sciences and History, Natural Science, Humanities, and Mathematics.  Test questions relate to material usually presented in the first two years of a college curriculum and often are referred to as the General or Liberal Arts education requirements.  Each of the five areas is a 90-minute objective (multiple choice) test with the exception of separate English with essay exam.  Pretests are required.

b.
 College Level Examination Program (CLEP) Subject Examinations The CLEP Subject Examinations, used to grant credit for specific college courses, are 90 minute objective (multiple choice) tests. They measure knowledge of basic concepts, principles, relationships, and applications involved in college courses with the same or similar titles.  Pretests are required.

c.
 DANTES Subject Standardized Tests (DSST).  The DSST Program is an extensive series of examinations in college and technical subjects. The DSSTs are course achievement tests, each standardized on a sample of civilian students successfully completing a comparable college course.  Pretests are required.

d.
 American College Testing/Proficiency Examination Program (ACTPEP).  The ACTPEP: Regents College Examinations are used to meet specific college degree requirements of the Regents College degrees. There are approximately 50 ACTPEP examinations in the areas of Art and Sciences, Business, Criminal Justice, Education, and Nursing.  About two-thirds of these are objective (multiple choice) tests.  The remaining one third are essay examinations or objective examinations with an essay component.  These examinations are used to meet specific college degree requirements and are accepted by many colleges for credit.  Syllabi and pretests are available.  Textbooks may be purchased from Regents College, University of the State of New York

e. 
Graduate Record Subject Examination.  The Subject Tests measure achievement in specific fields of study and mastery of the concepts, principles, and knowledge basic to success in specific fields.  The tests are 2 hours and 50 minutes and are available in fifteen subject areas.  Members may receive up to 30 credits for each test.

3.  College Entrance Examinations.  Admission examinations are sometimes required for undergraduate and graduate, and officer accession programs.  These exams are used as a tool in college admissions screening to measure student’s academic skills, and 

to arrange student placement.  Preparatory programs are available at the EC Computer Laboratory.

a. 
Scholastic Assessment Tests I (SAT I).  The SAT I is composed of the Scholastic Aptitude Test (SAT I) and the Test of Standard Written English (TSWE).  The SAT TSWE and I are also an application requirement for many commissioning programs within the Marine Corps and Navy.  The SAT I is a 2.5-hour, objective (multiple choice) test that measures verbal and mathematical reasoning abilities.  The TSWE is a 30-minute; objective (multiple choice) tests that measures ability to recognize standard written English.

b. 
American College Testing Assessment Program (ACT) .  The ACT is a comprehensive program designed for use by students planning to enter a post secondary school.  The ACT consists of four academic tests, the Student Profile and the Interest Inventory.  The academic tests cover four subject matter areas:  English usage, Mathematics usage, Social Studies, and Natural Sciences.  These tests are constructed to assess the student's general educational development and ability to complete college level work.

c. 
Graduate Record Examination (GRE)   The GRE general exam assists graduate schools in recruiting qualified applicants into their graduate program.  The test is 3.5 hours and includes seven sections, each 30 minutes long.

d. 
Graduate Management Admission Test (GMAT).  The GMAT exam is used by graduate schools to screen candidates for admission to graduate management programs.  The test is composed of nine separately timed sections; two 30 minute writing tests and seven 25 minute, multiple-choice sections.

4.  Certification Examinations.  Selected certification exams in several professional and technical areas are provided through DANTES and the sponsoring professional or technical associations.

5.  Interest and Assessment Inventories.  Interest assessment instruments are designed to help service members clarify and focus on career, academic, and personal interests, and are highly recommended. There is a small fee for civilians.
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6.  Civilian Testing.  The following tests may be administered to military adult family members and DOD civilian employees at the EC on an "examinee pays" and space available basis:

a. 
ACT (some restrictions)

b. 
CLEP.

c. 
DSST.

d. 
GRE.

e. 
GMAT.

f. 
Certification examinations except for GED.

7002.  MARINE CORPS CLASSIFICATION TESTING.  The EC administers classification tests to all military personnel.  The attained score becomes a permanent part of the examinees official service record.  A description of each is:

1.  Armed Forces Classification Test (AFCT) .  The AFCT or ASVAB is administered to military personnel who do not currently have classification test scores that qualify them for lateral moves, reenlistment, or Marine Corps Officer Programs.  The AFCT should not be taken simply to raise classification test scores for personal satisfaction.  The AFCT test is three hours long, comprised of 10 subtests and administered to enlisted personnel to identify and measure individual aptitudes (general mental ability) which significantly related to military assignments.

2.  Electronic Data Processing Test (EDPT).  The EDPT is administered to personnel who are considering assignment to the data processing field.  This is a difficult test that measures aptitude as well as proficiency.

3.  Defense Language Aptitude Battery (DLAB).  The DLAB is designed to test the examinee’s ability to deal with a new language and used to assist in selecting personnel for training in various language schools.  This is an 82-minute aptitude test intended to measure ability not proficiency.
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4.
Defense Language Proficiency Test II (DLPT) and the Proficiency Test (LPT) .  The DLPT/LPT are administered to determine examinee proficiency in a particular foreign language.  Each test is 65 minutes in long and designed to determine the degree of proficiency 

in a given language.  Results are used to sustain monthly pay incentive for those participating in the Foreign Language to Proficiency Pay Program (FLPP)

7003.  HIGH SCHOOL COMPLETION PROGRAM TESTING.  The following tests are associated with the HSCP and are administered by the EC:

1.  Test of Adult Basic Education (TABE).  The TABE is administered upon request at the EC.  The TABE is required for all sergeants and below reporting to MCBH with a GT of 99 or below.

2.  General Education Development (GED).  The GED test is administered to non-high school graduates for the purpose of applying for an equivalency certificate or diploma.  There is no charge for the GED for active duty personnel.  The EC is authorized to administer the GED only to active duty personnel, family members need to contact WSA for testing.

7004.
 SCHEDULING AND REGISTRATION
1.  To test or retest the Marine Corps Classification Tests, Marines must submit a test registration form obtained from the EC.  The individual will deliver the request to the EC along with an endorsement by the individuals EO or OIC.

2.
To take the DANTES test, active duty personnel should submit a EC registration form, completed and signed by the individual's OIC or unit EO prior to the test date or as indicated on the EC monthly calendar.  Walk-ins are accepted if spaces and tests are available.

3.
There are limited numbers of all tests administered by the therefore, all registrations are on a first come, first served basis.

4. Those stationed at Camp H. M. Smith will be referred to Tripler 

Education Center for testing.  A memo from the Education Office at Camp Smith or Kaneohe Bay will be the candidate’s admission ticket

Into the testing room on the day of the test.
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CHAPTER 8

NATIONAL APPRENTICESHIP PROGRAM

8000.  PURPOSE.  The National Apprenticeship Program (NAP) was developed to stimulate retention and professional development while providing opportunities for Marines to obtain civilian recognition for skills acquired while serving in the Marine Corps.  The Apprenticeship Program offers Marines an opportunity to document MOS proficiency development in selected MOSs, and to attain a Department of Labor Certificate of Completion of Apprenticeship.

8001.  BACKGROUND.  The Marine Corps Apprenticeship Program was developed under the guidance of the Bureau of Apprenticeship and Training, U.S. Department of Labor.  In July 1977, officials from the Department of Labor and the Marine Corps signed the National Apprenticeship Standards, allowing the Marine Corps to implement a nationally recognized apprenticeship program in MOSs identified as suitable for and worthy of federal certification.

8002.  OBJECTIVES
1.
Document skills acquired while on active duty in the Marine Corps, which lead, to journeyman status.

2.
Provide a recruiting/retention incentive.

3.
Improve the personal and professional performance.

4.  Provide continuing educational advancement for Marines whose abilities and interests are in trade skills.

5.
Enhance the opportunities for Marines to obtain civilian recognition based upon skills acquired while serving in the Marine Corps.

8003.  TRADES AUTHORIZED FOR APPRENTICESHIP Currently there are 25 trades authorized for apprenticeship in the United States Marine Corps.  There are approximately three times more trades authorized for the Navy that Marines may apply for if the trade has not been
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authorized for the Marine Corps Apprenticeship Program.  Reference (e) lists the individual trades and the MOS required for each trade that is authorized for the Marine Corps.

8004.  REGISTRATION
1.
Per reference (a), applicants attending a service school will register for NAP through their commanding officer or the designated representative.  The application is submitted to the commanding officer or designated representative for approval and transmitted to CMC (MHE).

2.
Marine applicants not attending a service school will contact the EC for eligibility and registration for NAP.  Complete the Apprentice Registration Form (NAVMC 11013) in duplicate.  Instructions are on the reverse side of the application.  This is the only administrative requirement for enrollment in the program unless the Marine has previous related civilian employment or civilian vocational training. Marines should provide the appropriate level school with training documentation so that credit hours may be awarded.

a.
Submit the application for appropriate signatures.

b.
Obtain Apprentice Progress Status Report Forms 

(NAVMC 11014) and one year1s supply (12 copies) of the Apprentice Work Experience Hourly Record (NAVMC 11015) from the EC.

8005.
 STAYING IN AND COMPLETING THE PROGRAM
1.
The Apprentice must submit an Apprentice Progress/Status Report along with a copy of the Apprentice Work Experience Hourly Report every six months to the EC.  Failure to submit a report within two years from the registration date will result in automatic termination. Hours earned are lost and new hours gained with reentry into the program.

2. The EC will submit the reports to CMC.  Once the total hours have been completed and approved, CMC will contact the Department of Labor for the awarding of a certificate.  The certificate will then be sent to the EC for the awardee.
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CHAPTER 9

SERVICEMEMBERS OPPORTUNITIES COLLEGE FOR MARINES (SOCMAR)

9000.  PURPOSE.  Servicemember’s Opportunity College was created to overcome geographic and institutional obstacles and to help the Department of Defense and the Military Services meet the voluntary off-duty higher education needs of Servicemember’s.  The program guides the civilian academic community in responding to the particular educational concerns of military personnel, while at the same time helping them understand the resources, limits, and requirements of higher education.  Collectively, SOC institutions confer the full range of certificates, diplomas, plus associate and baccalaureate degrees.  Many colleges act as "home campuses1' for credit earned with campuses on military bases.

9001.  BACKGROUND.  Twenty years ago, it was almost impossible for Servicemember’s to earn a degree because of their mobile life, rigid residency requirements, colleges reluctant to accept transfer of credit, and the unacceptance of recognizing non-traditional learning and experiences.  SOC was set up to overcome these obstacles to enable Servicemember’s to complete degree programs.  SOCMAR was developed and became a reality in 1996 to give the Marines their own identity and recognition.

9002.  BENEFITS.  The benefits the students receive from this program are:

1.
Students experience a minimum loss of credits and avoid duplication of course work.

2.
Students are only required to fulfill 25% of academic residency requirements.

3.
No final year or semester requirement.

4.  Guaranteed transferability of courses among SOC institutions.

5.  Blending of traditional and non-traditional (military, testing, distance learning, and life experience), credits and experiences.
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6.
Contractual agreement between institution and student with no penalty for changing institutions or programs.

7.  Initial formal evaluation and update provided upon request.

8.
Over 1,200 college and universities contracted in the program.

9.  Institutions provide counseling and enrollment for students and family members.

9-4

BASE EDUCATION PROGRAM

CHAPTER 10

DEPLOYMENT SUPPORT

	
	PARAGRAPH
	PAGE

	PURPOSE
	10000
	10-3


10-1

BASE EDUCATION PROGRAM

CHAPTER 10

DEPLOYMENT SUPPORT

10000.  PURPOSE.  Sometimes the best plans need to be revised.  The EC is available to provide deployment support for those who want to continue their educational plan and goals.  In some instances, deployment is an opportune time to schedule time to take advantage of the educational benefits that are available.  The ESO will assist the EO in planning an educational support program tailored to the needs of deploying units.

1.
Pre-Deployment Briefs.  All deploying units should be briefed by EC personnel concerning educational opportunities available during the deployment.  The deploying unit's EO will plan and coordinate this briefing with the ESO.

2.
Deployed Education Programs.  The majority of educational programs for the deployed unit will be provided by the EC at the installation where the unit is deployed Unit education personnel will coordinate with the education office at the site prior to departure to determine availability of programs, and again upon arrival to implement programs and follow-up.
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APPENDIX A

LIST OF REQUIRED DIRECTIVES/PUBLICATIONS

	DIRECTIVE/PUBLICATION
	TITLE

	MCO 1560.19C
	Advanced Degree Program (ADP)

	MCO 1560.25B
	Marine Corps Voluntary Education Program

	MCBul 1560
	Tuition Assistance Funding Policy for current Fiscal Year (ALMAR format)

	MCO 1560.28B
	Veteran’s Administration Educational Assistance

	VA Pamphlet 22-90-2 Rev 7/97
	Summary of Educational Benefits

	NAVMC 2630
	Marine Corps Educational Opportunities

	ACE Guide
	Guide to the Evaluation of Education in the Armed Services

	MCO 1230.5A 
	Classification Testing
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APPENDIX B

EDUCATION TRACKING SHEET

	EDUCATION TRACKING SHEET

	Last, First Name:
	Rank:
	MOS

	Social Security:
	EAOS:
	PRD
	EL/GT Score: /

	Education History Data
	Yes
	Mo/Yr
	College History Information
	Yes
	Mo/Yr

	Reading Score:______

Level
	
	
	Some College
	
	

	Basic Skills Class
	
	
	Associates Degree
	
	

	High School/GED Completion
	
	
	Bachelors Degree


	
	

	DD 295 Completed
	
	
	Masters Degree or Ph.D.
	
	


Immediate Education Goal:  _______________________________________

Ultimate Education Goal:    ______________________________________

RECORD OF TESTS TAKEN



	Test Title
	Test Date
	Test Title
	Test Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECORD OF ADVISMENT SESSIONS


	Date
	Counselor
	Comments
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APPENDIX C

EDUCATION INSPECTION CHECKLIST FOR BATTALION/SQUADRON/COMPANY

1.  ORGANIZATION
a.
 Turnover File

___ (1)
Copy of written appointment assigning Education Officer.

___ (2)
Documentation of appropriate education level of Education NCO, Page 8a SRB.

___ (3)
Copy of written appointment assigning Education

___ (4)
Documentation of appropriate education level of Education NCO, Page 8a SRB.

___ (5)
Nondirective Information.

___ (a)
Names and phone numbers of local college and Adult Education representatives; Education Officer; DANTES Test Control Officer, NETPDTC, and local VA Representatives.

    (b) EC current schedules.

    (c) Information pamphlets and current schedules for all on-base Undergraduate and Graduate level programs.

___ (6)
 Inspection Results for the previous formal inspection.

b.
 Desk-Top Procedures

___ (1)
Description of Duties.

___ (2)
Counseling Procedures.

___ (3)
Adult Education enrollment procedures.

(3) Procedures to ensure entry of academic grades/test                                                   scores/education levels in service records and into MMS.

___     (5) Procedures for publicizing and promoting the various

            Education Programs.     

        (6) Procedures for recognition of Educational Achievements.

2.  GENERAL ADMINISTRATION
a.
Close liaison is maintained between the unit1s Education Officer/NCO and the unit's Career Planner, especially regarding AFCT and SAT Testing and the Education requirements for Commissioning Programs.

b.
The Education Officer/NCO keeps the Commanding Officer advised of all matters pertaining to Education and the Education Programs.

c.
The Education Officer/NCO reviews all applications for full time Education Programs, i.e., MECEP, SNCODCP, etc.

d.
The Base Education Center and the unit Education Officer/NCO are included on the unit's check-in/check-out form.

e.
The unit has a Policy Letter describing special aspects of the Education Program as they apply to that unit and shows the Commander's support of those seeking to further their Education.

f. The Education Officer/NCO has access to the current editions of the following directives/publications:

	(1) MCO 1520.9F
	Special Education Program (SEP)

	(2)MCO 1560.7J
	College Degree Program

	         (3)MCO 1560.15L  
	U.S. Marine Corps Enlisted Commissioning Education Program (MCEP)

	(4) MCO 1560.19D
	Advanced Degree Program (ADP)

	(5) MCO 1560.21C
	Staff Noncommissioned Officers Degree Completion Program (SNCODCP)

	(6) MCO 1560.24D
	Broadened Opportunity for Officer Selection and Training (BOOST) Program

	(7) MCO 1560.25B
	U.S. Marine Corps Voluntary Education Program

	(8)  MCBul 1560
	Tuition Assistance Funding Policy for Current Fiscal Year (normally an ALMAR

	(9) MCO 1560.28B
	Veteran’s Education Assistance

	(10)  NAVMC 2630
	Marine Corps Educational Opportunities

	(11) MCBul of the 1560 series and those of the 1520s and 1550s that concern the programs addressed in the above directories.
	

	(13) The Education Policy Statement of all senior Commanders.
	

	(14) The unit’s Education Policy Letter.
	


___ g.  The unit has an education card on every Marine and uses it for identification and counseling purposes.

3.
EDUCATION COUNSELING
a.
 The Education Officer/NCO knows the available education programs and directives to adequately discuss with, explain to and counsel Marines.

b.  
The Education Officer/NCO knows the content and use of the ACE Guide to determine experiential credit that a Marine/Sailor may earn from his formal military education.

c.  
The Education Officer/NCO counsels and assists Marines/Sailors in their initial civilian education plans.

d.  
The Education Officer/NCO uses the MMS to identify the education level of all assigned Marines.

e.  
A system to document identification and counseling of those Marines who are not high school graduates exists (required semiannual counseling)

f.  
All Marines who do not have high school credentials are being afforded the opportunity to participate in an Adult Education Program.

g.
  A system to document identification and counseling of those officers who do not possess a bachelor1s degree exists (required semiannual counseling)

h.
  The unit monitors the performance of all Marines who enroll in off-duty education programs.

i.
  The unit actively promotes and publicizes Marine Corps education programs through all forms of media available to the unit (i.e., PODS, formations, professional military education classes, and so forth)

___ j.
  Classes are held annually to explain the various education benefits available.

k.  
A DD Form 2057 or 2366 is on file in the OQR/SRB for all of those Marines eligible for the VEAP or the MGIB

(MCO P1070.12H)

1.
  The Education Officer/NCO is familiar with the eligibility requirements for each of the existing VA Educational Assistance Programs.

m. 
The Education Officer/NCO provide guidance and assistance to Marines applying for Veterans' Educational Assistance.

n. 
 All personnel reading at or below the 10.2 grade level are identified, counseled and available for assignment to the

MASP.

o.  
The unit has identified a specific reading level that the commanding officer determines to be appropriate for the character of the functions performed by that unit and all Marines not achieving that level have been identified.

4.
STATISTICS REFLECTING THE UNIT’S PARTICIPATION IN EDUCATION PROGRAMS
a. 
Number of Marines reading below the 10.2 grade level and 8.5 reading level as determined by TABE testing.

b.
 Number of Marines completing a MASP Program within the previous 12 months.

c.
 Number of Marines who are not high school graduates.

d.
 Number of Marines working towards a high school credential.

e.
 Number of enlisted Marines attending off-duty education Courses at the undergraduate level.

f.
 Number of enlisted Marines attending off-duty education courses at the graduate level.

g.
 Number of officers who do not possess a bachelor1s degree.

h.
 Number of officers attending off-duty education courses at the undergraduate level during the FY.

i.
 Number of officers attending off-duty education courses at the graduate level during the FY.

___ j.
 Number of Marines who have used Tuition Assistance within the previous FY.

k.
 Number of Marines who have applied for/used VA educational benefits within the previous FY.

1. 
Number of Marines receiving a high school credential within the previous FY.

___ m. 
Number of Marines receiving a high school credential within the previous FY.

___ n. 
Number of Marines receiving a bachelor's degree within the previous FY.

    o. 
Number of Marines receiving a graduate degree within the previous FY.

___ p.
 Number of Marines enrolled in the U.S. Marine Corps Apprenticeship Program during the FY.

___ q.
 Number of Marines enrolled in vocational/technical courses during the FY.

r.
 Number of Marines completing vocational/technical programs during the FY.

___ s.  Total number of officers in the unit.

t.  Total number of enlisted Marines in the unit.

5.   REMARKS:_____________________________________________________________________________________________________________________________________________________________________________________

C-6

BASE EDUCATION PROGRAM

APPENDIX D

INDEX OF ACRONYMS

	AA FORM
	Administrative Action Form (NAVMC 10274)

	ACT 
	American College Test

	ACTPET
	American College Testing Proficiency Examination

	AFCT
	Armed Forces Classification Test

	ATP
	Admission Testing Program

	BIR
	Basic Individual Record (Printed from MMS)

	BTR
	Basic Training Record (Printed from MMS)

	BaseO
	Base Order for MCBH

	CLEP
	College Level Examination Program

	CUH
	Chaminade University of Honolulu

	DANTES
	Defense Activity for Nontraditional Education Support

	DLAB
	Defense Language Aptitude Battery 

	DRP
	Developmental Reading Program

	DRT
	Developmental Reading Test

	DSST
	DANTES Subject Standardized Tests

	EC
	Education Center

	ESO
	Education Service Officer

	EDPT
	Electronic Data Processing Test

	ERAU
	Embry Riddle Aeronautical University

	GED
	General Education Development Test

	GMAT
	Graduate Management Admission Test

	GPA
	Grade Point Average

	GRE
	Graduate Record Examinations

	HCC
	Honolulu Community College

	HPU
	Hawaii Pacific University

	HSCP
	High School Completion Program

	LPT
	Language Proficiency Test

	MMS
	Manpower Management System

	MASP
	Military Academic Skills Education

	OU
	Oklahoma University

	SAT
	Scholastic Aptitude Test

	SCAT
	School and College Ability Test

	SOCMAR
	Servicemember Opportunity College for Marines

	SOCNAV
	Servicemember Opportunity College for the Navy

	TA
	Tuition Assistance

	TABE
	Test of Adult Basic Education

	TSU
	Troy State University

	TSWE
	Test of Standard Written English

	UD
	University of Denver

	UH
	University of Hawaii, Manoa

	UOK
	University of Oklahoma

	USC
	University of Southern California

	WBU
	Wayland Baptist University

	WCC
	Windward Community College

	WSA
	Windward School for Adults
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