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1.  The purpose of this SOP is to standardize and disseminate routine training procedures within 3d Battalion, 8th Marines, and to facilitate the execution of these procedures.  Leaders of this battalion will read, understand, and reference this document when planning and executing training evolutions.

2.  This document provides direction, policy and procedures for training documentation.  Training documentation is a crucial element of our readiness, and will be given the attention of commanders at every level.  Our training documentation must be accurate and up to date.

3.  This document was purposely designed in an easy to read, easy to use format.  It is intended to be a living document.  Updates, suggestions, and submissions are solicited.

4.  Point of contact for this SOP and all training matters is the Battalion Training Officer, 1stLt Hoffman, at 451-4967.







   C. N. BLACK







   By Direction

Distribution:  Co I (5)

   Co K (5)

   Co L (5)

   Wpns Co (4)

      
   H&S Co (1)

 

   S-3 (2)

   S-4 (1)




Table of Contents

	GENERAL INFORMATION
	4

	Commander’s Guidance
	4

	TRAINING REQUIREMENTS
	4

	Types of Training Requirements
	4

	Mission Essential Task List
	4

	Formal and Ancillary Training
	5

	Annual Training Requirements
	6

	Marksmanship
	8

	  ( Rifle Range
	8

	  ( Pistol Range
	9

	Marine Corps Martial Arts Program
	9

	TRAINING MANAGEMENT
	10

	Training Meetings
	10

	Training Plans
	11

	Training Schedules
	12

	Special Instructions for Live-Fire Evolutions
	14

	  ( OIC/RSO Certification Program
	15

	  ( Range Safety Can
	16

	Special Instructions for Field Exercises (FEXs)
	17

	  ( Field Tracker (S-3/OOD)
	17

	  ( Required Communication
	17

	Operational Risk Management
	18

	  ( CASEVAC Procedures
	19

	SCHOOLS
	20

	Schools Tracking Procedures
	20

	TRAINING SUPPORT
	21

	Timeline for Support Requests
	21

	Training Support Request
	21

	TRAINING DOCUMENTATION
	22

	Reports 
	22

	Deadlines for Training Reports
	23

	Battalion Database
	23

	Required Company Documentation
	23

	After Action Reviews
	24

	REFERENCES
	25

	FORMS/BATTALION TRAINING DOCUMENTS
	26


GENERAL INFORMATION

Commander’s Guidance

The Battalion Commander’s guidance is contained in the current Midrange Training Plan.  This is published annually, or when directed, and distributed to all commanders and section OICs.

TRAINING REQUIREMENTS

Types of Training Requirements

Overall, training can be broken down into three categories (listed in descending priority):


1. Mission-Oriented:  Individual and collective training that prepares Marines for combat.  Derived from the Battalion Mission Essential Task List (METL) and subordinate units’ METLs.  An example is a fire and movement range that satisfies collective battle drills and Individual Training Standards (ITSs) for riflemen.


2. Formal:  Training requirements from higher headquarters.  Directive in nature.  An example is the rifle range.


3. Ancillary:  Training that is necessary, but of a lower priority than mission-oriented or formal training.  Directed by higher headquarters.  An example is the annual sexual harassment brief or the 8th Marines Enhanced Marksmanship Package.
Battalion METL and Associated MPSs

We will never have enough time, Marines, or resources to train the way we want to train.  The only way we can ensure our Marines are ready for combat is to prioritize our training.  The Battalion Commander does this through his Mission Essential Task List (METL).  He looks at our higher headquarter METL, our T/O mission statement, Marine Corps doctrine, standing operations orders (war plans) and contingency plans in which our battalion plays a part, as well as anticipated missions.  From these sources, he identifies a list of key tasks that the battalion must be capable of performing in a warfighting environment.

The METL is developed and designated by the Battalion Commander, and reviewed and updated each quarter.  The Battalion METL will guide subordinate units in developing their training plans and schedules.  

The METL consists of a relatively small number of tasks identified by the Battalion Commander as essential to our success in combat.  Each MET can be tied to Mission Performance Standards (MPSs) from The Marine Corps Combat Readiness Evaluation System (MCCRES).  The Battalion Commander’s METL is found in the Battalion Midrange and Quarterly Training Plan.  Company Commanders will identify their own METL and associated MPSs based on the Battalion METL.  

The current battalion METL is found in the Mid-Range Training Plan and its quarterly updates.

Formal and Ancillary Training

There is some required training that is not tied to the METL.  This is training that has been identified as important by higher headquarters.  This required training is lower on the priority list than training tied to the METL, but must still be conducted and documented.  

Even though the annual requirements have a lower priority than Mission-Oriented training, they must still be satisfied.  This will take creative, efficient, concurrent use of time.  Some examples:


( Tuesday through Thursday are reserved as field-training days.  Schedule your annual classes and briefs on Monday morning or Friday afternoon.


( Conduct concurrent training.  While the Platoon Commander is conducting individual counselings, the remainder of the platoon can be taking the Marine Corps Common Skills test.


( Use Duty Company week.  If you can’t be in the field anyway, these weeks are a good time to knock-out annual required training.

( Be creative.  There is no reason why the Sexual Harassment brief can’t be given in the field during an administrative bivouac.

Annual Training Requirements

The following are the training requirements mandated by higher headquarters.  These requirements must be documented at the company level.  The ‘Tracking System’ column identifies how these requirements will be tracked and documented.  A current copy of this matrix (along with useful links to references) can be found online at:

http:///www.tecom.usmc.mil/utm/annual_training_requirements2.htm

These training evolutions must be reflected on your weekly training schedules.   

Formal Requirements

	DIRECTING AUTHORITY
	TRAINING REQUIRED
	INTERVAL
	REFERENCES
	TRACKING SYSTEM
	NOTES

	HQMC
	RIFLE QUALIFICATION
	ANNUALLY
	MCO 3574.2J W/ CH 1
	MONTHLY STATS REPORT & WEEKLY RIFLE STATS
	EXEMPTIONS OUTLINED IN ENCLOSURE (1) OF REFERENCE

	HQMC
	PISTOL QUALIFICATION
	ANNUALLY
	MCO 3574.2J W/ CH 1
	MONTHLY STATS REPORT
	EXEMPTIONS OUTLINED IN ENCLOSURE (2) OF REFERENCE

	HQMC
	NBC DEFENSE TRAINING
	ANNUALLY
	MCO 3400.3  MCWP 3-37
	MONTHLY STATS REPORT
	

	HQMC
	SWIM QUAL
	ANNUALLY     AS REQUIRED
	MCO 1500.52   MCRP 3-02C (DRAFT)   
	MONTHLY STATS REPORT
	WSQ=EVERY 6 YEARS                   CSW-1=EVERY 4 YEARS          CSW-2=EVERY 3 YEARS           CSW-3=EVERY 2 YEARS           CSW-4=EVERY 1 YEARS       UNQ=RETEST UNTIL QUALIFIED

CWS/MCIWS=EVERY 3 YEARS

	HQMC
	PFT
	SEMI-ANNUAL
	MCO 6100.3
	MONTHLY STATS REPORT
	PERIOD 1=JAN-JUN                PERIOD 2=JUL-DEC

	HQMC
	PHYSICAL TRAINING
	WEEKLY
	MCO 6100.K
	TRAINING SCHEDULES
	3 HOURS/WEEK MINIMUM

	HQMC
	MCI
	WEEKLY
	MCI PROCEDURES MANUAL
	TRAINING SCHEDULES
	1 HOUR/WEEK MINIMUM

	HQMC
	TROOP INFORMATION PROGRAM
	ANNUALLY
	MCO 1510.25
	TRAINING SCHEDULE CLASS ROSTER
	

	HQMC
	MARINE BATTLE SKILLS TRAINING
	ANNUALLY
	MCO 1500.51    MCO 1510.89   MCO 1510.90
	TRAINING SCHEDULE CLASS ROSTER


	

	HQMC
	ALCOHOL AND SUBSTANCE ABUSE
	ANNUALLY
	MCO P5300.12 PARA 1102.2    MCO P1700.29
	TRAINING SCHEDULE CLASS ROSTER
	ALL HANDS=12 HOURS/YEAR  SUPERVISORS=18 HOURS/YEAR

	HQMC
	LEADERSHIP TRAINING
	ANNUALLY
	MCO 5390.2
	TRAINING SCHEDULE CLASS ROSTER
	


Ancillary Training

	DIRECTING AUTHORITY
	TRAINING REQUIRED
	INTERVAL
	REFERENCES
	TRACKING SYSTEM
	NOTES

	8TH MAR
	ENHANCED MARKSMANSHIP PACKAGE
	ANNUALLY (SUSTAINED QUARTERLY)
	REG BUL 1501
	E-MARK SCORE SHEET
	POC: BN GUNNER

	8TH MAR
	BZO ALL WEAPONS
	SEMI-ANNUAL
	REG BUL 1501
	WPNS STATS RPT
	POC: BN GUNNER

	8TH MAR
	ISMT                                         (RIFLE SQUADS & CSW TEAMS)
	QUARTERLY
	REG BUL 1501
	WPNS STATS RPT
	

	8TH MAR
	CSW MARKSMANSHIP
	SEMI-ANNUAL
	REG BUL 1501
	WPNS STATS RPT
	POC: BN GUNNER

	8TH MAR
	ASS/DIS T/0 WPNS
	MONTHLY
	REG BUL 1501
	WPNS STATS RPT
	BLINDFOLDED & EVALUATED BY SQUAD LEADER

	8TH MAR
	PFT
	MONTHLY
	REG BUL 1501
	 PT STATS REPORT
	SCORED BY NCO OR ABOVE

	8TH MAR
	DOUBLE O CRSE
	QUARTERLY
	REG BUL 1501
	PT STATS REPORT
	INDIVIDUAL EFFORT

	8TH MAR
	RUCK RUN
	SEMI-ANNUAL
	REG BUL 1501
	PT STATS REPORT
	3 MILE

	8TH MAR
	CASUALTY CARRY
	QUARTERLY
	REG BUL 1501
	PT STATS REPORT
	

	8TH MAR
	MARTIAL ARTS
	WEEKLY
	REG BUL 1501
	TRAINING SCHEDULES
	2 HOURS/WEEK MINIMUM

	HQMC
	BASIC SKILLS TEST
	ANNUALLY
	MCO 1500.51 PARA 6B
	SCORE SHEET
	

	HQMC
	HAZING / SEX HARASSMENT
	ANNUALLY
	MCO 1700.28 PARA 5A         MCO 1000.29   MCO 5354.1C
	TRAINING SCHEDULE CLASS ROSTER
	

	HQMC
	CODE OF CONDUCT 
	AS REQUIRED
	MCO 3460.1A
	TRAINING SCHEDULE CLASS ROSTER
	

	HQMC
	WARFIGHTING
	ANNUALLY
	MCO P3900.15  MCDP-1
	TRAINING SCHEDULE CLASS ROSTER
	

	HQMC
	USMC READING PROGRAM
	ANNUALLY
	ALMAR 26/00  MCRP 6-11
	TRAINING SCHEDULE CLASS ROSTER
	2 BOOKS READ PER YEAR  FOR EVERY MARINE

	HQMC
	DRIVER IMPROVEMENT COURSE
	ONE TIME
	MCO 5100.19
	DRIVER REPORT
	8 HOUR COURSE REQUIRED FOR ALL MARINES UNDER THE AGE OF 26

	HQMC
	PRIVACY ACT
	ONE TIME
	MCO P5211.2
	CLASS ROSTER
	REQUIRED FOR ANY MARINE WHO IS RESPONSIBLE FOR ANY SYSTEM OF RECORDS

	HQMC
	SEX EDUCATION AND FAMILY PLANNING
	ONE TIME
	MCO 5390.2
	TRAINING SCHEDULE CLASS ROSTER
	ONCE FOR ALL FIRST TERM MARINES

	HQMC
	HEALTH PROMOTION PROGRAM (SEMPER FIT)
	ANNUALLY
	MCO P1700.29
	TRAINING SCHEDULE CLASS ROSTER
	STD/HIV=1HR/YR                   SUICIDE AWARENESS=1HR/YR       OTHER TOPICS                                      (SEE REF)=3HRS/YR


Marksmanship
Rifle Range.  All Marines, except for the exemptions noted below, are required to annually qualify with the service rifle.  It is also the Battalion Commander’s intent that all Marines and Sailors of this command be afforded the opportunity to qualify with the service rifle each year.  

Supervision of Range Detail.  Weapons Training Battalion requires the following level of supervision for range details:


( 10 shooters or less =

Firing Sgt or Above


( 30 shooters or less =

Non-Firing Sgt or Firing SNCO


( over 30 shooters
 =

Non-Firing SNCO

The Detail NCOIC/SNCOIC will be designated according to the above guidelines, NLT 1500 on the Thursday prior to grass week.  The company that has the most shooters in the range detail will provide the Detail NCOIC/SNCOIC.  If the company does not have anyone available who meets the rank pre-requisites, they will coordinate laterally with another company to find a suitable Detail NCOIC/SNCOIC.  Upon designation, he becomes the Battalion Commander’s representative for that range detail, and is considered to be working for the battalion S-3 section until culmination of firing week.

Detail NCOIC/SNCOIC responsibilities:


( Check in with S-3 Section Thursday afternoon prior to grass week to receive brief and rifle range folder.


( Read, understand, and comply with the WTBN Staff Non-Fire LOI (provided by S-3 Range NCO)

( Ensure all rosters are complete and accurate, with correct weapon serial numbers.


( Coordinate with assigned coaches to plan and schedule required grass week classes and snap-in times.


( Ensure all Marines receive required grass week instruction.

( Ensure all range weapons have received a Limited Technical Inspection/Pre-Firing Inspection


( Coordinate all training support required.  This includes working with the Logistics Chief for transportation to and from the range.

	MCO 3574.2J W/ CH 1

ENCLOSURE (1)

M16A2 RIFLE ANNUAL QUALIFICATION

	2.  Exemptions to Annual Training.  Per the commander's 
discretion, any Marine exempt per this Order is still
encouraged, and should be afforded the opportunity, to complete
the annual marksmanship training with his unit.  The following
exemptions apply:
    a.  Marines assigned to units with no rifles on their T/E.
    b.  Marines awarded the Distinguished Rifle or Pistol Badge.
    c.  Active duty Marines who have fired Expert on the KD
Course of Fire two consecutive years will be exempt the
following year and every other year after, while the Marine
maintains an Expert score during the fired years.
    d.  Officers holding the grade of Major or higher.
    e.  Officers with 13 years of active service or more.
    f.  Enlisted Marines holding the grade of Gunnery Sergeant
or higher.  However, Gunnery Sergeants who are assigned the
rifle as their T/O weapon are required to requalify annually.
    g.  Marines who are serving in the last six months of
their enlistment unless they have indicated their intention to
reenlist or extend are exempt from annual qualification.
	3.  Waivers
    a.  Waivers from the requirements of this Order may be
solicited only for short-term situations that temporarily
prevent a unit from complying with the requirement to provide
adequate training.  The intent is for units to request a waiver
when it is determined that time or the lack of sufficient
resources will prevent the accomplishment of the required
marksmanship training for either an individual or the unit.
    b.  The authority to waive training will rest with
Commanders, Marine Forces Atlantic (COMMARFORLANT), Marine
Forces Pacific (COMMARFORPAC), Marine Force Reserves
(COMMARFORRES) and CG, MCCDC. For separate organizations not
commanded by a General Officer, authorization to waive training
must be obtained from the CG, MCCDC (C476M).
    c.  If range facilities are not suitable for firing standard
Marine Corps courses of fire, a waiver may be submitted to the
CG, MCCDC (C476M) prior to the conduct of training.  This
request shall state what capability the available facilities
possess and what attempts have been made to acquire access to a
suitable range as defined in references (c) and (e).
    d.  Commands granting a waiver must send a copy of the waiver
to the CG, MCCDC (C476M) within 30 days.


Pistol Range.  All Officers and SNCOs, plus all Marines and Sailors who carry a pistol (according to their Table of Organization billet), except those exemptions noted below, are required to qualify annually with the M9 Service Pistol.  In addition, Division Order states that all Sergeants must qualify with the M9 before standing Battalion Staff Duty Officer.

Pistol re-qualification ranges are the responsibility of each company.  Company Commanders will ensure all of their Marines are in compliance with the Marine Corps Order and the Division Order.

Pistol ranges are treated exactly like any other live-fire evolution.  The Company supplies the OIC/RSO, PSOs, and required coaches.  The OIC must complete a Live-Fire Confirmation Package and a Training Support Request.  Ranges are scheduled through the S-3 Range NCO.  Ensure you request targets and score sheets when you submit the TSR.

	MCO 3574.2J W/ CH 1

ENCLOSURE (2) 
M9 PISTOL ANNUAL QUALIFICATION

	2. Exemptions to Annual Training. Per the commander’s discretion, any Marine exempt per this Order is still encouraged, and should be afforded the opportunity, to complete the annual marksmanship training with his unit. The following exemptions apply:

a. Marines assigned to units with no pistols on their T/E.

b. Marines awarded the Distinguished Pistol Shot Badge.

c. Active duty Marines who have fired Expert for two

consecutive years will be exempt the following year only.

d. Colonel’s or above.

e. Marines with 20 years of service or more.

f. Sergeant Major or Master Gunnery Sergeant.

g. Chief Warrant Officers 4 and higher.
	3.  Waivers
    a.  Waivers from the requirements of this Order may be
solicited only for short-term situations that temporarily
prevent a unit from complying with the requirement to provide
adequate training.  The intent is for units to request a waiver
when it is determined that time or the lack of sufficient
resources will prevent the accomplishment of the required
marksmanship training for either an individual or the unit.
    b.  The authority to waive training will rest with
Commanders, Marine Forces Atlantic (COMMARFORLANT), Marine
Forces Pacific (COMMARFORPAC), Marine Force Reserves
(COMMARFORRES) and CG, MCCDC. For separate organizations not
commanded by a General Officer, authorization to waive training
must be obtained from the CG, MCCDC (C476M).
    c.  If range facilities are not suitable for firing standard
Marine Corps courses of fire, a waiver may be submitted to the
CG, MCCDC (C476M) prior to the conduct of training.  This
request shall state what capability the available facilities
possess and what attempts have been made to acquire access to a
suitable range as defined in references (c) and (e).
    d.  Commands granting a waiver must send a copy of the waiver
to the CG, MCCDC (C476M) within 30 days.


Marine Corps Martial Arts Program

Current 2d Marine Division policy states that all Marines will achieve Tan Belt in the Marine Corps Martial Arts Program.  In addition, companies will ensure every Marine participates in (2) hours of Martial Arts instruction each week to sustain and gain proficiency (this must be reflected on the weekly training schedule).

Units will not conduct any ‘crash course’ training sessions (i.e. three day intense Tan Belt courses).  The maximum amount of Martial Arts training each day is (2) hours.  The maximum days per week a Marine will participate in Martial Arts training is (3) days.  The only exception to the above is formal courses (either run by the battalion or an outside command) that have been briefed to the Training Officer and approved by the Operations Officer.

A complete LOI and ORM will be produced and submitted to the Training Officer for any formal ‘in-house’ Martial Arts school.   

The following safety considerations will be followed whenever conducting Martial Arts training:


( A Martial Arts Instructor or Instructor Trainer must be present at all 

times during training.

( A corpsman with his issue medical kit will be present throughout training.

( When conducting training outside of the battalion area, a safety vehicle, driver, backboard, and cervical collar will be present.

( Company Commanders will conduct Operational Risk Management on their Martial Arts training program.  These will be conducted quarterly, in conjunction with their short-range training plan.

TRAINING MANAGEMENT

Training Meetings

Weekly training meetings are conducted by the Battalion Training Officer.  They are held at 1500 each Thursday in the War Room.

Required attendees include:


( Company Training Officers/Executive Officers


( Logistics Chief


( S-3 Range/ Scheduling NCO


( S-3 Schools NCO


( Battalion Gunner (as necessary)

Attendees will ensure they have all applicable documents and information with them when they arrive at the training meeting.  Specifically…


( Company Training Officers will brief:

( Details of their training evolutions for the next two weeks.

( All Marines, by name, scheduled to attend a school in the next two weeks.

( The Logistics Chief must be able to brief all scheduled training support for the following two weeks, to include…



( Transportation (pick-up dates/ times, # of PAX, etc.)



( Ammunition (amounts and drop dates/ times/ locations)



( Receipt of special requests (armory support, water bulls, etc.)

( The S-3 Range/ Scheduling NCO will brief requested and confirmed training areas and ranges for the next two weeks.

( The S-3 Schools NCO will brief, by name, all Marines and Sailors scheduled to attend school for the next two weeks, as well as their status (nominated, confirmed seat, dropped, etc.).  He will also identify each Marine graduating from a course the following week.

In addition, Company Training Officers will bring the following documentation for any training scheduled for the following two weeks:


( Live-Fire Confirmation packages

( These will be signed by the OIC, RSO, Gunner, and Company Commander prior to the training meeting.  They should also have been already briefed to the Battalion Gunner & Company Commander.


( ORMs and Company LOIs (for conditioning hikes, FEXs, etc.)


( A copy of all TSRs submitted.

Training meetings will follow the general schedule outlined below:

( Review of past week’s training/ collect AARs 

( Training Support confirmation for the following two weeks



( Training Areas/ Range 



( TSR


( Schools confirmation

Training Plans

3/8 produces two types of training plans, a Campaign Plan (Mid-Range) that covers 12-18 months, and a quarterly update to that plan (also called a short-range plan).

The Mid-Range Training Plan consists of the following items:


( Cover Letter.  This identifies tasks for each staff section, 

commodity, and company.  It also includes coordinating instructions.


( Commander’s Guidance


( Battalion METL


( Planning/ Operations calendar for the next 12 months


( Listing of key events by month


( Schools requirements by company


( Training Requirements (Formal and Ancillary)


( Duty company schedule

The Short-Range Training Plans provide a quarterly update to the Mid-Range Plan.  They are typically more focused in nature, and include a smaller METL.

Company Commanders prepare quarterly plans based off the battalion Campaign Plan and the most recent quarterly update.  Commanders will be prepared to brief their quarterly plans to the Battalion Commander during the first week of each new quarter.

Training Schedules

The training schedules contain the details of specific training evolutions.  They are produced weekly by each company, compiled at the battalion level, and forwarded to higher headquarters.  The battalion training schedule consists of the following:  

( A cover letter signed by the Battalion Training Officer

( Each Company’s individual training schedule

( An Operational Summary (OPSUM) that outlines the key events

( A Training Highlights page 

Training schedules are due to the S-3 section by 1600 each Wednesday.  These schedules are due (2) weeks out (see calendar).  There is no acceptable reason for late submissions.  Proper training management calls for training schedules for a company-level unit to be approved from two weeks to ten days before the date the schedule is to be effective.  Anything submitted more than two weeks in advance usually has too many unanticipated changes.  Anything submitted less than 10 days out from training doesn’t give enough time to prepare worthwhile training and lock on training support.  

Training schedules cover from 0001 Monday until 2359 Sunday. 

	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT

	1


	2
	3
	4

Trng Sched due for the week of 

16-22
	5


	6
	7

	8


	9
	10
	11


	12
	13
	14

	15


	16
	17
	18


	19
	20
	21

	22


	23
	24
	25
	26
	27
	28


All required annual/ semi-annual/ quarterly training must be reflected on the training schedule.  Training schedules are inspected as part of formal inspections.  In addition, training schedules must reflect:


( 3 hours per week of Physical Training


( 1 hour per week of MCI time


( 2 hours per week of Martial Arts

Training schedules must be carefully thought out and prepared by the Company Training Officers with clear guidance from their Commanders.  They serve as the Company’s guide for training, the Battalion Commander’s and Higher Headquarter’s information on company training, and as a valuable training documentation tool.  

Training schedules are prepared in the following format (see enclosed sample schedule for exact format):

	DATE
	TIME
	UNIT
	EVENT
	LOCATION
	U/E
	REF/REM

	(Note 1)
	(Note 2)
	(Note 3)
	(Note 4)
	(Note 5)
	(Note 6)
	(Note 7)


Notes:


(1) Date training is being conducted.  


(2) Inclusive times of instruction (example: 0730-1100)


(3) Unit being trained.  Should be one of the following options:



( Company (CO)



( 1st/2d/3d/Wpns Platoon (1st Plt, etc.)



( Designated Personnel (used only if not a standing unit).  If 

this entry is used, this box must reflect number of personnel to be trained


(4) Event being conducted.  Should be specific.  Examples:



( Platoon PT 



( Ambush Patrol class (identify specific class being taught, not 

just general category of training)



( Foot movement to training area


(5) Location of training.  Must be accurate and clear.  This is what 

the Battalion Operations Officer and Battalion Commander will use to determine where their Marines are for accountability and visitation purposes.  Use one of the following formats:


( Grid coordinate


( Range (MP-5, K-303)

( Training Area (DB, HA, etc.)

( Landing Zone (LZ Sparrow, LZ Lark)


( Building number (HP-102, HP-175)

( Descriptive (Bn Quad, Dining Facility, Bn Armory)

( For tactical evolutions, use checkpoint number or L/U point


(6) Uniform/Equipment Code.  Use one of the following codes:



( U: 

Utilities



( U/1:

Utilities w/ T/O Weapon



( U/2:

Utilities/Weapon/LBV



( U/3:

Utilities/Helmet/Flak Jacket/Weapon/LBV



( U/4:

U/3 and Assault Pack



( U/5: 
U/3 and Main Pack



( …w/FPM
w/ Field Protective Mask



( …w/CSW
w/ Crew Served Weapons



( PT-1:
Boots and Utes



( PT-2:
Green on green PT gear w/ running shoes & socks



( …w/SS
w/ green PT sweatshirt



( …w/SSP
w/ green PT sweatshirt & sweatpants (over PT shorts)



( A

Service Alphas



( B

Service Bravos



( C

Service Charlies



( CIV

Appropriate Civilian Attire 


(7) References/Remarks.  Enter the reference document that the training 

is being conducted in accordance with.  For example, for a company FEX, the reference should be the Company LOI written for that FEX.  Also include any ITS or MPSs being trained.  If there are multiple ITS/MPSs being trained, it is perfectly acceptable for your training schedule to run two or more pages. 
All training schedules will be approved by the Company Commander before they are submitted to the S-3 section.  

Special Instructions for Live-Fire Evolutions

All live-fire evolutions require the submission of a Live-Fire Confirmation Package to the Training Officer at the training meeting two weeks prior to the scheduled range.  The package consists of the following documents:

( Live-Fire Confirmation Brief.  

( Operational Risk Management worksheet.  

( Range Sketch.

Here are detailed instructions to help you complete the Live Fire Confirmation Package:


( OIC works in concert with Gunner during development phase

( A copy is submitted to Gunner for his records

( The original is initialed and dated by Gunner and brought to the weekly training meeting (2) weeks prior to the range

( Identify:

( Dates of range

( Times (from occupation to departure)

( Unit conducting training

( Range/Training Area

( OIC

( RSO

( Mission

( Why are you conducting this training?

( Mission oriented

( Go back to METL and MPSs

( Scheme of maneuver (SOM)

( Narrative describing your plan & course of fire

( Be specific.  Break out number of relays or attacks, rounds per man/attack, etc.

( Timeline

( From occupation of range to departure

( If hiking, go from departure of battalion area to return to battalion area

( Identify hot and cold times

( Be realistic

( DO NOT include timeline for entire week in the field, just the live-fire portion

( Plan for concurrent training

( Targeted ITSs/ MPSs/ Battle Drills

( What standards are you training to?

( Should determine your ammo requirements and timeline

( Logistics

( All training support requests must be submitted (10) working days in advance

( Training support requests submitted by Company Gunnery Sergeant to S-4 Chief

( Safety Considerations

( Comm Plan

( Primary and alternate communication to Range Control (BLACKBURN)

( Maintain Battalion Tac 2 (F440) as safety net

( Radio checks on the hour with battalion

( Report occupation, hot time, cold time, and departure

( Safety Vehicle

( Driver briefed on his duties and route to hospital

( Driver provided with strip map to hospital

( Identify PSOs by name

( Briefed on their responsibilities




( Ensure you have red pyro (check out from armory)

( Fire & movement ranges require multiple red star clusters.  At a minimum, their will be red star clusters with the OIC and with the RSO located with the moving unit.

( Instructions on enclosures

( Range Sketch

( Completed at range by OIC/RSO

( Include locations of:

( Ammo Issue Point

( Safety Vehicle/Corpsman

( OIC

( RSO

( Lateral limits

( Firing line

( Maneuver Box (if applicable)

( Major terrain features

( Targets

( Location(s) of concurrent training

( ORM worksheet


( See ORM section of this SOP

Once the Company Commander has given his guidance, the package should be developed by the OIC and RSO working in concert with the Battalion Gunner.  The Battalion Gunner will sign the original and make a copy of the package for his files.

The package must be briefed to the Company Commander prior to the training meeting it will be presented at.  The package is then submitted to the Training Officer at the weekly training meeting two weeks before conduct of the range.  The package will not be accepted without all required signatures.
The Training Officer will submit the package to the Operations Officer that afternoon.  If he requests a brief from the OIC, the Training Officer will contact that Marine through his XO.

The Battalion Gunner and Operations Officer will meet with the Battalion Commander on Friday mornings to discuss upcoming live-fires.  Company Commanders will meet with the Battalion Commander directly afterward.

OIC/RSO Certification Program.  The Battalion Gunner runs the OIC/RSO certification program for the battalion.  All SNCOs and Lieutenants, regardless of MOS or Billet will complete the OIC/RSO certification program.

The program consists of two parts:


( Base Range Control certification.  This consists of a 1 1/2 to 2 hour 

class given every Friday at Base Range Control.  Upon successful completion of the class, the Marine will be issued an orange RSO card good for two years.


( Battalion OIC/RSO Certification.  After receiving base certification, 

the Marine must bring his orange card to the Gunner.  The Gunner will conduct a brief covering MCO 3570 and OIC/RSO issues specific to the battalion.  Upon completion of this brief, the Marine is certified as a 3/8 OIC/RSO.  The battalion certification must be renewed annually.

No 3/8 Marine can serve as an OIC or RSO of any live-fire evolution who is not currently certified as a 3/8 OIC/RSO.

Whenever we deploy to a new area, OICs and RSOs will be required to undergo a certification process by that area’s range control.  The orange RSO card is only valid for Marine Corps Base Camp Lejeune.

In addition, any OIC/RSO desiring to use ranges that fall under the control of Weapons Training Battalion (Stone Bay), must receive an additional brief and RSO card from the WTBN Range Officer.

No matter where we are training, we will always follow MCO 3570.1A

Range Safety Can.  Each company will prepare a range safety can.  This will be a 60mm mortar can painted red with the word SAFETY stenciled on it.  This can will be present at all ranges.  If a company is running multiple ranges on the same day, they will coordinate laterally with another company to borrow their range safety can.

At a minimum, the range safety can will consist of the following items:


( BO P3570.1 (Base Range Control SOP)


( MCO 3570.1A 


( Technical Manuals (TMs) for every weapon system organic to that 

company, plus any other weapon being fired at the range.

( All applicable FMs & MCWPs

( Extra pressure bandages

( Air panel for marking an LZ for MEDEVAC

Special Instructions for Field Exercises

The battalion and subordinate units will normally conduct field training from Tuesday to Thursday.  At times, the battalion or subordinate unit will conduct longer field exercises (FEXs) that will usually run from one Wednesday until the next Wednesday.  These will often be followed by an extended liberty period (72 or 96) for the Marines.

While a unit is in the field, certain administrative issues must still be attended to in the rear.  For this reason, Commanders are encouraged to leave a functional rear party during all but the most extensive FEXs.  It is recommended that the Company Training Officer shuttle to and from the field in order to meet both field and administrative training requirements.

A company LOI must be produced for all field training.  This LOI, maintained at the company level, must include the following information:


( Training to be conducted


( Standards the unit is training to (ITS, Battle Drill, MPS)

Field Tracker.  A field tracking board is located in the S-3 shop during working hours and the OOD shack after working hours.  The board is used to units operating in the field.  It includes the unit, radio callsign, start and end times/dates, location (range or grid), and numbers of personnel.  It is the responsibility of the unit commander to ensure the board is updated.  This can be accomplished via radio traffic or having a representative visit the S-3 or OOD personally.  

It is imperative that the unit commander or a senior representative personally check out with the Operations Officer, the Training Officer, or the OOD upon their unit’s departure from the battalion area.  The same process is to be followed upon the units return to the battalion area.

Required Communication.  All units in the field must maintain 24hr. radio communications throughout their field evolution.  Units will provide daily SITREPS to the OOD at 0600 and 1800 daily on the battalion safety net.

Additionally, units will report command post locations upon establishment and after each re-location.

Cellular or landline phones will be used as an alternate means of communication.  Substitution of phone for radio must be approved by the Operations Officer or Battalion Training Officer prior to departure of the battalion area. 

Operational Risk Management

Risk management is the process of identifying, assessing, and controlling risks arising from operational factors and making decisions that balance risk costs with mission benefits.

ORM is a five-step process.  The steps correspond with the decision-making process (BAMCIS) as shown in the following matrix:

	Decision- Making Process (BAMCIS)
	Risk Management Steps

	
	Step 1

Identify Hazards
	Step 2

Assess Hazards
	Step 3

Develop Controls/Make Risk Decisions
	Step 4

Implement Controls
	Step 5

Supervise and Evaluate

	Mission Receipt
	X
	
	
	
	

	Begin 

Planning
	X
	X
	
	
	

	Arrange for Reconnaissance
	X
	X
	X
	
	

	Make Reconnaissance
	X
	X
	X
	
	

	Complete the Plan
	
	X
	X
	
	

	Issue the Order
	
	
	
	X
	

	Supervise


	
	
	
	
	X


The ORM process exists on three levels.  The Commander selects which level based upon the mission, the situation, the time available, the proficiency level of personnel and the assets available. While it would be preferable to perform a deliberate or in-depth risk management process for all evolutions, the time and resources to do so will not always be available. One of the objectives of ORM training is to develop sufficient proficiency in applying the process such that ORM becomes an automatic or intuitive part of our

decision-making methodology. In the operational environment, leaders should be able to employ this time-critical process to make sound and timely decisions that generate tempo and facilitate decisive results. The three levels are as follows:

( Time-critical - An "on the run" mental or oral review of the situation using the five step process without recording the information on paper. The time critical level of ORM is employed by experienced personnel to consider risk while making decisions in a time-compressed situation.

( Deliberate – Application of the complete five-step process in planning an operation or evaluating procedures.  It uses primarily experience and brainstorming to identify hazards and develop controls, and is therefore most effective when done in a group.  

( In-Depth - Deliberate process with a more thorough risk assessment (first two of the five steps) involving research of available data, use of diagram and analysis tools, formal testing or long term tracking of the hazards associated with the operation (sometimes with assistance from technical experts) to identify and access the hazards.

We will conduct ORM at one of the above levels for every 3/8 training evolution.  At a minimum, commanders will engage in ‘Time-Critical’ ORM with their subordinate leaders throughout their daily routine.  

Training evolutions that require deliberate ORM (ORM worksheet completed and submitted to Training Officer) are identified below:


( Live-fire evolutions


( HRST evolutions


( Helo Dunker


( Swim Qualification


( Conditioning Hikes


( Field Exercises


( SESAMS (Simunitions) exercises


( Any other high-risk activity

Upon completion of ORM, if commanders feel that excessive risk exists, the evolution must be briefed to the next person in their chain of command.

Bottom line:  We will take no unnecessary risk.

SCHOOLS

School Tracking Procedures

Each Friday at 1300, any students attending schools the following week will check out with the S-3 Schools NCO to recieve orders, detailed reporting instructions, gear list, and any other final coordinating instructions.  Much of this information will have already been passed via the Company Training Officers and NCOs.

Companies will ensure that any Marine submitted for a school meets all    pre-requisites for that course.

For schools that require orders:  Once the S-3 Schools NCO has received confirmation of a school seat from our higher headquarters, he will complete a TAD request for the students and submit it to S-1 for action.  S-1 will process the necessary paperwork and track the orders, but the overall responsibility for tracking TAD requests and orders lies with the individual Marine and his chain of command.  

Upon completion of course:  Once a Marine completes a course, he will return to the S-3 Schools NCO at 0800 the following working day to check-in.  At this time, he will give the Schools NCO a copy of his graduation certificate.  

Companies will not be allowed to nominate any Marines for courses if they have students that have not checked-in after completion of a school.

TRAINING SUPPORT

Logistics will make or break our training.  Good logistical support will allow us to conduct aggressive, creative training.  The only way we can receive this necessary support is to plan well in advance, be proactive, and understand the logistics system.

Many of our logistics we need are housed at a higher level than battalion.  There are a myriad of different commands and agencies we must deal with to secure the necessary support.  Because of this, there are some ‘hard & fast’ rules we must follow when requesting logistical training support. 

Timeline for Support Requests

Training Support Requests (TSRs) must be submitted to the Logistics Chief no later than (10) working days prior to commencement of a training event.

Training Support Request
This document is submitted by the Company Gunnery Sergeant to the Battalion Logistics Chief NLT (10) working days prior to requested support.  The two-page document (one page front and back) covers the following types of support:


( Transportation


( Chow


( Medical Support


( Armory Support

Separate requests for the above items are no longer authorized.  Even when only requesting one of the above items, the company will utilize the TSR and route it through the Logistics Chief.

The only other documents that should be required are documents supporting the TSR (meal roster, etc.) and requests for support from outside the S-4 commodities (communication gear/ support, intelligence support, SESAMS support, etc.).

Once submitted, the Logistics Chief will disseminate the TSR information to the appropriate commodity representative (Motor-T, Ammo Techs, etc.).  He will then track the TSR, and be prepared to brief the current status at each week’s training meeting.

Ultimately, it is the OIC/ Primary Instructor’s responsibility to follow-up on his TSR.  


TRAINING DOCUMENTATION

Training documentation is a key element of our operational readiness.  It allows us to determine our strengths and weaknesses, identifies personnel with critical skills, and gives us a good overall picture of where we stand as a combat ready unit.

Training documentation includes all of the following:


( Training Plans


( Training Schedules


( LOIs and Live-Fire Confirmation Packages


( Individual Training Records


( Company/ Platoon Proficiency Charts


( Records of Directed and Ancillary Training



( Class rosters

Much of this is covered in different sections of this SOP.  In this section, we will only address:  Reports 3/8 submits to higher headquarters, required company level documentation, and how the battalion maintains its training documentation.

Reports

The following reports are required to be submitted by the companies:


( Weekly Training Schedules (See training schedule section of this SOP)

( Weekly Rifle Report.  Identifies those who are required to shoot, those who have already shot this FY, and those remaining.

( Monthly Statistics and PME Report.  This reports our current status in the following areas:


( Rifle Range


( Pistol Range


( Tan Belt


( NBC Chamber Qualification


( Swim Qualification


( PFT Status


( PME Status 



( Non-Resident




( Sgt=

8000 series MCI




( SSgt=
7100 series MCI




( GySgt=
Warfighting






7200 series




( WO/CWO2=
Warfighting




( CWO3/4=
AWS Non-Resident




( Lts=

AWS Non-Resident




( Capts=
AWS Non-Resident




( Maj=

Cmd & Staff College Non-Resident



( Resident




( Cpl=

Cpl’s Course




( Sgt=

Sgt’s Course




( SSgt=
SNCO Career Course




( GySgt=
SNCO Advanced Course




( 1stSgt/MSgt= Seminar




( SgtMaj/MgySgt= Symposium




( Capt=
AWS or equivalent




( Maj=

Cmd & Staff College or equivalent


Deadlines for Training Reports

( Weekly Training Schedules.  Due to S-3 by 1600 Wednesday for two weeks 

out.

( Monthly Statistics and PME Report.  Due to S-3 (5) working days before the end of the month.

( Weekly Rifle Report.  Due to S-3 COB Friday for that week.  Must reflect Marines who shot that week.

Battalion Database

The Operations Section maintains an extensive database including records on every Marine and Sailor carried on our morning report.  This database is only as accurate as the information we put into it.  It is the duty of the companies to ensure their Marines’ information is correct.  Individual Training Records are maintained at the company level, and should be the source document for all training information inputted into the database.

Company Training Officers will ensure that their Training NCO updates the Operations Section database once every month.  This will be done by appointment with the Battalion Training NCO.  Companies that fail to do this will not be allowed to schedule any further training until this has been accomplished.

Required Company Documentation

Companies are required to maintain the following documentation:


( An Individual Training Record for each Marine.  At a minimum, this 

should consist of their current BIR, BTR, and an Individual Training 

Record Sheet showing when they completed all required training.


( A Company Proficiency Chart.  This lists all of the drills found in 

the Battle Drill Guide, and shows when each squad or section in the company completed the drills.

( A spreadsheet or database showing when all formal training and ancillary training was completed.  This should be backed up by class rosters for each class, discussion, or brief.


( Company training schedules, LOIs, ORMs, and training plans for the 

past (2) fiscal years.

( Schools information.  Companies need to know which Marines have been 

to which schools, when their certifications expire, and be able to tally total number of Marines who have been to any given course.

( This includes information on all of the following types of schools:


( Formal Schools (PME & MOS related)


( Internal battalion courses (Enhanced Marksmanship Course)

( Vehicle licensing courses (HMMWV, 7-ton, Bus, Ambulance, etc.)


( Antiterrorism courses.

After Action Reviews

After Action Reviews (AARs) are a crucial part of training documentation.  They allow us to identify our strengths and weaknesses (the Evaluate stage of the Systems Approach to Training) and adjust our training plan accordingly.

After any battalion evolution, Company Commanders will submit AARs to the Operations Section no later than close of business on the first full working day after the evolution concludes.

Company Commanders may also be tasked to provide AARs for any battalion-driven or battalion assigned evolutions (MEUEX/SOCEX support, Bilateral training exercise, etc.)

In addition, all unit commanders are expected to conduct internal AARs (formal or informal) for every evolution they conduct.

A sample AAR format is enclosed.

REFERENCES
This SOP is not meant to be an exhaustive, all-in-one resource.  There are a lot of details that have been purposely left out in order to keep this document manageable.  All trainers will make themselves thoroughly familiar with the following training references.

( Common Sense Training.  LtGen Arthur S. Collins Jr., USA.  This book outlines 3/8’s philosophy and approach to training.  Many of the directions in this SOP come from this source.  It is mandatory reading for all Officers and SNCOs of this battalion, within the first 30 days of joining the battalion or within 30 days of the publication of this SOP.  The Training Officer will conduct periodic PMEs covering the techniques in this book.

( MCRP 3-0A Unit Training Management Guide.  Lays out the philosophy, principles and policies of the Marine Corps training management system.  Designed for Operations Officers at the battalion level and above, but helpful to trainers at every level.  All Company Commanders and Company Training Officers will read and be familiar with this publication.

( MCRP 3-0B How to Conduct Training.  The company level counterpart to 

MCRP 3-0A.  Required reading for all Officers and SNCOs in the battalion.

( MCO 3570.1A Policies and Procedures for Firing Ammunition for Training, Target Practice, and Combat.  The authority on all live-fires.  This order supercedes all local range regulations for soldiers and Marines, regardless of which service or even which country is running a given range.  Ensure you are using the latest version with all changes. 

( MCO 1510.35D Individual Training Standards (ITS) System for Infantry (Enlisted) OCCFLD 03.  Contains all 03xx ITSs.

( MCO 3501.3C  Marine Corps Combat Readiness Evaluation System (MCCRES) Volume II, Infantry Units.  The MCCRESS Manual.  Contains all MPSs.

( Battle Drill Guide.  This two volume set is produced by Marine Corps Institute.  Book One is Basic Infantry Training and Book Two is Infantry Specific Training.  The books are based on the ITS system, and contain (30) core battle drills that every squad and section should strive to master.  Appendix C of MCRP 3-0B contains an example lesson guide for a battle drill.

( 3d Battalion, 8th Marines Training CD.  This CD contains almost all of the documents referenced above, plus many more.  An electronic version of this SOP, plus all battalion training documents are also on the CD.

Finally, the Doctrine Division webpage contains every current Marine Corps publication.  They can be found at: 

https://www.doctrine.quantico.usmc.mil
FORMS/BATTALION TRAINING DOCUMENTS

The following sample documents are also located on the 3/8 Training CD.

( Sample Training Schedule

( Live-Fire Confirmation Brief

( ORM Worksheet

( Training Support Request

( Weekly Rifle Report

( Monthly Statistics & PME Report

( Company Proficiency Chart

( Individual Training Record Sheet

( AAR Format
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