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1. PURPCSE: To establish USASSI instructor certification
pol i cies and procedures.

2. REFERENCES:
a. AR 600-9, The Army Wi ght Control Program

b. AR 611-101, Personnel Selection and C assification,
Comm ssioned Oficer Cassification System

c. AR 611-112, Personnel Selection and C assification,
Manual of Warrant O ficer MIlitary QOccupational Specialties

d. AR 611-201, Enlisted Career Managenent Fi el ds and
Mlitary Cccupational Specialty

e. AR 614-200, Selection of Enlisted Soldiers for Training
and Assi gnnent

f. TR 350-70, Training Devel oprent Managenent, Processes,
and Products
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g. TR 351-18, Total Arny School System (TASS)

3. SCOPE: This regulation applies to the United States Arny
Sol di er Support Institute (USASSI), the Adjutant General,

Fi nance, and Recruiting and Retention Schools, the
Noncomm ssi oned O ficer Acadeny (NCOA), and the seven TASS
Personnel Service Support (PSS) battalions and their subordinate
el ement s.

4. POLI CY:

a. Overall responsibility for certifying instructors rests
with the service school conmandant who is proponent for the
subj ect matter being taught.

b. Al USASSI schools and TASS PSS battalions are
responsi bl e for coordinating training of their instructors and
supporting certification activities.

c. Instructors nust be certified in each course they are to
teach. Prior to conducting instruction, they nust denonstrate
subj ect matter proficiency and neet all instructor requirenents

in governing regulations and directives. An instructor certified
to teach an upper-level course is also qualified to teach | ower-

| evel courses in the same MOS. To teach a nmerger MOS,
instructors nmust be qualified subject matter experts in the MOS.

I nstructors may al so be certified to teach a specific block of

i nstruction.

d. Conmmandants and TASS PSS battalion commanders will ensure
that their instructors neet all certification requirenments before
assigning them any teaching responsibilities.

e. PSS Battalion instructor certification requirenents,
other than Mlitary Qccupational Specialty Qualification (MXSQ,
will be attainable in one year’s training tinme (one Annual
Training [AT] and 48 Unit Training Assenblies [UTAs]).

5. CERTI FI CATI ON REQUI REMENTS: To be certified, an instructor
nmust :

a. Have conpl eted a TRADOC- approved instructor training
course (I TO.

b. Hold the instructor identifier ASI 5K for comm ssioned
officers, SQ 8 for warrant officers, SQ H for nonconm ssi oned
officers, and Career Program (CP) 32 series specialty for
civilians.
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c. Conplete a small group instructor (SGE) training course
if assigned to facilitate small group instruction.

d. Hold the MOS or ACC applicable to the content of the
course for which certification is desired or be a qualified
subj ect matter expert (SME)

e. Meet APFT and body fat standards (mlitary only).

f. If teaching classified material, hold the requisite
security cl earance.

. Be a graduate of the course being certified to teach or a
qualified SME of the course, block of instruction, or |esson
being certified to teach.

h. Pass an Instructor Certification Board.

i. Meet Course Managenent Plan instructor certification
requirenments.

6. CERTI FI CATI ON PROCEDURES:
a. Certification Boards:

(1) Are responsible for reviewing the qualifications,
subj ect matter expertise and instructional skills of potential
i nstructors and preparing recomendations for certification.

(2) WII be appointed in witing by the TASS PSS
battal i on commanders and the service school commandants for their
respective organi zati ons.

(3) WII usually consist of fromthree to five nmenbers.

As a minimum the board will include individuals capable of
determ ning instructor subject matter expertise in the subjects
they will teach and assessing their instructional techniques and

skills. Board nenbers should be drawn frominstructors certified
to teach the sane course; battalion and service school Title Xl
per sonnel having the required subject nmatter experti se;

instructor training course trainers; and training eval uators.

The seni or nmenber of the board will serve as board president. As
a mnimm the president of the board will be senior to the
instructor(s) being certified.



USASSI Reg 350- 25

b. Pr ocedur es:

(1) An instructor’s first-line-supervisor will initiate
a request for certification by conpleting applicable portions of
the Instructor Certification Checklist (Appendix B) and
forwarding it to the President of the Certification Board.

(2) The Certification Board will:

(a) Reviewthe instructor’s qualifications to
assure all qualifications contained in this regulation and the
Cour se Managenent Plan are net.

(b) Observe the instructor in a training rehearsal
in which the instructor denonstrates the ability to teach
material fromthe course for which certification is desired. Use
an evaluation formto record its observations. I|tens such as
those on the format Appendi x C should be covered.

(c) Meet with the instructor to gain additional
i nformati on concerning subject matter qualification and ot her
certification considerations.

(d) Prepare and forward a reconmendation for
certification (or non-certification) to the PSS battalion
commander or school commandant .

(3) Upon receipt of a Certification Board
recomendati on, the PSS battalion commander will endorse it to
t he conmandant of the service school that has proponency for the
subj ect being taught (Appendix A).

(4) Service school commandants, the approving authority
for certification of instructors teaching their proponent
subj ects, will review the recommendati on and, if approved, issue
a certification certificate (Appendix D).

c. Instructors failing to achieve certification due to
subject matter or instructor skill deficiencies will be advised
of their shortcom ngs and given 60 days to correct themprior to
reappearing before a Certification Board.

d. Tinme and distance factors and resource constraints wl |
tend to conplicate instructor certification procedures. To
assist in overcomng these factors, the use of creative and
fl exi bl e procedures in scheduling and adm nistration are
encouraged. As an exanple, Certification Board nenbers may
performtheir duties individually and subsequently prepare a
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consol i dated recommendation. Additionally, maxi num use of
t echnol ogy, such as using video teletraining or video taping
presentations for viewing later, is encouraged.

e. Recertification is required under any of the follow ng
condi ti ons:

(1) Before an instructor teaches a different course or
bl ock of instruction.

(2) Every five years.

(3) If the instructor has not taught the certified
course within the last 36 nonths.

Recertification is conducted the sane way as initial
certification.

f. An instructor’s certification nmay be wi thdrawn by the
commandant of the service school who issued the initial
certification if the instructor fails to maintain any of the
listed certification requirenments. Recommendations for
certification withdrawal will contain the rationale for the
action and be endorsed through the chain of command to the
appropriate service school conmandant.

g. Service school commandants and TASS PSS battalion
commander s have overall responsibility for maintaining
certification records of their instructors. |Instructors are
responsi bl e for being able to produce a copy of their
certification upon request and for including a copy of their
certification in their classroomvisitor folders.
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APPENDI X A
SAMPLE TRANSM TTAL MEMORANDUM

AXTG XX ( ) Dat e

MEMORANDUM FCOR Commandant, Adj utant CGeneral School, Fort Jackson
SC 29207- 7025

SUBJECT: | nstructor Certification

1. Reference USASSI Regul ation 350-25, Instructor Certification.

2. Recomrend SFC Chris D. Frank, XXX-XX-XXXX be certified to
teach the 71L10 AIT course. He has successfully net al

instructor certification requirenents outlined in referenced
regul ation. A copy of the instructor certification checklist and
an instructor evaluation for SFC Frank are encl osed.

3. POCis MSG Clayton S. WIIlians, DSN 555-8734, conmmerci al
(803) 877-9378.

Encl s MATTHEW J. KELLY
LTC, AG
Commandi ng
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APPENDI X B

| NSTRUCTOR CERTI FI CATI ON CHECKLI ST

| NSTRUCTOR: GRADE: SSN:

ORGANI ZATI ON:

COURSE/ BLOCK OF | NSTRUCTI ON:

Conpl et ed Dat e
Certification Requirenent YES NO Conpl et ed

1. Conpl eted TRADOC- approved ITC in
the last 5 years

2. Instructor SQ/ASI Awarded (ml)

3. Career Program CP32 Specialty (civ)

4. MOS/ ACC/ SME sane as for course/
bl ock of instruction to be taught

5. Gaduate of course to be taught
or fully qualified SME

6. Meets body fat standards of
AR 600-9 (ml)

7. Passing score on APFT (AC-I ast
6 nmonths, RC-last 12 nonths)(ml)

8. Completed Small Group Instruction
Course (if teaching SA@ node)

9. Meets certification requirenents
i n Course Managenent Pl an

10. Successfully passed Certification
Board revi ew

CHECKLI ST DATA VERI FI ED BY:

(Printed nane and grade)

ORGANI ZATI ON:

SI GNATURE: DATE:
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The proponent for this regulation is the
Directorate of Training Support (DOTS). Users
lare invited to send comments and suggested
improvements on DA ‘Form 2028 (Recommended
changes to Publications and Blank Forms) to
COMMANDER USASSI, DIRECTOR OF TRAINING SUPPORT,
TLECT DIVISION, 10000 HAMPTON PARKWAY, FORT
JACKSON SC 29207-7025.

FOR THE COMMANDER:

N\ N
\ / \<
S N

D. C. BARNEY
Director, ]
Training Support

'OFFICIAL:

PATRICK J. WIRT
CW4, USA
_Adjutant General
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