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	Commanding Officer
U. S. Coast Guard
Personnel Services Support Unit
	4000 Coast Guard Blvd.
Portsmouth, VA 23703-2199
Staff Symbol: c
Phone: (757) 483-8590
Fax: (757) 483-8795


CG PSSU PORTSVA INST 1500.1


30 November 2010
PERSONNEL SERVICES SUPPORT UNIT PORTSMOUTH INSTRUCTION 1500.1
	Subj:
	PERSONNEL SERVICES SUPPORT UNIT (PSSU) PORTSMOUTH EDUCATION SERVICE, REGULATIONS AND PROCEDURES


Ref:      (a) DANTES Examination Program Handbook (DEPH)

     http://www.dantes.doded.mil/Dantes_web/examinations/EMIS_Intermediate.htm 
(b) Training and Education Manual, COMDTINST M1500.10B 
 (c) Education Services Officer (ESO): Volume III, Voluntary Education Program

      http://www.uscg.mil/hq/cgi/eso/eso_guide_v3.asp 
1. PURPOSE.  To establish policies, procedures and guidelines for the operation of the Personnel Services Support Unit (PSSU) Portsmouth Education Services.
2. ACTION.  All Division officers and supervisors shall ensure that the contents of this instruction are disseminated to their military and civilian personnel.
3. DIRECTIVES AFFECTED. None.
4. BACKGROUND.  Education and training are essential to enabling Coast Guard personnel in meeting the demands of the future.  It is the responsibility of the Educational Services Officer (ESO) to provide opportunities for all Coast Guard members to continue their professional growth and development.  The PSSU Educational Services Coordinator (ESO) is also designated as the Regional ESO for District Five and, as such, is charged with providing guidance and recommending solutions to other unit ESOs within D5 in areas where the unit ESO is unclear.
5. ORGANIZATION. The PSSU ESO handles all matters concerning education for members assigned permanently and TAD to PSSU Portsmouth, Base Support Unit Portsmouth, and Health, Safety and Work-Life Field Office Portsmouth.  All services require the presentation of a valid ID card.
6. COURSE MATERIAL.  Course material must be ordered by the ESO.  Members should send an e-mail with their name, rate/rank, EMPLID, and material being requested.  Receipt of material may take up to 45 days.  Members should ensure their e-mail and unit OPFAC are correct in Direct Access prior to ordering to ensure delivery.
7. TESTING.  
a. End-of-Course-Testing (EOCT).  PSSU Portsmouth Education Service Office is a designated Library Unit and stocks most current end-of-course-tests.  EOCTs are administered every Tuesday at 1300 and Thursday at 0800 in the PSSU Learning Center.  Advanced scheduling is required to ensure seating availability.  Members must bring their valid ID card; copy of the CG-3303 when taking a rating EOCT; or the CG-1510 when taking the EPME exam as appropriate verification of completion of performance qualifications (practical factors) before they will be allowed to take any EOCTs.  These forms must be signed by their supervisor as required by ALCOAST 586/05.
b. AFCT/ASVAB.  Administered every 2nd and 4th Wednesday of each month at 0800 to current active and reserve members only.  Advanced scheduling is required.  Members of co-located tenant commands must coordinate the administration through their unit’s ESO.  The PSSU ESO will score and update Direct Access appropriately.
c. CLEP and DSST.  These exams are available free-of-charge to active duty; spouses of active duty; reservists; and federal civilian employees.  These exams are administered every Tuesday at 1300 and Thursday at 0800.  Advanced scheduling is required.  Any member requiring the Principles of Speech exam will be scheduled individually, separate from the days and times mentioned above.
d. ECE.  Excelsior College examinations are available free-of-charge, upon request, to active and reserve members only.  Receipt of these exams may take 7-10 business days.  Upon receipt member will be notified via e-mail.  Testing for ECE exams is available every Tuesday at 1300 and Thursday at 0800.  Advanced scheduling is required.

e. ASTB.  The Aviation Selection Test Battery can be administered upon request.  

f. PROCTORING.  Proctoring of off-duty education exams (i.e. mid-term, final) is available upon request for active duty, reservist, spouses, and federal civilian employees every Tuesday at 1300 and Thursday at 0800.  Advanced scheduling is required.  Exams taken via the Internet will require students to have CAC card access.  
g. SAT/ACT/GRE/GMAT.  We currently use our partnership through local Navy College Offices.  Each member is authorized one free administration.  
h. Other Exams.  Requests for exams other than those listed above will be handled on a case-by-case basis upon requests.  Please contact the PSSU ESO for further guidance.

8. TUITION ASSISTANCE.  The PSSU has implemented electronic Tuition Assistance (eTA) processing.  Active duty, reservists, and federal civilian employees are eligible.  Eligible persons wishing to take advantage of TA will be required to sign up for a Navy Knowledge Online (NKO) account prior to being allowed access to electronic TA processing.  Please contact the PSSU ESO for more information.

9. SERVICE WIDE EXAMS (SWE).  Service wide exams are administered three (3) times yearly at Portside.  In May, for all active duty rates and ranks, on the first Tuesday and the first Thursday following the first Tuesday; in October, for all reserve rates and ranks, on the third Saturday; and on the first Thursday in November for active duty members advancing to E-5 and E-6 only.  The PSSU ESO will notify via e-mail each member for which an exam is received with day, date, and time information.  Please ensure your e-mail is up-to-date in Direct Access.  This is a mandatory muster and a uniform is required; the uniform of the day is appropriate.  Reserve members in the rate of IV are authorized to wear business casual (no jeans).  Latecomers will not be permitted to enter.
10. COUNSELING.  Educational counseling is done on an individual basis and scheduling is requested, but walk-ins are accepted.  Subjects for counseling include, but are not limited to: off-duty education, tuition assistance, educational assessments, AFCT/ASVAB, testing options in voluntary education, GI Bill, enlisted-to-officer programs, advanced education opportunities, SOCCOAST, and education benefits.  This service is available to all members within District 5, however, the member will be required to complete any forms associated with any counseling session and submit through their unit’s ESO.
11. LIBRARY.

a. Leadership Library.  Located in the PSSU Educational Services Office, holds title from the Commandant’s Reading List on topics such as Leadership, Management, Military issues, Historical issues, Biographies, Time Management, and Stress Management.  Books are available for loan for the period of one month.
b. CLEP/DSST.  Study material is available for the five CLEP General examinations:  Math, Social Science, Natural Science, English, and Humanities.  Various other study materials are also available.  Books are available for loan for the period of one month.

12. COLLEGES & UNIVERSITIES.  The PSSU hosts several colleges and universities on campus monthly at various times and locations; schools include a local community college, a local four-year University, and one that offers graduate degrees.  Schools hosted are subject to change.  Please contact the PSSU ESO for details.
13. SERVICES TO OTHER COMMANDS.

a. ESO.  If unit ESOs and/or Alternate ESOs will be unavailable for two (2) weeks or greater, please coordinate services with the Regional ESO.  Where it is reasonable, the absence should be advertised, and members reminded to plan accordingly for SWE deadlines, routine testing, tuition assistance, etc.
b. Service Wide Exams (SWE).  Tenant commands are invited to administer their unit’s SWEs together with the PSSU.  Please respond to the e-mail as requested.  Seating availability is limited, and e-mails will be handled on a first come, first served basis.  Additionally, all unit ESOs are responsible for the administration and return of their unit's SWEs, and as such must be present during the administration.  ESOs unavailable to proctor their commands SWE, must provide an appropriate substitute proctor.  ESOs taking this option will be required to adhere to the PSSU times for administration of service wide examinations.  Latecomers will not be permitted to enter.
14. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS:  Environmental considerations were examined in the development of this instruction and have been determined to be not applicable.
15. FORMS/REPORTS.  None.


                 //s//


P. F. BROOKINGS


Dist:  PSSU Lists I, II, III, and IV
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