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Chapter 1

Overview

SYLLABUS FOR YN “A” SCHOOL

a) Orientation and Administration: 

· Tracen Petaluma Indoctrination

· Computer Logon 

· Computer Orientation

· LAMS/POI 

· Typing Requirements

· Team Assignment and introductions

· Direct Access Sign-on

· Medical (Tracen Students only)

· YNCM Indoctrination

· Class Advisor Indoctrination

b) Module 1: 

· Training Performance Objectives (TPO) Introduction and 

· Introduction to Reference Materials

c) Module 2: Correspondence

d) Module 3: Computations


e) Module 4: Dependent Benefits

f) Module 5: Separations and Retentions

g) Module 6: Transfers and Reserve

h) Graduation Requirements: EOCT and MRNs

Overview

________________________________________________________________________

Introduction

This guide has been prepared for your use.  It contains valuable information.  You will be held accountable for all the information contained in this guide. 

________________________________________________________________________

Topics Covered

The following topics will be covered throughout this guide.

· Student Information

· School Guide

· Typing

· Summary

________________________________________________________________________

What if it’s not covered?

If a situation occurs that is not covered in this guide or a Training Center Instruction, refer to the appropriate Coast Guard Instruction/Regulation.  If you are still unsure, ask your class advisor, the yeoman staff, or the appropriate Training Center personnel.

____________________________________________

Chapter 2

Student Information
School Information

_______________________________________________________________________

Yeoman School Staff

School Chief:         YNCM V. E. Keithley    

Course Chief:
YNC T. Greene

Instructors:
YN1 T. Bingham 

YN1 D. Chester

YN1 C. Fiorenza 

YN1 C. Nauta 

YN1 T. Rivera

YN2 L. Bassell

________________________________________________________________________

Mailing Address:

NAME

C/O YN “A” School

Class Number 

U. S. Coast Guard Training Center

599 Tomales Road

Petaluma, CA  94952-5025 

Emergency Phone Numbers:
School:                        (707) 765-7103/7132

TRACEN Police:        (707) 765-7215 (24 hrs) 

Chapter 3

YN School Guidelines
School Information
________________________________________________________________________

Introduction

This portion of the student guide will provide information in regard to the school’s policies and procedures.  If you have any questions please inform your class advisor.

_______________________________________________________________________

Topics Covered

The following topics will be covered in this section:


· School Hours and Classroom Availability 

· Marching 

· Petty Officer Qualities

· Student Conduct

· Student Counseling

· Class Officers

· Phone Calls

· Barracks Inspection

· General Information

School Hours and Classroom Availability
________________________________________________________________________

Introduction 

The following are the normal school hours.  These hours may be adjusted at any time as deemed appropriate by the Yeoman “A” School staff.

_______________________________________________________________________

School Hours 

Monday - Friday

· 0730 to 1130 – Class

· 1130 to 1300 – Lunch

· 1300 to 1600 – Class

Classroom Availability 

· The classroom will be available anytime after normal school hours during the week and anytime on weekends/holidays up until 2200.  A key will be provided to the Class Leader and the Assistant Class Leader.  Students are not allowed to be in the classroom at lunchtime. (Unless authorized by the yeoman staff)

NOTE:  Although the Class Leader is ultimately responsible for the classroom after hours, anyone using the classroom must ensure that it is properly secured after use.  If the classroom is found in an unacceptable condition, both the Class Leader and those who utilized the classroom will be held accountable.

Marching
________________________________________________________________________

Introduction 

While attending “A” School you will be required to march in formation.  The following rules will be adhered to at all times. 

_______________________________________________________________________

3 or More 

Students in uniform must form up and march when in a group of three (3) or more, regardless of time of day.

_______________________________________________________________________

Marching to and from School 

· The Class Leader will hold a muster every morning and before returning from lunch.

· The Class Leader will march the entire class to and from school.  

· In the absence of the Class Leader, the Assistant Class Leader will be in charge of the class.  

· Military bearing and conduct will be maintained at all times.  Any unbecoming conduct, i.e. talking, disrespect toward the Class Leader or Assistant Class Leader, etc. will not be tolerated and will be dealt with by the YN “A” School staff.

· Any incident that occurs while marching will be immediately reported to the Yeoman staff at the earliest opportunity.
Petty Officer Qualities
Introduction 

Not only will you be a yeoman when you graduate, but quite possibly a petty officer. Your conduct here should represent that of a person who will soon be fulfilling a position of great responsibility and trust.  As such, while here at Training Center Petaluma you will be evaluated daily on your petty officer qualities.

The Advancement/Evaluation system used at YN “A” School will be explained to you by the School Chief in the first couple days of school.

Grooming and Hygiene

All students will be required to maintain proper grooming and hygiene in accordance with the Coast Guard Uniform Regulations, COMDTINST M1020.6E.  You can look on the following link if you have any questions.   USCG Uniform Regulations Manual.  Failure to adhere to these regulations will be subject to disciplinary action.
Uniform 

Present a good military appearance.  Uniforms will be kept clean, pressed and properly worn at all times.  Brass, footwear, cap and devices will be highly polished and clean.  Non-regulation items, specifically prior unit items (unit ball caps, float coats, leathermans, etc.), are not authorized for wear onboard the Tracen.  Uniforms with paint stains are not acceptable and shall not be worn.  Ensure proper fit of all uniform items.

Conduct 

Promote and support respect of rules, regulations and military standards.  Acts of misconduct will not be tolerated and will be handled by appropriate disciplinary action.

Financial Responsibility

Maintain personal finances and dependent obligations in a responsible manner and as required by Coast Guard policies.  Failure to do so may adversely affect your advancement and/or transfer.

Weight & Physical Fitness Standards 

You must be in compliance with the Coast Guard weight standards as per COMDTINST 1020.8(series).  Failure to be in compliance may affect your continuation in the course, assignment and/or advancement.  


Although participation in a fitness program is not mandatory while attending training at Tracen Petaluma, all students are highly encouraged to maintain a personal fitness routine.

Student Conduct
Introduction

The following guidelines will assist you in adjusting to the “A” School environment.  Remember, not all situations can be listed, so use common sense and follow standard military customs.

Classroom Conduct


· Maintain a professional attitude toward instructors and fellow students at all times.  Disrespect of any kind will not be tolerated.
· Use of inappropriate language (profanity, discriminating remarks) is totally unacceptable and will not be tolerated.

· No communication (talking, passing notes, e-mail) during class hours.

· No sleeping in the classroom.

· No tobacco products permitted in class, or on your person, during school hours.

· Keep break areas clean at all times.

· Do not loiter in or around offices, passageways or classrooms.

· Do not leave school grounds without permission from the “A” school staff during working hours.

Cheating 

Cheating will not be tolerated.  Any student involved in a verified case of cheating or intent to cheat will be recommended for disenrollment.  Those students who remain enrolled in the course, but are still considered to have cheated, will receive an Administrative Remarks (Page 7) withholding advancement to petty officer.  The infractions that are considered cheating will be discussed later in this guide. If you are unsure about what is and what is not cheating, be sure to ask your instructors beforehand.  A little precaution on your part can avoid a possible misunderstanding.

Student Counseling
Introduction

Some areas that require counseling include problems in:

· Academics

· Typing

· Petty Officer qualities (financial responsibility, negative/disruptive attitude, etc.).

Significant Incident Form

A Significant Incident Form (SIF) is a local version of an Administrative Remarks form (Page 7).  It is non-permanent in nature (not filed in the PDR) and is used for documenting counseling for positive or negative behavior.  The student, instructor documenting counseling, class advisor, and the course chief, sign all SIF’s originating from the school.  All SIF’s originating from outside sources (DMAA, watchstanders, permanent party, etc.) are submitted directly to the School Chief.  Excessive negative SIF’s, or 3 for the same type of incident, is considered a lack of Petty Officer potential and could give the school cause to withhold advancement or recommend disenrollment.

Uniform/Personnel Inspection

Introduction

Uniforms must be maintained to the highest standards at all times.  The following prescribed uniforms will be worn while attending “A” School unless otherwise instructed:

· ODU or Undress Blue

· Tropical Blue Long

· ODU or Working Blue

Inspections

The class advisor or staff will announce time and dates of personnel inspections.  Unless otherwise indicated, uniform will be Tropical Blue Long with combination cap.

Service Dress Blue Bravo Inspection

You will be inspected in your Service Dress Blue Bravo, with combination cap, to check fit, rating badge, etc.  Have the rating badge that indicates your rating upon graduation (YN3 or SNYN) sewn on your Bravo jacket prior to inspection.  It is highly recommended that you have this done as early as possible, or even prior to arriving at school, in order to be ready for inspection.  (Please note that the base Tailor shop has limited hours and can become very busy, so plan accordingly).  Times and dates of SDB inspections will be announced by your class advisor.

Name Tags

The school’s nametag will be worn directly above your own name tag at all times unless you are wearing the service dress uniform.

ID Cards 

You must carry your identification card (ID) on you at all times.  If you have lost or misplaced your Military ID card you should notify your class advisor immediately.

Class Officers

Introduction

Whether you graduate as an SNYN or YN3, you will be performing in a rating that has great responsibility.  The following positions are representatives of the staff and are to be given your full cooperation.

Class Leader – Assistant Class Leader

A Class Leader and Assistant Class Leader will be selected within the first few days of school.  Their responsibilities are to assist the school staff in maintaining proper order and discipline, and to act as a liaison between the student body and school staff.  Additional guidelines will be given as needed.  

The following are the main responsibilities of the Class Leader:  

· Form up the class and ensure all personnel are present or accounted for.

· March class to and from the barracks.  Maintain proper military bearing and protocol when in formation.  The class leader will render the proper salute when approached by or passing an officer. 

· Oversee classroom cleanliness and care of equipment.  Maintain good behavior in the classroom and break areas.

· Responsible for after-hours access to the classroom.

The Assistant Class Leader will provide support to the Class Leader and the school staff as needed.  They will also be called upon to take charge of the class in the absence of the Class Leader.  In the event that the Class Leader graduates, the Assistant Class Leader will take that position and another Assistant Class Leader will be chosen from the remaining students.

Mail Orderly

The student designated as the mail orderly for the class is responsible for the collection of class mail.  The mail will normally be collected around 1530 daily.  The mail key must be obtained from the Class Leader.  The mail orderly must first ask permission from the class advisor before collecting or handing out any mail to students.

Phone Calls
Phone Calls

The following procedures must be followed when making any phone calls from school.

· The student phone located in the classroom is the only official phone allowed for use by the students.  Permission must be obtained prior to placing any official call.

· Phone calls placed on the student phone are to be for “Coast Guard Business” only, limited to ten (10) minutes, and must be logged in the book provided.

· Phone calls are made only during breaks, except when special approval has been given.

· A pay phone is available in the passageway for all non-official calls and may be used during breaks.

Barracks Inspections
Inspections

In addition to the inspections conducted by the Horsley Hall Master At Arms staff, the YN staff will also conduct random inspections on all students’ rooms.  Be aware that your room must be in a walk through inspection status at all times.  The walk through inspection list is located on your bathroom door.  SIFs will be issued for any and all infractions.  Multiple incidents will be cause for a recommendation to withhold advancement.

Barracks Regulations

All students must make themselves aware of all barracks regulations.  Ignorance of regulations is not acceptable as an excuse for any infraction.  Infractions of barracks regulations will not be tolerated and may result in administrative or disciplinary action.

General Information
Instructors and Instructor Offices

The class advisor will have complete charge of the class.  He/she will dismiss the classroom for lunch and at the end of the day.

Instructor offices are off-limits to students.  You must request and receive approval from your instructor prior to visiting any office.

Duty

Duty is normally on a six-section rotation.  Muster is held at 1630 on weekdays and 0845 & 1600 for weekends and holidays.  It is your responsibility to check the duty roster posted at the check-in desk at Horsley Hall.   (Note:  If you have the first watch for the front desk for either Horsley or Steadman Hall (Mon-Fri), you must relieve the daytime watch at 1545.  Permission to depart class early will be granted by your Instructor.)

Out of Bounds Chits

An “out of bounds” chit is required if you wish to go beyond a 50 mile radius from Training Center Petaluma.  A phone number and address are required on all out of bounds chits.  Do not make any plans to go beyond the 50-mile radius before receiving an approved out of bounds chit, this includes purchasing plane tickets and making non-refundable reservations.  Always give the routing process plenty of time when submitting your chit.  Last minute chits may not be processed in time.  The only exception to the 50-mile radius out of bounds rule are visits to Oakland or San Francisco.

Speeding Tickets

Any student who receives a speeding ticket on Training Center Petaluma will have their base driving privileges suspended for 3 weeks and will be required to park their vehicle in the restricted lot by the police station.

Student Parking

All students must make themselves aware of the “Designated Student Parking Areas” as posted on base.  Students are to park only in the designated student parking lots.  Violators will be ticketed and base driving privileges will be suspended.

Chapter 4

Typing

Introduction

Typing is an integral part of the Yeoman rating and you will most likely be typing every day on the job.  Whether or not you are an experienced typist or a beginner, by the end of the course you should be able to meet the minimum recommended standards of 20 words per minute (WPM).

Topics Covered

The following areas are covered in this section:

· Typing Program

· Typing Objectives

· Recognition

· Typing Aides

· Typing Master

· Timed Writings

· Rules

Typing Program

Typing Objective and Rules

The typing objective at YN “A” School is designed as a supplement to the Coast Guard required performance based qualifications for Yeoman.  The YN “A” School objective is as follows:


· Given a Coast Guard Standard Workstation, TYPE one five minute timed writing at a minimum of 20 net words per minute by touch-typing only.

Before performing a timed writing test, there are some rules that must be followed:
· Using the [Back Space] key at any time is considered cheating by the computer software and will automatically be counted against your score.

· Students shall not look at the keyboard during timed writings.  The standards call for touch-typing.

Certificates

Each Advance or Master Typist will be presented a typing certificate upon graduation.

· Advance Typist (45 NWPM)

· Master Typist (60 NWPM)

Typing Master 

Typing Master is a computer-based training (CBT) program within the CG Standard Workstation.  It offers training on typing basics for the non-typist and review for experienced typists.  It is also used to evaluate your typing skills in order to achieve the minimum standard.

For those of you that know how to properly type, using the home row keys, go directly to the site listed below.  If you can already type 20 wpm, it will record your test score and send it directly to the YN staff for recording.  

Note:  You can only receive a qualifying timed writing score from the following site listed:  http://YNASCHOOL.AssessTyping.com 

Chapter 5

CHEATING

Cheating, in any form, will not be tolerated at YN School and may be considered grounds for withholding advancement, suspension of school, disenrollment from school, NJP and/or all of the above.  

Integrity is a core value required of every yeoman and must be maintained and displayed at all times throughout your career.

Remember this is a real course, which results in advancement in rate and the awarding of academic credits (ACE accreditation); therefore, all student actions will be subject to monitoring.  Keep in mind that all email is easily accessible and any computer work can be retrieved, even if it has been deleted, so take this seriously and do not allow yourself to be set up for failure.

YOU ARE RESPONSIBLE FOR YOUR OWN ACTIONS.
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