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Chapter 1

Overview

SYLLABUS FOR YN “A” SCHOOL

a) Orientation and Administration 

b) Computer Logon (if needed)

c) Computer Orientation

d) LAMS Pretest/Typing Test

e) Team Assignment and introductions

f) Module 1: Training Performance Objective (TPO) Introduction and Intro to Reference Materials

g) Module 2: (Sections 1-5)

h) Medical (Tracen Students)

b) Module 3



c) Module 4 (Sections 1-4)

a) Leadership Presentation 

b) E-Resume

c) Module 4: (Sections 5-9)

d) PCS Questionnaire and House Hold Goods Counseling

d) Module 5 (Sections 1-5)

a) Qualified Typist of 20 wpm by the end of the week!!!***

e) Module 6 (Sections 1-4)

EXERCISE AND TEST SCHEDULE AND TIMES FOR THE YN “A” SCHOOL COURSE

END OF:

 






       TESTING TIME LIMIT

Module 2:  

1.  Memorandum                                                                                       1 hr

2.  Endorsements                                                                                       1 hr

3.  Business Letter                                                                                     1 hr

4.  Administrative Remarks                                                                     30 minutes

Module 3:

Computations                                                                                               3 hrs

Module 4: Sections

1. Pay and Personnel Overview

2. Allotments and Bonds                                                                         1 hr

3. Dependency Documentation                                                              3 hrs

4. Pay Delivery                                                                                        2 hrs

       5.   FSA                                                                                                      30 minutes

       6.    Leave                                                                                                   30 minutes

7. Subsistence                                                                                          1 hr

8. Analyzing Pay and Allowances                                                         3 hrs

9. PDRs                                                                                                   2 hrs

Module 5: Sections

1. Overview

2. Reenlistment Interview                                                                      1 hr

3. Discharge and Reenlistment                                                              3 hrs

4. Extension/Reextension                                                                       3 hrs

5. Retention                                                                                             2 hrs

Module 6: Sections

1. PCS Departing                                                                                    3 hrs

2. PCS Reporting                                                                                    3 hrs

3. Reserve IDT/ADT                                                                              2 hrs

4. TDY                                                                                                    3 hrs

This time line is an estimate and indicates the minimum expectation.  You are expected to and should work ahead during the evenings so that you meet these deadlines 

If you anticipate a problem, let your instructor know immediately.  This is your responsibility.  Failure to do this can adversely affect your graduation.
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

· Testing

· 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
Student Information

_______________________________________________________________________

Yeoman School 

Staff

School Chief:         YNCM V. E. Keithley    

Course Chief:
  (Vacant)

Instructors:
YN1 T. Greene
YN1 T. Bingham 

YN1 D. Chester

YN1 C. Fiorenza 

YN1 C. Nauta 

YN1 L. Bassell

________________________________________________________________________

Class Number/ Convening Date

· Your class number is the one that coincides with your convening date. 

· YNA 15-2003                               18 Aug 03

· YNA 01-2004                               02 Sep 03

· YNA 02-2004                               15 Sep 03

· YNA 03-2004



29 Sep 03

· YNA 04-2004



14 Oct 03

· YNA 05-2004



27 Oct 03

· YNA 06-2004



10 Nov 03

· YNA 07-2004



12 Jan 04

· YNA 08-2004



26 Jan 04

· YNA 09-2004



09 Feb 04

· YNA 10-2004



23 Feb 04

Mailing Address:

NAME

C/O YN “A” School

Class Number 

U. S. Coast Guard Training Center

599 Tomales Road

Petaluma, CA  94952-. 

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

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

Chapter 3

YN School Guidelines
Student 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 1140 – 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.

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

For men and women 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.

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 are not authorized.  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 

You must be in compliance with the Coast Guard weight standards as per COMDTINST 1020.8(series).  You will be weighed on the first day of school to ensure compliance with weight standards.  Failure to be in compliance may affect your advancement.

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 will not be tolerated.

· Use of inappropriate language (profanity, discriminating remarks) is totally unacceptable.

· No communication (talking, passing notes, e-mail) during final exercises or test.

· No sleeping in the classroom.

· No tobacco products permitted 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 receive an administrative remarks (page 7) withholding their advancement to petty officer.  Cheating is also grounds for disenrollment.  The infractions that are considered cheating will be covered in Chapters 4 and 5 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 are problems in:

· Academics

· Typing

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

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, signs all SIF’s originating from the school.  All SIF’s originating from outside sources go directly to the School Chief.  Too many 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 bring the student in front of an evaluation board for 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.

Inspections

The class advisor or staff will announce time and dates of inspections.  The uniform will be the seasonal undress blue with garrison cap.

Service Dress Blue Bravo

You will be inspected in your service dress blue bravo, with combination cap, to check fit, rating badge, etc.  Times and dates of SDB inspections will be announced by your class advisor.

Name Tags – Ribbons

Ribbons are not worn with the undress blue uniform.  The school’s nametag will be worn directly above your own 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 speak with 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.

Duty Yeoman

The Duty Yeoman will be assigned by the class advisor.  All students should expect to stand this “one-day” duty at least once during their training.  The Uniform of the Day will be Trops.  The Duty Yeoman will be exempt from marching with the class, but will be required to report in with an Instructor upon arrival and before departing for lunch and at the end of the day.  

The following are the main responsibilities of the Duty Yeoman:  

· Will be in charge of the classroom for that day.  

· He/she will sit at the desk in the backroom and answer/transfer phone calls on the school’s main line.

· Will open and secure the classroom during school hours.

· Supervise the Mail Orderly.

· Distribute the mail and forward all mail to prior students.

· Will continue to work on their course, but may be required to assist the YN Staff as needed.

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 Duty YN.  The mail orderly must ask permission from the Duty YN monitoring the classroom that day before collecting or handing out any mail.

Student Action Committee Rep

The Student Action Committee representative will represent the concerns and ideas of the class to the Student Action Committee.  The Student Action Committee meetings are held at 1530 the first Tuesday of each month, in the Reading Room, located off the student recreation deck in Horsley Hall.

Phone Calls
Phone Calls

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

· The student phone is the only official phone allowed to be used 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, and 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.

· Pay phones are available for all non-official calls.

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.

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.

General Information
Instructor

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

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.)

_

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/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.

Chapter 4

Typing

Introduction

Typing is an integral part of the Yeoman rating.  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 will be able to meet the minimum standards required by the Coast Guard.

Topics Covered

The following areas are covered in this section:

· Typing Program

· Typing Objectives

· Recognition

· Typing Aides

· Typing Master

· Timed Writings

· Rules

Typing Program

Introduction

At YN “A” School we expand from the self-paced course and provide the students with some additional tools.  The program at school places an emphasis on the development of accuracy first, and then speed.

Typing Objectives and Rules

The typing objectives at YN “A” School differ from the performance based qualifications.  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 there are some rules we use here at YN “A” School.  These rules will be strictly adhered to:
· The online instructors will notify the class when it is time to complete timed writings.  Only timed writings completed during this period will qualify.

· Using the [Back Space] key at any time is considered cheating.

· 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 type 20 wpm, it will record your test and send it directly to the YN staff for recording.  You can only receive a qualifying timed writing from the following site listed:  http://YNASCHOOL.AssessTyping.com 

Chapter 5

Exercises and Quizzes
EXERCISE AND TEST PROCEDURES JOB AID


INTRODUCTION
You will be taking several exercise sets, some of which will be scenario in nature and a quiz at the end of each major section of Modules 2, 4, 5, and 6 and a Module quiz over Module 3 (this is your “test” for that material) while attending YN “A” school.  We have attached a list of these exercise areas and quizzes outline in this job aid for the students use only.

Do not, repeat, do not take any part of the final exercise or quiz until you are ready.  Review the material and the feedback.  Ask questions if you are not sure about the material or feedback.  When you ask the instructor for an exercise by email, the instructor will review the material in your folder and in the course to ensure you are ready.  Don’t leave any questions unanswered.  Make sure you are ready!!!

When completing the exercises in Microsoft Word, reconstruct all correspondence.  Do NOT over type your practice documents.  This will enable you to learn better and lessen confusion.  You must name these documents using “pract” in the document name.  For example:  “memorandum_pract”.  Do not save your final exercise to any of your folders, these are to be emailed directly to your instructor at YN School.  To save your practice, click File, then Save As, then click Desktop, then double click the name of your folder that you created for your documents (This folder is called Shortcut to “your name”), then click save.  Make sure that all practices are saved in your course material folder. When you are ready to take the final exercise/test, follow the instructions listed in this Job Aid.
EXERCISE AND TESTING PROCESS

During the course, you will be required to complete practices and final quizzes.  This is a guide on how to complete the items and send them to the instructors for grading.   If offsite, your instructor will send the exercises and quizzes.  

EXERCISE AND TEST PROCEDURES JOB AID (continued)

EXERCISE PROCESS

This is a self-paced course, so READ everything carefully and completely.  MAKE SURE THAT ALL EXERCISES IN A PARTICULAR MODULE ARE COMPLETE BEFORE MOVING ON TO THE NEXT.  These, along with the additional practices and exercises given by the instructors are required for the successful completion of the module and to receive a quiz to pass the module.  As you complete the exercises and submit your answers, it is electronically recorded so that the instructors can look at them and record your progress.  As you go through these exercises, this is the time to ask the instructors about anything in the module and you can save this material to your course material folder located in your student folder for future reference. If you need additional instruction on a topic in the module or desire extra practice, this is the point to request these things. 

    As you complete the exercises and practices for a particular section in the module, you will see a button on your screen marked NOTIFY INSTRUCTOR when you have completed all materials for that module. Do not use this button.  Email or use WEB4M to notify your instructor that you are ready for a Final Exercise.  Your instructor will tell you which method he/she prefers.  At this time, your instructor will review your material and grade it.  If any corrections are needed, it will be emailed back to you.  After successful completion of this practice, you will be sent a series of scenarios to complete that will review the module that you just completed.  When you receive the email with the review, send your response back to your instructor and you will be notified whether or not they are correct.  If they are, you will be given a small counseling session, a final exercise to complete, followed by a quiz.  The time listed in this guide is given as guidance for using your time wisely.  

EXERCISE AND TEST PROCEDURES JOB AID (continued)


FINAL EXERCISE AND TEST PROCESS

Some Final Exercises will be at the end of a section instead of at the end of a module in order for you to better understand the material. (Refer to the list at the end of this section.)  The final exercises will be given to you electronically.  DO NOT COPY THE FINAL EXERCISES.  When you have completed the final exercise, you are to email it back to your instructor.  It is encouraged to do the Final Exercises and quiz on your own in order to measure your comprehension of the material.

When you have completed the final exercise, you are to turn it in, along with any scratch paper used for calculations.  (If you are in the classroom, make sure that your RED Testing tent is up for your final exercise, if you are offsite, make sure that your supervisor/ESO knows that you are completing your final exercise for the module, so that you are not disturbed.) 

REQUEST ONLY ONE FINAL EXERCISE AT A TIME.  You can work ahead in the modules, do not request an additional final exercise until the previous final exercise has been graded and passed back to you stating that you are done with it.  The final exercises for the modules are to be taken one at a time in order as they come in the course.

The following material can be used while taking a final exercise:

· Course Module 

· Manuals

· Calculators

· Scratch Paper

Note:  Your practice scenarios can be used, but try to do the finals on your own.
CHEATING

Cheating, in any form, will not be tolerated at YN School.  This is grounds for not graduating as an E-4, suspension of school, disenrollment from YN school, NJP and/or all of the above.  Cheating includes, a) copying final test or any parts of them (questions and or answers) for use by self and or others, b) emailing any parts of the final test, answers or questions, c) asking for such help through email or any other means during a final test, d) keeping scratch paper directly related to final test, e) anything related to the above items.  Remember this is a real course, real exercises and a real final test that results in advancement in rate, obtaining a specialty rating, increase in pay and, therefore, you will be monitored.  All email is easily accessible and any computer work can be retrieved, even if it has been deleted.  Take these items seriously and do not set yourself up for failure.

 YOU ARE RESPONSIBLE FOR YOUR OWN ACTIONS.
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