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                       22 Sep 09
From:  NJROTC Area Manager, Area EIGHT

To:    Naval Science Instructors, Area EIGHT

Subj:  PROCEDURES FOR AREA MANAGER’S INSPECTION, SY 09-10
Ref:   (a) CNETINST 1533.9K

Encl:  (1) Procedures for an Area Manager’s Inspection

1.  Procedures for your Area Manager’s Inspection (AMI) are forwarded as enclosure (1).  They conform to reference (a).  The following contains new inspection guidance and should be read in its entirety.  Please ensure that your principal is notified of the date, schedule of the AMI, and extend an invitation to him/her to attend.  Superintendent, school board, mayor are always welcome.  Your Cadet CO and his/her staff play an important part in the success of your AMI and should be familiar with the contents of this instruction. 

2.  Nothing discussed in this document is intended to preclude an instructor or school system from contacting me at any time to discuss any item of interest.

                                 M. W. LADNER
Distribution:

CNSTC (NJROTC)

All Area EIGHT Units

PROCEDURES FOR AN AREA MANAGER’S INSPECTION

1.  Below is a sample sequence of events for an inspection day. Minor modifications are permitted but do not significantly modify this without prior approval.  Two weeks prior to your inspection send me a copy of the actual Schedule of Events and Inspection Supplemental form.  For simplicity, send it via E-mail.  You all know my schedule.  If I am on the road, please send it earlier.  If there are questions or problems with the schedule you send, I will call or E-mail you.

2.  The inspection will take one full day and may run past the close of normal school hours depending on the unit’s level of preparedness.


a.  The Cadet Performance portion of the inspection will consist of a personnel inspection, drill and color guard demonstrations, award presentations (if any), a pass-in-review, and a cadet brief.  

b.  The remaining portions consist of the Administration of the Program, School System Program Support, the Academic Program, and Reports and Records.  These will require a review of your school’s evaluation of the SNSI’s and NSI’s performance as instructors, a classroom observation of the SNSI and use of CPS, a review of financial records, cadet records and forms, uniform inventory and issue records, a minor property inventory, and my observations while at your school.

SAMPLE SEQUENCE OF EVENTS
0800


Inspecting Officer arrives/visit with SNSI


  
and/or school officials
0815-1000

Ceremonial Phase, in gymnasium




Colors




National Anthem




Personnel Inspection




Drill Demonstration




Remarks




Awards and Promotions




Pass-in-Review




* 30 minutes......Inspect Financial Records



20–30 minutes...Observe SNSI in classroom Encl (1)

1115-1200

Lunch

1200


Commence administrative inspection




**
60-90 mins
Cadet Staff / AM Briefing




**
30 mins

Inspect Cadet Records & Std







Rel Forms




**
30 mins

Inspect Supply (inventory and







records)




**
30 mins

Minor Property Inventory

around 1500
Critique with Principal and Instructors

around 1530
Inspecting Officer Departs

NOTES:

* For about 20 minutes after the ceremonial phase, cadets are too  busy/excited to participate in further inspection, the financial portion does not require their presence.

** Schedule these items in any sequence, times are approximate.

3.  The schedule you send two weeks prior to the inspection should say where you want me to park.  In most cases, close to your office rather than near the Main Office works best.  Please reserve a parking spot for me and have someone standing by to direct me to the reserved spot.
4.  Arrival.  

a.  Upon arrival, present a copy of the Unit Handbook, a drawing of the Unit spaces (labeled), NJROTC Unit Inspection Guide (filled in with remarks) and ORM plan for personnel inspection.  The SNSI will complete all sections as a self-assessment and make appropriate comments/justifications.  The form will be discussed during the inspection.  If you don’t understand something, call or E-mail prior to the inspection. We will discuss your concerns.


b.  Evaluations.  The only acceptable form is CNET Form NJROTC Instructor Evaluation (Rev 8/07).  The SNSI must complete an evaluation of each NSI prior to my arrival.  The SNSI must also complete the top portion of his/her own evaluation form.  I will evaluate the SNSI and I will perform the ht/wt and, if required, neck/waist measurements on all male instructors.  Female instructors will make arrangements for measurements by a female cadet or faculty/staff member during the day.  Other guidelines for completion can be found in chapter IV of reference (a).


   (1) I must also review the most recent evaluation of the SNSI and NSI(s) completed by the school.  If the school has not completed a formal evaluation or does not have a standard form, please ask the principal to complete the one provided as Tab A to this enclosure, prior to my arrival.


   (2) Important:  I must also review the instructor employment contracts.  If no actual contract exists, as in the case of some tenured teachers, I must have documentation from the school verifying your actual dates of employment. This is a requirement.


c.  Instruction review.  Please have the following available:



(1) CNETINST 1533.9K


(2) Cadet Field Manual 



(3) Supply Manual NAVEDTRA 37123 series

(4) Unit Handbook (SNSI signed /Principal approved
(5) Unit ORM Plan                                    

d.  Print a current JUMS Minor Property Inventory form.  I will bring a copy of your last inventory to the inspection and will compare the two.  If there are changes, please have supporting documentation on hand (approved surveys &/or letters of authorization).


e.  There must be a minimum of 15 minutes with the SNSI at the beginning of the day to discuss the schedule and any changes.  If you want me to meet with the principal and/or other officials at the beginning of the day, add additional time for that.  An in-brief with the principal is not required, an out-brief is required.  

5.  Ceremonial Phase.  Deviations from this guidance will be noted as discrepancies.  You must determine the length of time necessary for the ceremonial phase (inspection, color guard, drill demonstration, awards, pass-in-review, etc.).  The ceremonial phase works best in the gymnasium but could be accomplished in any large open area, unencumbered by physical obstructions.  I must be able to observe the entire cadet formation, especially during the Pass-in-Review.  An outdoor plan requires a foul weather contingency.  The personnel inspection is extremely boring to anyone watching, so it may be best not to invite observers until the drill, remarks, awards, and pass-in-review. 

a.  Personnel Inspection.  I will inspect every cadet at one time in one place.  Only extraordinary circumstances may force the personnel inspection portion to be split into two separate groupings.  Do not “hide” any cadet because he/she is normally below standards or did not bring his/her uniform that day.  Due to the formality of the inspection, officers, chiefs and color guard will be in Service Dress Blue with combination covers and the remainder of the cadet corps will be in complete summer blue before November and winter blue with garrison cap after October.  The following applies:



(1) It normally takes a little over one hour to inspect 100 cadets.  I do not wish to be hurried through the inspection because of bell schedules, etc.  I will ask questions about chain of command and orders to the sentry.  This does not reflect well on the school’s willingness to support this most important evolution of the year. 

(2) You are encouraged to do whatever you deem

necessary to keep cadets from passing out during the personnel inspection.  Have your platoon commanders direct facing movements while not being inspected.



(3) I will need a recorder with prepared forms.  You may want to select one of your best more junior cadets.  The recorder will be inspected first and will stay with me through the entire inspection.  If the principal wants to accompany me behind the recorder he/she is more than welcome, but this is not necessary.  I will expect the Cadet Commanding Officer to precede me during the inspection.


b.  Awards and Promotions.  I may select a few cadets to receive personal appearance awards and present the ribbons following my remarks.  However, you may still not agree with my choices based on your more extensive, daily observation of your cadets.  In that case, you may delete names from my list.  You may also prepare a list of other award recipients before my arrival and I will present those awards as well.  I can also bestow promotions at this time if you desire.


c.  Drill and Color Guard.  The Color Guard must parade the colors at the beginning of the ceremony and post after the National Anthem.  They will be part of the Pass-in-Review.  For this year’s drill demonstration, you must provide either an armed or an unarmed basic drill routine and an NS1 squad drill armed or unarmed.  Your performance drill team or any designated platoon may execute a routine time permitting. 

d.  Remarks.  I will address your cadets and any audience that may be assembled.  It won’t take very long, because the cadets are tired-out by now and don’t want to listen to someone talk for very long.  If you have other speakers, ensure they consider the time the cadets have been standing in ranks. 


e.  Pass-in-Review.  Requirement.  Rehearse this to music, either live or taped.  Marching to music is very difficult and requires practice, but if done well it looks great.  If not practiced, it looks very sloppy.  You and the Cadet CO should review the MC Drill & Ceremony Manual, for the proper way to conduct this evolution.  I expect it to be done by this guidance.  The cadets may exit the area after passing the reviewing stand or may return to a dismissal formation.  Each has its advantages and it’s your choice but you should have a way to let the audience know that the ceremony is over. If they return to a dismissal formation please have them ready to recite proudly together the school’s fight song or motto.
6.  Financial Records.  You are expected to maintain a “checkbook” type of ledger for each of your accounts (electronic is preferred).  Present the period from at least the last inspection to the present.  There are five accounts to be maintained:  


a.  Uniform Issue (male/female/unisex).  Do not split this, keep this as one account.


b.  Uniform Maintenance 


c.  Organizational Items 


d.  Orientation Funds


e.  Unit Support and Maintenance.  


b.  Your “Booster Club” or fundraiser account must be separate from all funds provided by the Navy.  I will not inspect those funds. For each account, show me the amount you were allocated at the beginning of the period, any augments, what you spent the money on with supporting documentation (copies of receipts), and the balance as of the day of the inspection.  Financial accounts may not be maintained by cadets.

7.  Cadet Brief.  You should ensure that your Cadet staff reads this portion carefully. The cadet brief is a formal, team prepared event.  No open jackets or slouching, there should be an “attention on deck” upon my entrance.  Your cadet CO should prepare the brief with the assistance of his/her staff.  It needs to be rehearsed in front of the staff so they can continue to offer ideas to the cadet CO.  It is recommended that the SNSI and/or the principal receive the brief at least once and ask questions that will help them prepare.  This is a great opportunity to involve the Principal. The cadet CO should present all or at least most of the brief.  Additional presenters should be kept to a minimum, i.e., the XO and OPS.  The Cadet Brief should last about 20 minutes and I will want about one hour after the brief for questions and/or discussions.


a.  Do not include job descriptions in the brief.  The brief should start with an introduction of all present.  After that, follow with things the unit did that they’re extremely proud of, things that they are looking forward to doing, a report on last year’s goals, and finish with the unit’s future goals.  Goals must be challenging, attainable and measurable.  If a quantifiable term is used in the goals such as “more,” “better,” or “higher,” then present the numbers when presenting the goals. Ensure your cadets do not set “going to the National Drill Meet” as a goal if they are not at that competitive level yet. Neither should they set “attain Distinguish Unit Status” as a goal if the unit has been on probation or evaluation status within the last three years. In fact, that goal is not realistic because the unit has little control over the process that governs it.


b.  The unit’s staff, between 5 and 15 cadets, should be present during the brief including some members of next year’s staff.  No instructors, administrators, principal, or other guests; it’s just the cadets and me.  The purpose of this requirement is to remove “crutches” and see how prepared and confident the staff is in front of a new face.

8.  Cadet Records.  The cadet who up-dates cadet records and either you or the NSI must be present.  JROTC Unit Management System (JUMS) cadet records are required and are spot-checked to get a feel for completeness, timeliness, and how the administration of the program is going.  The cadet should be prepared to answer questions about advancement requirements, awards, cadet recognition, etc.  I will also review the Standard Release Forms and Health Risk Screening Forms for completeness and signatures on every cadet. Air rifle safety training records will be inspected.
9.  Supply Inspection.  Your cadet Supply Officer and either you or the NSI must be present.  JUMS is required.  Ensure that a current JUMS shelf inventory report is printed out and available for review and inventory verification.  Your Supply Officer will present the uniform inventory and I will do spot checks.  In addition to the uniform inventory, there is a review of issue forms, and other areas as necessary.  Parent signatures are required on issue forms denoting acceptance of financial responsibility for items issued to cadets.  JUMS custody cards are required.  I will not accept the locally produced forms.

10.  Minor Property Inventory.  All minor property (government property that is pilferable or costing more than $100) must be listed on the form.  I must personally sight all items on the Minor Property Inventory.  If something is loaned out, get it back for the inspection.  If your Drill Rifles and/or Air Rifles aren’t allowed on school property and are kept somewhere else, you will have to take me to see them.  I must inventory the air rifles by serial number.  All items with the exception of drill rifles, air rifles, and swords must have a CNET Tool Tag.  If you need tags, call my office.  It significantly facilitates this area of the inspection if all items are laid out in one or two spaces with tool tags showing.  I will ask you to read tag numbers, so please know where they are.

11.  Debrief.  It will take between 15-30 minutes depending on how much needs to be covered.  Normally only the instructors and I are present, but if you and the principal want others present, that’s acceptable.  I will tell the principal what was looked at, and what was found.  The instructors will know everything that will be said before going into the principal’s office.  The finished report goes to CNET with a copy to the superintendent, principal, and SNSI.  The report is detailed and the grades will be SAT or UNSAT unless more detail is required.   Occasionally, principals like to discuss other issues, and now is an excellent time to do so.

12.  School Closings.  If your school is closed on the day of the inspection due to inclement weather/illness notify me ASAP so that we can make alternate arrangements. Although there are rarely opportunities to reschedule an inspection due to limited travel funds and time, I will attempt to do so.  If I am not available to make-up the Cadet Performance portion of your inspection, you may invite a guest inspector at your convenience (prior to 1 April) and follow that portion of the procedures for an Off-Site Inspection.  In any case you will probably be scheduled for another AMI the following school year.

13.  Please watch for extreme anxiety on the part of your cadets, and defuse it where necessary.  They should work hard on their performance, drill, and appearance, but they should keep it in perspective.  They should view the entire inspection as a chance to show off in front of an active duty Naval Officer, their parents, and their school.  Pride! Pride! Pride!

TAB A - NJROTC Instructor Observation Report

NJROTC Area Manager Unit Inspection Guide (email doc.)

NJROTC Instructor Evaluation Report (email doc.)

Inspection Supplemental Form (email doc.)

NJROTC INSTRUCTOR OBSERVATION REPORT
Note: A school administration evaluation, if completed during the current school year, may be submitted in lieu of this form. 


Instructor Name/Rank                   


SNSI         NSI



School Name






   
UIC


Period of Evaluation:

Last Eval: ___________       Current Date:____________

I. Instructor Performance:  Is the instructor performing successfully in the following areas:










 SAT/UNSAT

   A.  Advance classroom preparation


 ____ ____

   B.  Use of lesson plans




 ____ ____

   C.  Documentation of lessons planned/taught 

 ____ ____

   D.  Use of laser disc player/ 



multimedia computer (if applicable)

 ____ ____

   E.  Instructor techniques




 ____ ____

   F.  Instructor/cadet rapport



 ____ ____

   G.  Use of guest lecturers




 ____ ____

   H.  Interpersonal relationships



 ____ ____

   I.  Personal appearance




 ____ ____

   J.  Personal conduct





 ____ ____

II. Cadet Performance:  Does the instructor create an environment that promotes a climate of:










 SAT/UNSAT

A.  Spontaneous classroom participation


 ____ ____

B.  Responsiveness to questions



 ____ ____

C.  Improved cadet appearance in/out of classroom 
 ____ ____

D.  Improved cadet behavior in/out of classroom 
 ____ ____

Comments: (Please comment on any/all unsatisfactory marks)

_______________________________________________________________________

Signature of Evaluator            Title                        Date

_______________________________________________________________________

Signature of Instructor





         Date 

(Required only if unsat indicated)

CNET 1610/5 (6/01)                            Tab A to Encl (1)
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