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HQVDF
MEMORANDUM FOR COMMANDERS AND STAFF

SUBJECT: Strategic Plans, Policy, and Training Standard Operating Procedures

PURPOSE
This excerpt from the Virginia Defense Force (VDF) Standard Operating Procedures (SOP) outlines training responsibilities and procedures, as approved by the VDF Commanding General (CG). It applies to all personnel assigned or attached to the VDF and provides standardized formats for training actions. If conflicts arise with current published directives, the directive takes precedence, and the VDF Assistant Chief of Staff, Strategic Plans, Policies, and Training (G5/7) should be notified.

SCOPE
This SOP applies to all VDF personnel. Enclosed training formats replace earlier versions, which should be destroyed. The SOP is designed for electronic media storage for quick reference and access to printable procedures.

MISSION
VDF’s primary training mission is to provide the Commonwealth of Virginia with a reserve of soldiers trained in emergency operations.

RESPONSIBILITIES 
The following training responsibilities are routine but may be modified by the CG or, in his absence, the Deputy Commanding Officer (DCO): 
a. Chief of Staff (COS) The VDF COS monitors all staff actions to ensure timely and accurate completion of training tasks. 
b. VDF G5/7 is the principal coordinator for all strategic planning and training actions. 
· Planning Coordination: The G5/7, in coordination with the Operations Officer-in-Charge (OPSOIC) and ACTDET, ensures that training plans incorporate required operational planning elements (e.g., timelines, risk assessments, and synchronization) for major training events, exercises, and potential deployments. 
· Training Officer-in-Charge (TRNGOIC): Promulgates and oversees Higher Headquarters (HHQ)-mandated and internal training requirements as directed by the CG. Coordinates professional military education (PME) with Military Occupational Specialty (MOS) trainers and schools, and monitors VDF-delivered training programs for Virginia National Guard (VANG) units. 
c. Reports/Checklists/Studies 
· Training Schedule (TS): Enclosure (1) provides the TS format, corresponding to the Yearly Training Plan (YTP). Major Subordinate Commands (MSCs) manage their TS using this format, with a copy to the G5/7. 
· Leader’s Checklist: The CG directs FORHQ and MSC junior officers and Non-Commissioned Officers (NCOs) to complete the Enclosure (2) Leader’s Checklist Form each Unit Training Assembly (UTA) as a troop-leading step. Senior leaders reinforce this requirement, and MSC leaders manage completed forms.

TRAINING THE VDF 
a. Mission Essential Task List (METL)
· Implement the commander’s intent and align with the Mission Policy Statement (MPS) for training and ensure all VDF and HHQ-mandated training and reporting are completed.
· Coordinate with G1 on a tracking system to ensure soldiers complete or make progress in formal training and PME required for advancement.
· Conduct MSC and Headquarters and Headquarters Company (HHC) training to achieve the following VDF METLs:
Headquarters and Headquarters Special Purpose Platoon Civil Support/Security Tasks:
· Prepare for and conduct training in Interior and Exterior Guard (including operate handheld radios, such as STARS).
· Prepare for and conduct training in Access Control Operations (control entry/exit from restricted areas, perform gate sentry duty, use handheld metal detectors and under-car mirrors, support roadblock operations, file incident reports).
· Prepare for and conduct training in Traffic Control Operations.
· Prepare for and conduct training in Incident Management Assistance Resource (IMAR) operations.
· Prepare for and conduct training in High Frequency Radio Resource (HFRR) operations.
· Be prepared to conduct operations in any task qualified to teach.
General Tasks (including all other FORHQ troops):
· Maintain basic soldier knowledge (VDF structure and operations, anti-terrorism and active shooter, Soldier Values, customs and courtesies, uniform wear, drill and ceremony, First Aid).
· Maintain a 72hr load.
· Maintain organic equipment.
Regimental Company METL Civil Support/Security Tasks:
· Conduct Interior and Exterior Guard (including operating handheld radios, such as Wouxon).
· Conduct Access Control Operations (control entry/exit from restricted areas, perform gate sentry duty, use handheld metal detectors and under-car mirrors, support roadblock operations, file incident reports).
· Conduct Traffic Control Operations.
Communications Tasks:
· Conduct IMAR Operations.
· Conduct HFRR Operations.
General Tasks:
· Maintain basic soldier knowledge (VDF structure and operations, anti-terrorism and active shooter, Soldier Values, customs and courtesies, uniform wear, drill and ceremony, First Aid).
· Maintain a 72hr load.
· Maintain organic equipment.

b. Yearly Training Plan (YTP) (Enclosure 5) 
· The VDF operates on a state fiscal year (SFY) training plan. The G5/7 and TRNGOIC produce a draft YTP by 15 March each SFY after receiving CG guidance and consulting FORHQ staff leaders and MSC Commanders/S3s. The initial YTP is sent to MSC Commanders/S3s by 15 December. The G5/7 submits the final YTP to the CG for review, with promulgation in June. Training complies with “VDF Regulation 350-1, VDF Training Management.” 
· Planning Integration: The YTP must incorporate operational planning synchronization for major training evolutions, ensuring alignment with potential mission taskings, risk assessments, and resource availability.

c. Monthly Training Schedule (Enclosure 1)
· The VDF will provide higher headquarters with detailed schedules and descriptions of monthly training. To provide adequate time for review, the operation is 3 months in advance (e.g., April’s schedule should be submitted in January). The process is described below.
· Unit Leaders Submit Plans: Unit leaders develop and submit monthly training plans to their respective Major Subordinate Command (MSC) S3 by the designated deadline (e.g., 1st of the month). 
· MSC S3 Compilation: MSC S3s compile unit plans into a consolidated training schedule and forward it to the G3 by the 5th of the month. 
· G3 Review and Critique: The G3 reviews the compiled schedule, provides feedback or critiques, and forwards the revised version to the Chief of Staff (COS) and Commanding General (CG) for approval by the 10th of the month. 
· CG Approval: The CG reviews, signs off on the final training schedule, circulates the schedule with JFHQ, and returns it to the G3 for dissemination to MSCs and units by the 15th of the month.
· Enclosure 1 provides the schedule. A 1-2 paragraph description of the training also must be provided for additional granularity. For example, if the schedule denotes D&C, explain the focus (formations, marching, etc.).

d. Specialty Training
· The CG directs online Orientation and in-person Initial Entry Training (IET) for new VDF personnel on missions and expectations, establishing a baseline of Soldier Mission Training (SMT) for Civil Support, IMAR, and HFRR teams within 12 months of accession. The G3 TRNGOIC/PME Commandant coordinates with subject matter experts to review training standards and deliver training. The ACTDET Operations Chief manages student rosters, training schedules, and progress. MSC Commanders ensure SFY training and evaluation schedules for specialty qualifications.

e. Operational Planning for Training and Exercises  
· All significant training events, especially those involving field deployment, multi-unit coordination, or simulation of emergency operations, require structured planning. 
· G5/7 (in coordination with OPSOIC and ACTDET) ensures: 
· (1) Development of planning timelines and synchronization matrices. 
· (2) Completion of Operational Risk Assessment as an early planning step for all major training activities to promote safety and mission success. 
· (3) Use of general operational planning guidance scaled to unit or Force level. 
· MSC S3s and FORHQ planners apply these elements to ensure training is executable, safe, and aligned with potential real-world taskings.

f. Professional Military Education (PME)
· The Training Officer (officers) and PME Commandant (enlisted, with the VDF Command Sergeant Major) maintain a tracking system to ensure soldiers complete or make progress in required training for promotion, including Orientation Training, IET, NCOES (BLC, ALC, SLC), Non-commissioned Officer Development Course (NCOLD), Company Commanders/1SG’s Course (CCC), Staff Officers Planning Course (SOPC), and other CG-directed training. MSC Commanders and FORHQ staff section leaders support scheduling and recording.

g. State-level Employment Courses
· Specified new-hire and annual DMA Office of Human Resources and DHRM Training Requirements completed via COVLC.

h. Federal Emergency Management Agency (FEMA) Online Courses
· Soldiers complete the following FEMA Incident Command System (ICS) courses:
· ICS-100: Introduction to ICS (E-1 to O-6).
· ICS-200: ICS for Single Resources and Initial Action Incidents (E-1 to O-6).
· ICS-700: National Incident Management System, An Introduction (E-1 to O-6).
· ICS-800: National Response Framework, An Introduction (E-1 to O-6).
· ICS-300: Intermediate ICS for Expanding Incidents (E-8/9, CW-3, O-5/6).
· ICS-400: Advanced ICS for Command and General Staff (E-9, CW-4/5, O-6).
· IS-317: Introduction to Community Emergency Response Teams (CERT) is recommended, covering CERT Basics, Fire Safety, Hazardous Material and Terrorist Incidents, Disaster Medical Operations, Search and Rescue, and Course Summary.
· FEMA courses are free online. VDF does not require soldiers to pay for State Guard Association of the United States (SGAUS) membership to earn the Military Emergency Management Specialist (MEMS) badge, but soldiers are encouraged to join SGAUS for the badge. Contact the Virginia MEMS Coordinator for details.

i. Officer Candidate School (OCS)
· The OCS Commandant conducts an annual OCS on a CY cadence, per “VDF Regulation 350-2, Officer Candidate School Management.”

j. Other Training
· The TRNGOIC, with G5/7 oversight, organizes additional training as directed by the CG. MSC Commanders and FORHQ staff section leaders support scheduling and recording.

k. Training Support
· For facilities at Fort Pickett, VA (FPVA), ACTDET requests facilities, training areas, and ranges. The G4 manages facilities during use, but only the ACTDET Unit Administrator (UA) obligates VDF funds for Range Facility Management Support System (RFMSS) facilities use. G1 provides orders and administrative support, while G3 manages Safety Brief and Range Coordination.

l. Records
· The G1/ACTDET, in coordination with the G5/7, maintains a database tracking soldiers’ Orientation, IET, and MOS qualifications and other training progress. MSC leaders and FORHQ staff section leaders support scheduling and recording.

m. Integration with Operational Planning and Readiness 
· Training plans must prepare soldiers for rapid transition to operations. Leaders emphasize: 
· Annual 72-hour load checks.
· Situational awareness and short-term preparedness (e.g., weather monitoring, EDREs). 
· After Action Reviews (AARs) from actual operations or major exercises to inform future training adjustments. 
· G5/7 coordinates with G3 (operations functions) to ensure training addresses lessons from MORR submissions, CCIR/SIR reporting, and real-world activations.


ANNUAL REVIEW
The G5/7 will review this directive annually to ensure accuracy of the document and enclosures.

REPLACEMENT OF FORMATS
All formats and procedures in this directive replace previous versions, which should be destroyed.


AUTHORITY LINE:
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MICHAEL PERINI
MAJ (VA)
VDF G5/7


9 Encl:
1. Enclosure (1) Training Schedule
2. Enclosure (2) Leader’s Checklist
3. Enclosure (3) Sample AAR Slide
4. Enclosure (3A) Sample AAR Memo Thru
5. Enclosure (4) Sample Decision Paper
6. Enclosure (5) Sample YTP
7. Enclosure (6) Operations Sync Matrix 
8. Enclosure (7) Operations Risk Assessment Form 
9. Enclosure (8) Operations Planning Guidance/Formats 
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