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PURPOSE
Per VDF Regulation (VDFR) 350-1, this Appendix outlines the Program of Instruction (POI) and Lesson Plans (LPs) for New Soldier Training, encompassing Orientation Parts I and II, Initial Entry Training (IET), and Soldier Mission Training (SMT). This program ensures new VDF personnel achieve foundational military knowledge, skills, and professionalism to support Department of Military Affairs (DMA), Virginia National Guard (VNG), and Virginia Department of Emergency Management (VDEM) missions. (REF: AR 350-1, Chap 3, para 3-44)
APPROVAL AUTHORITY: VDF G3, with concurrence from VDF Commanding General (CG).

TRAINING LOCATIONS
· Online: Orientation Parts I and II, and IET preparatory modules, hosted on the VDF Training Portal (accessible via vdf.virginia.gov/training).
· In-Person: IET and SMT conducted at Waller Depot, Richmond, VA, or alternate DMA-approved sites (e.g., Fort Barfoot, State Military Reservation) during consecutive Unit Training Assemblies (UTAs) or Multi-Unit Training Assemblies (MUTAs).

COLLABORATION
VDF Force Headquarters (FORHQ) G-3 Training Support Office coordinates with MSCs, Active Detachment (ACTDET), and Professional Military Education (PME) staff to provide instructors, references, equipment, and facilities. Joint coordination with VNG and VDEM ensures alignment with National Guard Civil Support (NGCS) Playbook standards.

MINOR CHANGES AND ADDITIONS
· Materials are reviewed annually by G3 Training Officer by 1 October, with updates approved by 1 December.
· Copies are archived in the VDF digital repository and physical archive at Waller Depot for continuity.
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A. ORIENTATION
Orientation consists of two online courses on the VDF Training Portal:
· Part I: VDF Introduction (2 hours): Introduces VDF mission, structure, standards, culture, and history, tailored for prior-service and non-prior-service members.
· Part II: Emergency Operations Basics (2 hours): Covers VDF emergency response roles, formatted as an Operational Order (OPORD), including chain of command, mission types, and basic protocols.
· Delivery: Self-paced, with embedded quizzes. Hard copies are maintained by G3 for quality control but are not distributed unless the Training Portal is unavailable for >72 hours, per G3 approval.
· Target Audience:
· Prior-service members (≥6 months military service) complete Orientation as a VDF-specific refresher.
· Non-prior-service members complete Orientation as a military introduction, followed by IET and SMT.

B. INITIAL ENTRY TRAINING (IET)
IET combines online preparatory modules (4 hours) and in-person training (16 hours) during two consecutive UTAs or one MUTA:
· Online Prep: Covers foundational knowledge, including VDF structure, soldier values, and basic skills, with pre-tests to assess readiness.
· In-Person: Includes classroom instruction, practical exercises, and evaluations on military fundamentals, drill and ceremonies (D&C), communications, and civil support/security (CSS) tasks.
· Courses:
1. VDF 101: Military Structure, Basic Operations, Emergency Response (2 hours)
2. VDF 102: Soldier Values/SHARP/EO/Ethics (2 hours)
3. VDF 103: Military Customs and Courtesies (1.5 hours)
4. VDF 104: Uniform Wear and Inspection (1.5 hours)
5. VDF 105: Drill and Ceremonies (2 hours)
6. CSS 100: Basic Guard & Access Control Duty (2 hours)
7. COM 100: Basic Communications (2 hours)
8. VDF 106: First Aid Basics (1 hour, unless EMT-B certified)
· Evaluation: Go/No-Go practical assessments and a written exam (80% passing score).

C. SOLDIER MISSION TRAINING (SMT)
SMT (4 hours) is conducted post-IET during UTAs, focusing on mission-specific skills:
· Courses:
1. CSS 101: Traffic Control and Incident Response (2 hours)
2. COM 101: Statewide Agencies Radio System (STARS) Operations (2 hours)
· Evaluation: Practical exercises and integration into NGST drills.
PROGRAM AND STUDENT LEARNING OUTCOMES
· Program Outcomes:
· Develop a professional, mission-ready soldier capable of supporting VDF METL tasks.
· Instill VDF values, discipline, and interoperability with VNG and VDEM.
· Ensure foundational skills in CSS, COMM, and emergency response.
· Student Outcomes:
· Demonstrate basic military knowledge, customs, and drill proficiency.
· Perform entry-level CSS and COMM tasks per NGCS Playbook.
· Understand VDF’s role in the Commonwealth’s emergency response framework.
CORE ABILITIES
· Functional literacy in military structure, ethics, and emergency operations.
· Proficiency in basic soldier skills (e.g., D&C, uniform standards, radio procedures).
· Ability to integrate into NGSTs for SAD or exercises.
COMPETENCIES
· Complete Orientation Parts I and II online with ≥80% quiz scores.
· Pass IET written exam and Go/No-Go assessments.
· Demonstrate SMT practical skills in simulated mission environments.
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ACADEMIC HOURS
· Orientation Parts I and II: 4 hours (2 hours each, self-paced online).
· IET: 20 hours (4 hours online prep, 16 hours in-person).
· Basic SMT: 4 hours (in-person, post-IET).
· Total: 32 hours.
CLASS SIZE - INSTRUCTOR/STUDENT RATIO
· Orientation: Self-directed online, no instructor required.
· IET: 10-15 students per class, with 1 primary instructor and 1 assistant instructor (1:7.5 ratio).
· SMT: 8-12 students per class, with 1 primary instructor and 2 assistants for practical exercises (1:4 ratio).
ACADEMIC PREREQUISITES
· Orientation: None.
· IET: Completion of Orientation Parts I and II (verified via Training Portal records). Online IET prep module completion recommended.
· SMT: Completion of IET (certificate issued).
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INSTRUCTOR RESOURCES
· Instructors receive slide packs, lesson plans, and student materials 60 days prior via the VDF Training Portal.
· PME staff coordinates classrooms, equipment, and handouts, with G-3 oversight.
· Instructors must be PME-certified (per Appendix K) and familiar with NGCS Playbook standards.

TRAINING AIDS AND MATERIALS/EQUIPMENT NEEDED
· Classroom:
· A/V equipment (projector, laptop, speakers).
· Slide packs (VDF 101-106, CSS 100, COM 100).
· Whiteboard, markers, and poster boards.
· Virginia state map (large, wall-mounted).
· Student handouts (e.g., VDF rank structure, phonetic alphabet, General Orders).
· Facilitator note cards for case study discussions.
· Practical Exercises:
· Wouxun handheld radios (1 per 2 students).
· STARS radio simulator (1 per class).
· D&C props (e.g., guidons, mock rifles for drill).
· First aid kits (for VDF 106 demonstrations).
· Traffic control vests and wands (for CSS 101).
· Topographic maps and compasses (for VDF 201).
· Digital:
· Access to VDF Training Portal for pre-tests and reference materials.
· FEMA IS-100.c and IS-700.b course excerpts for VDF 202.

FACILITIES/TRAINING AREA
· Classroom: Climate-controlled, with conference-style seating, power outlets, and Wi-Fi.
· Parade Ground: 50x50-meter hardtop or grass area, surveyed for hazards (e.g., uneven surfaces marked as no-go).
· Practical Area: Outdoor space for CSS/COMM exercises, with access to mock checkpoints and radio stations.

ADDITIONAL TRAINING ASSISTANTS
· IET: 1 assistant instructor for D&C and radio procedures.
· SMT: 2 assistants for CSS/COMM practical and navigation exercises.
· Assistants must be PME-certified or senior NCOs/officers with relevant experience.

SAFETY AND RISK ASSESSMENT
· Classroom: Ensure fire exits are clear, cables are secured, and seating is stable.
· Parade Ground: Pre-inspect for hazards (e.g., potholes, debris). Conduct safety brief on proper marching to prevent injuries.
· Practical Exercises: Brief on radio safety (e.g., antenna positioning), traffic control hazards, and first aid protocols. Risk assessment per FM 5-19, with low-risk rating for classroom and moderate for outdoor activities (mitigated by supervision and marking hazards).
· Medical: Ensure access to a first aid kit and contact information for Waller Depot medical support.
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· Preparation: Instructors review POIs, LPs, and references 60 days prior. Coordinate with PME for logistics.
· Execution: Follow lesson plans, using slides, handouts, and practical exercises. Engage students with questions and reflective exercises.
· Assessment: Administer Go/No-Go tasks and written exams. Submit results to G-3 via ACTDET.
· Feedback: Collect student and observer feedback using VDF forms. Propose updates via Course Proposal Form.

INSTRUCTOR GUIDANCE 2-6

a. Prepare:
· Locate training site and confirm logistics with PME staff.
· Review slides, references, and test questions.
· Print lesson plans and handouts (or request PME assistance).
· Notify G-3 of student pre-assignments (e.g., online modules).
· Develop discussion questions and case studies.
b. Rehearse:
· Practice delivery, focusing on timing and transitions.
· Test A/V equipment and radio functionality.
c. Reconnoiter:
· Inspect classroom, parade ground, and practical areas 24 hours prior.
· Verify equipment readiness (e.g., radios, projectors).
· Coordinate with ACTDET if issues arise.
d. Conduct:
· Distribute handouts and brief safety protocols.
· Present slides, emphasizing test-related content.
· Rotate Officer Candidates (OCs) or assistants to teach segments for development.
· Facilitate discussions using case studies (e.g., ethical dilemmas, emergency scenarios).
· Conduct practical exercises with clear instructions and supervision.
· Lead reflective practice: (1) What was learned? (2) Why does it matter? (3) How will it be applied?
· Administer Go/No-Go assessments and exams.
e. Follow-Up:
· Develop 10-15 test questions (multiple choice, true/false, fill-in-the-blank) if none exist, and submit to PME.
· Ensure students complete feedback forms.
· Provide observer forms for class visitors (see below).
· Submit instructor feedback to PME on slides and delivery.
· Review student/visitor feedback for improvements.
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· Target Audience: New VDF soldiers, with or without prior military service.
· Delivery: Orientation is online; IET and SMT combine classroom, practical, and field exercises.
· Assessment:
· Orientation: Online quizzes (≥80% to pass).
· IET: Written exam (80% passing) and Go/No-Go tasks (e.g., D&C, radio procedures).
· SMT: Practical evaluations during NGST drills.
· Certification: Certificates issued for Orientation, IET, and SMT completion, recorded in ACTDET personnel files.
· Retesting: Soldiers failing exams or Go/No-Go tasks may retest within 30 days, with remediation provided.
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LESSON NUMBER AND TITLE: Initial Entry Training (In-Person)
CLASS TIME: 16 hours (over two UTAs or one MUTA)

HOW IT WILL BE TAUGHT:
a. Background: IET provides non-prior-service soldiers with foundational military skills and prior-service soldiers with VDF-specific training. It ensures functional literacy in military structure, values, D&C, CSS, COMM, and first aid, enabling integration into NGSTs.
b. Conduct:
· Classroom: Conference-style seating with A/V support. Instructors use slides, maps, and handouts to deliver VDF 101-106, CSS 100, and COM 100. Students engage via questions and case studies.
· Parade Ground: D&C exercises focus on formations, marching, and saluting.
· Practical Area: CSS and COMM exercises simulate guard duty, traffic control, and radio operations.
· Instructors: Preferably senior NCOs or officers, with OCs assisting for development. Materials provided 60 days prior.
· Assessment: Go/No-Go tasks (individual or group) and a 50-question written exam.
c. Instructional Intent: Equip soldiers with basic military knowledge and skills to function in VDF units and support METL tasks.
d. Training Objectives:
· Action: Discuss and apply military knowledge in classroom, parade ground, and practical settings.
· Conditions: Interactive classroom, D&C on parade ground, and simulated mission exercises.
· Standard: Explain VDF missions, values, customs, and procedures; perform D&C, guard duty, and radio operations to standard.
e. Terminal Learning Outcomes:
1. Explain VDF chain of command and organizational structure.
2. Discuss VDF missions and their role in DMA/VNG operations.
3. Articulate soldier values (L-D-R-S-H-I-P) and ethical principles.
4. Perform basic D&C movements (e.g., attention, parade rest, facing movements).
5. Demonstrate military customs (e.g., saluting, reporting).
6. Identify rank insignia, titles, and flag honors.
7. Maintain uniform and grooming standards per VDFR 670-1.
8. Operate Wouxun handheld radios using prowords and phonetic alphabet.
9. Recite and apply the General Orders.
10. Perform basic guard and access control duties.
11. Administer basic first aid (e.g., bleeding control, CPR awareness).
f. References:
· ADP 1: The Army
· ADRP 1: The Army Profession
· ADRP 6-22: Army Leadership
· FM 3-21.5: Drill and Ceremonies
· FM 21-26: Map Reading and Land Navigation
· AR 670-1: Wear and Appearance of Army Uniforms
· VDFR 350-1, VDFR 611-3, NGCS Playbook
· FEMA IS-100.c: Introduction to ICS
g. Instructional Materials:
· IET slide packs (VDF 101-106, CSS 100, COM 100).
· Handouts: Rank structure, General Orders, phonetic alphabet, uniform guide.
· Optional: Instructor-developed case studies (with G-3 approval).
h. Testing:
· Written exam: 50 questions (multiple choice, true/false, fill-in-the-blank).
· Go/No-Go tasks: D&C, saluting, radio procedures, guard duty.
· Passing: 80% on exam, satisfactory completion of all Go/No-Go tasks.
i. Certification: Soldiers passing IET receive a certificate, logged in ACTDET records.



LESSON NUMBER AND TITLE: Soldier Mission Training (In-Person)
CLASS TIME: 8 hours (one UTA)

HOW IT WILL BE TAUGHT:
a. Background: SMT builds on IET, focusing on mission-specific skills for NGST integration, including advanced CSS, COMM, and ICS awareness.
b. Conduct:
· Classroom: Briefings on VDF history, ICS, and map reading.
· Practical Area: Hands-on exercises for traffic control, STARS radio operations, and land navigation.
· Instructors: Senior NCOs or officers, with 2 assistants for practicals.
· Assessment: Practical evaluations during NGST drills.
c. Instructional Intent: Prepare soldiers for SAD and exercises by mastering mission-critical tasks.
d. Training Objectives:
· Action: Apply mission-specific skills in simulated environments.
· Conditions: Classroom briefings and outdoor practical exercises.
· Standard: Perform traffic control, STARS radio operations, basic navigation, and ICS roles to standard.
e. Terminal Learning Outcomes:
1. Discuss VDF history and its impact on current missions.
2. Perform traffic control and incident response tasks.
3. Operate STARS radios and document messages.
4. Navigate using a topographic map and compass.
5. Explain ICS structure and VDF roles within it.
f. References:
· FM 21-26: Map Reading and Land Navigation
· FEMA IS-100.c, IS-700.b
· VDFR 611-3, NGCS Playbook
g. Instructional Materials:
· SMT slide packs (VDF 200-202, CSS 101, COM 101).
· Handouts: ICS structure, STARS protocols, navigation guide.
h. Testing: Practical evaluations (Go/No-Go) during NGST drills.
i. Certification: SMT completion certificate issued, logged in ACTDET records.
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IET Day 1 (8 hours)
0800-0815: Formation, Safety Brief, and Course Overview
0815-0945: VDF 105: Drill and Ceremonies (Go/No-Go: Formations, Marching)
0945-1045: VDF 104: Uniform Wear and Inspection (Go/No-Go: Uniform Setup)
1045-1200: VDF 103: Military Customs and Courtesies (Go/No-Go: Saluting, Reporting)
1200-1300: Meal Break
1300-1500: VDF 101: Military Structure, Basic Operations, Emergency Response
1500-1600: VDF 102: Soldier Values/SHARP/EO/Ethics (Case Study Discussion)
1600-1700: COM 100: Basic Communications (Go/No-Go: Wouxun Radio)
1700-1730: Cleanup, Retests, and Feedback Forms

IET Day 2 (8 hours)
0800-0830: Formation and D&C Review (Go/No-Go)
0830-1030: CSS 100: Basic Guard and Access Control Duty (Go/No-Go: Checkpoint Procedures)
1030-1130: VDF 106: First Aid Basics (Go/No-Go: Bleeding Control)
1130-1200: Meal Break (30 min)
1200-1300: VDF 101 Review: Chain of Command and Rank Insignia (Go/No-Go: Recitation)
1300-1400: Study Session and Exam Prep
1400-1530: IET Written Exam (50 questions)
1530-1630: COM 100: Wouxun Radio Practical (Go/No-Go)
1630-1700: Final Formation, Certificate Presentation, Safety Brief

Mission-Specific Training (8 hours, Separate UTA)
0800-0815: Formation, Safety Brief, and Course Overview
0815-0915: VDF 200: VDF History and Traditions
0915-1115: CSS 101: Traffic Control and Incident Response (Go/No-Go: Traffic Wands)
1115-1215: COM 101: STARS Radio Operations (Go/No-Go: Message Handling)
1215-1245: Meal Break (30 min)
1245-1445: VDF 201: Basic Map Reading and Land Navigation (Go/No-Go: Plotting)
1445-1545: VDF 202: Introduction to ICS (Case Study: VDF Role in Disaster)
1545-1645: NGST Drill Integration (Practical: CSS/COMM Scenarios)
1645-1700: Final Formation, Certificate Presentation, Feedback Forms

