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Purpose and Scope

Purpose: This regulation outlines the advancement requirements for Virginia Defense Force (VDF) enlisted personnel from E-4 to E-9, ensuring a standardized, merit-based process that aligns with VDF’s mission to support the Virginia National Guard (VNG) and Virginia Department of Emergency Management (VDEM). It establishes training, education, and evaluation criteria to develop competent noncommissioned officers (NCOs) capable of leading in civil support and emergency operations.

Scope: Applies to all VDF enlisted personnel seeking promotion to E-4 (Specialist or Corporal), E-5 (Sergeant), E-6 (Staff Sergeant), E-7 (Sergeant First Class), E-8 (Master Sergeant or First Sergeant), and E-9 (Sergeant Major). This regulation complies with VDFR 350-1, AR 600-8-19, and the National Guard Civil Support (NGCS) Playbook.

Approval Authority

· Primary: VDF G3 (Personnel), with concurrence from VDF Commanding General (CG).
· Board Oversight: VDF G3 (Training) and G1 coordinate with CSM on promotion boards, with recommendations forwarded to the CG or designated promoting authority.
· Updates: Reviewed annually by G3 by 1 October, with revisions approved by 1 December. 

Responsibilities

· VDF G1:
· Maintains personnel records and verifies Time in Service (TIS)/Time in Grade (TIG).
· Coordinates promotion boards and ensures compliance with this regulation.
· Issues promotion orders upon CG approval.
· VDF G3:
· Develops and oversees Professional Military Education (PME) courses (e.g., NCOLD, BLC, ALC, SLC).
· Tracks training completion via the VDF Training Portal.
· Unit Commanders:
· Verify candidate eligibility (TIS/TIG, training, evaluations).
· Sign VDF Form 624-1-1 (Promotion Recommendation) and VDF Form 3-R (Personnel Action Request).
· Submit advancement packages to G-1.
· First Sergeants (1SGs)/Command Sergeants Major (CSMs):
· Mentor candidates and provide letters of recommendation.
· Present candidates to promotion boards.
· Candidates:
· Complete required training, FEMA courses, and PME.
· Submit complete advancement packages through the chain of command.

General Requirements
· Eligibility:
· Member in good standing, current on PME per rank (VDFR 350-1, Appendix K).
· Valid Virginia driver’s license or state-issued ID on record.
· No felony convictions (civilian or military).
· Meet annual height/weight standards (VDFR 600-10).
· Minimum TIS/TIG as specified per rank.
· Satisfactory Unit Training Assembly (UTA)/Multi-Unit Training Assembly (MUTA) attendance (≥90% over 12 months, unless waived by CG).
· Waivers:
· CG may grant waivers for TIS/TIG or training deficiencies in emergencies, based on demonstrated performance and mission needs.
· Waivers are documented via VDF Form 3-R with justification.
· Training Platforms:
· Courses delivered via VDF Training Portal, in-person at Waller Depot or Fort Barfoot, or through approved external providers (e.g., FEMA EMI).
· Online tests require ≥80% passing score; Go/No-Go tasks require approval by E-7 or above.
· Documentation:
· All advancement packages are submitted electronically via the VDF Training Portal, with physical copies maintained at Waller Depot.

Advancement to E-4 (Specialist and Corporal)

Overview: E-4 advancement prepares soldiers for junior NCO roles (Corporal) or technical specialist positions (Specialist), emphasizing leadership and operational skills.

Requirements:
a. Time in Service/Time in Grade:
· Specialist: 18 months TIS, 6 months TIG as E-3.
· Corporal: 24 months TIS, 8 months TIG as E-3, and billeted to a leadership role on the Modified Table of Organization and Equipment (MTOE).
b. FEMA Coursework (Online, VDF Training Portal):
· IS-100.c: Introduction to Incident Command System
· IS-200.c: Basic Incident Command System for Initial Response
· IS-700.b: Introduction to National Incident Management System
· IS-800.d: National Response Framework, An Introduction
· Completion certificates uploaded to VDF Training Portal.
c. VDF Courses:
· Noncommissioned Officer Leadership Development (NCOLD) Course (8.0 hours, online/in-person):
· Topics: NCO roles, leadership basics, VDF mission, and ethics.
· Online test: 30 questions (≥80% passing).
· Individual Development Course (IDC) (4.0 hours, online):
· Topics: Personal development, time management, and career planning.
· Certificate issued upon completion.
d. Evaluations:
· Go/No-Go assessment for NCOLD practicals (e.g., leadership scenarios), signed by E-6 or above.
· VDF Form 623-3 (NCO Evaluation) completed by 1SG or E-6 or above.
e. Advancement Package:
· NCOLD Course Certificate.
· IDC Course Certificate.
· FEMA course certificates (IS-100.c, IS-200.c, IS-700.b, IS-800.d).
· Verification of prior training (IET, Officer Indoctrination I/II per VDFR 350-1).
· TIS/TIG verification (G-1 records).
· UTA/MUTA attendance records (≥90%, G-1 verified).
· VDF Form 624-1-1 (Promotion Recommendation), signed by Company Commander.
· VDF Form 3-R (Personnel Action Request).
· For Corporal: MTOE billet confirmation (G-1 verified).
· Front and profile photo in uniform (digital, high-resolution).
f. Process:
· Submit package to Company Commander for review.
· Forward to G-1 for verification and CG approval.
· Promotion effective upon CG-signed orders.

Advancement to E-5 (Sergeant)

Overview: E-5 advancement develops squad-level leadership and operational expertise, aligning with NGCS Playbook standards.

Requirements:
a. Time in Service/Time in Grade:
· 36 months TIS, 12 months TIG as E-4.
b. FEMA Coursework (Online, VDF Training Portal):
· IS-120.c: An Introduction to Exercises
· IS-230.e: Fundamentals of Emergency Management
· IS-235.c: Emergency Planning
· IS-241.c: Decision Making and Problem Solving
· IS-317.a: Introduction to Community Emergency Response Teams
· Completion certificates uploaded to VDF Training Portal.
c. VDF Courses (Fort Pickett or Waller Depot):
· Basic Leadership Course (BLC) (24.0 hours, in-person):
· Drill and Ceremonies (VDF 105) (6.0 hours):
· Conduct squad-level formations and movements.
· Online test: 20 questions (≥80%).
· Go/No-Go PAR Sheet (signed by E-7 or above).
· NCO Basics (6.0 hours):
· Topics: VDF history, NCO duties, responsibilities, and authority.
· Online test: 25 questions (≥80%).
· Go/No-Go PAR Sheet (signed by E-7 or above).
· Leadership Principles and Traits (6.0 hours):
· Topics: Leadership styles, traits, and decision-making.
· Online test: 20 questions (≥80%).
· VDF Recruiting (6.0 hours):
· Topics: Company-level recruiting strategies and retention.
· Online test: 15 questions (≥80%).
· BLC Certificate awarded upon completion.
d. Evaluations:
· VDF Form 623-3 (NCO Evaluation), signed by 1SG or E-6 or above.
· Letters of recommendation from 1SG/CSM and Company Commander.
e. Advancement Package:
· BLC Course Certificate.
· IDC Course Certificate.
· FEMA course certificates (IS-100.c, IS-200.c, IS-700.b, IS-800.d, IS-120.c, IS-230.e, IS-235.c, IS-241.c, IS-317.a).
· Verification of prior training (IET, OI/OII, NCOLD).
· TIS/TIG verification.
· UTA/MUTA attendance records (≥90%).
· VDF Form 623-3 (Evaluation).
· Letters of recommendation (1SG/CSM, Company Commander).
· Front and profile photo in uniform.
· VDF Form 624-1-1 (Promotion Recommendation).
· VDF Form 3-R (Personnel Action Request).
f. Board Process:
· Package reviewed by Board Package Committee for completeness.
· Candidate presented by 1SG to E-5 Promotion Board.
· Board evaluates leadership potential, training, and evaluations.
· Recommendation forwarded to CG for approval.

Advancement to E-6 (Staff Sergeant)

Overview: E-6 advancement prepares NCOs for platoon-level leadership and administrative roles, with increased responsibility in VDF operations.

Requirements:
a. Time in Service/Time in Grade:
· 60 months TIS, 18 months TIG as E-5.
b. FEMA Coursework (Online, VDF Training Portal):
· IS-240.c: Leadership and Influence
· IS-242.c: Effective Communication
· IS-244.b: Developing and Managing Volunteers
· IS-1300: Introduction to Continuity of Operations
· IS-2200: Basic Emergency Operations Center Functions
c. VDF Courses (Fort Pickett, 2-day MUTA):
· Advanced Leadership Course (ALC) (24.0 hours):
· Drill and Ceremonies (6.0 hours):
· Lead company-level formations.
· Go/No-Go PAR Sheet (signed by E-7 or above).
· NCO Leadership Framework (8.0 hours):
· Topics: Duties, responsibilities, and authority at platoon level.
· Online test: 30 questions (≥80%).
· Administration and Procedures (10.0 hours):
· Topics: Personnel procedures, forms, and communication.
· Online test: 25 questions (≥80%).
· Go/No-Go PAR Sheet (signed by E-7 or above).
· ALC Certificate awarded upon completion.
d. Additional Requirements:
· Appointment as PME Trainer (verified by G-3).
· Company Commander Letter of Appointment for training role.
e. Advancement Package:
· ALC Course Certificate.
· PME Trainer Appointment Letter.
· FEMA course certificates (all prior plus IS-240.c, IS-242.c, IS-244.b, IS-1300, IS-2200).
· Verification of prior training (IET, OI/OII, NCOLD, BLC).
· TIS/TIG verification.
· UTA/MUTA attendance records.
· VDF Form 623-3 (Evaluation).
· Letters of recommendation (1SG/CSM, Company Commander).
· Front and profile photo in uniform.
· VDF Form 624-1-1 (Promotion Recommendation).
· VDF Form 3-R (Personnel Action Request).
f. Board Process:
· Package reviewed by Board Package Committee.
· Candidate presented by 1SG to E-6 Promotion Board.
· Board evaluates administrative skills, leadership, and training contributions.
· Recommendation forwarded to CG.

Advancement to E-7 (Sergeant First Class)
Overview: E-7 advancement develops senior NCOs for battalion-level leadership, focusing on operations, training, and problem-solving.
Requirements:
a. Time in Service/Time in Grade:
· 84 months TIS, 24 months TIG as E-6.
b. FEMA Coursework (Online, VDF Training Portal):
· IS-2900: National Disaster Recovery Framework Overview
c. VDF Courses (Fort Pickett, 3-day MUTA):
· Senior Leadership Course (SLC) (24.0 hours):
· Senior NCO Leadership (8.0 hours):
· Topics: Strategic leadership, mentorship, and VDF mission.
· Online test: 30 questions (≥80%).
· Operations and Training (8.0 hours):
· Topics: SOP development, training management.
· Online test: 25 questions (≥80%).
· Leadership Task (8.0 hours):
· Identify and resolve a battalion/regiment/force-level issue.
· Submit After-Action Report (AAR) and documentation.
· Go/No-Go evaluation by Senior Enlisted Board.
· Staff Operations & Planning Course (8.0 hours):
· Topics: Operational planning, resource allocation.
· Online test: 20 questions (≥80%).
· SLC Certificate awarded upon completion.
d. Evaluations:
· VDF Form 623-3 (Evaluation), signed by E-7 or above.
· Letters of recommendation from 1SG/CSM and Company Commander.
e. Advancement Package:
· SLC Course Certificate.
· Staff Operations & Planning Course Certificate.
· FEMA course certificates (all prior plus IS-2900).
· Verification of prior training (IET, OI/OII, NCOLD, BLC, ALC).
· TIS/TIG verification.
· UTA/MUTA attendance records.
· VDF Form 623-3 (Evaluation).
· Letters of recommendation.
· Front and profile photo in uniform.
· VDF Form 624-1-1 (Promotion Recommendation).
· VDF Form 3-R (Personnel Action Request).
· Leadership Task AAR and documentation.
f. Board Process:
· Package reviewed by Board Package Committee.
· Candidate presented by 1SG to E-7 Promotion Board.
· Board evaluates operational expertise, leadership task, and mentorship.
· Recommendation forwarded to CG.

Advancement to E-8 (Master Sergeant/First Sergeant)

Overview: E-8 advancement prepares senior NCOs for company-level leadership (First Sergeant) or staff roles (Master Sergeant), emphasizing command and operational oversight.

Requirements:
a. Time in Service/Time in Grade:
· 108 months TIS, 30 months TIG as E-7.
b. FEMA Coursework (In-person or VDEM-approved provider):
· ICS-300: Intermediate ICS for Expanding Incidents (Master Sergeant only).
c. VDF Courses (Fort Pickett or Waller Depot):
· Company Commander/First Sergeant Course (16.0 hours, First Sergeant only):
· Topics: Company leadership, personnel management, and readiness.
· Online test: 30 questions (≥80%).
· Go/No-Go evaluation by E-8 or above.
d. Evaluations:
· VDF Form 623-3 (Evaluation), signed by E-8 or above.
· Letters of recommendation from 1SG/CSM and Company Commander.
e. Advancement Package:
· ICS-300 Certificate (Master Sergeant only).
· Company Commander/First Sergeant Course Certificate (First Sergeant only).
· Verification of prior training (IET, OI/OII, NCOLD, BLC, ALC, SLC).
· TIS/TIG verification.
· UTA/MUTA attendance records.
· VDF Form 623-3 (Evaluation).
· Letters of recommendation.
· Front and profile photo in uniform.
· VDF Form 624-1-1 (Promotion Recommendation).
· VDF Form 3-R (Personnel Action Request).
f. Board Process:
· Package reviewed by Board Package Committee.
· Candidate presented by CSM to E-8 Promotion Board.
· Board evaluates command potential and staff expertise.
· Recommendation forwarded to CG.

Advancement to E-9 (Sergeant Major)

Overview: E-9 advancement prepares senior NCOs for force-level leadership, focusing on strategic oversight and mentorship.

Requirements:
a. Time in Service/Time in Grade:
· 132 months TIS, 36 months TIG as E-8.
b. FEMA Coursework (In-person or VDEM-approved provider):
· ICS-400: Advanced ICS for Command and General Staff.
c. Evaluations:
· VDF Form 623-3 (Evaluation), signed by CSM.
· Letters of recommendation from CSM and Company Commander.
d. Advancement Package:
· ICS-400 Certificate.
· Verification of prior training (IET, OI/OII, NCOLD, BLC, ALC, SLC, E-8 courses).
· TIS/TIG verification.
· UTA/MUTA attendance records.
· VDF Form 623-3 (Evaluation).
· Letters of recommendation.
· Front and profile photo in uniform.
· VDF Form 624-1-1 (Promotion Recommendation).
· VDF Form 3-R (Personnel Action Request).
e. Board Process:
· Package reviewed by Board Package Committee.
· Candidate presented by CSM to E-9 Promotion Board.
· Board evaluates strategic leadership and force-wide impact.
· Recommendation forwarded to CG.

Board Procedures

· Composition:
· E-5/E-6 Boards: Chaired by E-8 or above, with two E-7s and one O-3 or above.
· E-7/E-8 Boards: Chaired by E-9, with two E-8s and one O-4 or above.
· E-9 Board: Chaired by CG or deputy, with two E-9s and one O-5 or above.
· Process:
· Boards convene quarterly or as needed, coordinated by G-1.
· 1SG/CSM presents candidate and package, answering board questions.
· Candidates may be interviewed (in-person or virtual) on leadership, VDF mission, and scenarios.
· Board scores candidates on training (30%), evaluations (30%), leadership potential (20%), and board presentation (20%).
· Recommendations (Promote, Defer, Deny) forwarded to CG within 7 days.
· Appeals:
· Candidates may appeal denials via VDF Form 3-R to G-1 within 30 days, with supporting documentation.

Sample Advancement Package Checklist

For All Ranks:
· [ ] VDF Form 624-1-1 (Promotion Recommendation), signed by Company Commander.
· [ ] VDF Form 3-R (Personnel Action Request).
· [ ] VDF Form 623-3 (NCO Evaluation), signed by appropriate NCO.
· [ ] Letters of recommendation (1SG/CSM, Company Commander).
· [ ] Front and profile photo in uniform (digital, high-resolution).
· [ ] TIS/TIG verification (G-1 records).
· [ ] UTA/MUTA attendance records (≥90%).
· [ ] FEMA course certificates (per rank requirements).
· [ ] Verification of prior training (IET, OI/OII, NCOLD, BLC, ALC, SLC, etc.).
· [ ] Rank-specific course certificates (e.g., BLC, ALC, SLC).
· [ ] Go/No-Go PAR Sheets (signed by appropriate NCO).
· [ ] Additional requirements (e.g., MTOE billet, leadership task AAR, PME appointment).

Submission:
· Electronic submission via VDF Training Portal.
· Physical copies to G-1 at Waller Depot.
· Incomplete packages returned to Company Commander within 5 days.





