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Training and Training Documentation
I.
PURPOSE:
To outline procedures for documentation of training and to list the types of training which are required and/or available by the Division of Veterinary Medicine (DVM).

II.
SCOPE:
All DVM personnel.

III.
DEFINITIONS:


A.
DVM - Division of Veterinary Medicine


B.
DAR - Department of Animal Resources


C.
LACUC - Laboratory Animal Care and Use Committee


D.
NCOPD - Noncommissioned Officer Professional Development, Command sponsored leadership training.


E.
Officer's Call - Command sponsored leadership training primarily designed for junior officers


F.
CF = Carry Forward

IV.
RESPONSIBILITIES:


A.
Division Director shall ensure all Division personnel are trained allowing for safe, effective operations, and will ensure personnel fully utilize required equipment and technology.


B.
Department Chiefs shall provide the training time and guidance on new Standing Operating Procedures, new equipment and animal medicine or care doctrine. This may be performed in formal DVM wide training sessions, on department, section or individual level.  The Chief, DAR is also responsible for recommending to the Director, areas demonstrating a training weakness.


C.
Education Services Specialist (ESS) will maintain a training file.  This file will allow ready retrieval of documentation related to training of animals, facilities or it's equipment, and/or any training related to protocols of the WRAIR or in which the WRAIR is assisting. The ESS will advertise and promote to DVM personnel and LACUC members; different training opportunities and programs.


D.
NCOIC Division of Veterinary Medicine will provide the NCOIC's of the Departments of Instruction and Animal Resources information on training opportunities and training schedules as he/she receives them.  He/she is responsible for processing military training requests, and for posting to the DA form 6, those soldiers who will be away from the Division for training.  The ESS will be furnished copies of documentation for training related to animals, facilities or it's equipment, and/or any training related to the Laboratory Animal Care and Use Program.


E.
NCOIC Departments of Animal Resources and Instruction is responsible for processing any training requests with their recommendations to the appropriate Department Chiefs for their review.  Upon completion by the Department Chief the request will be routed to the NCOIC, DVM or to the appropriate individual with CF to the NCOIC.  The Department NCOIC will maintain copies of training documentation in a readily retrievable form.


F.
Section NCOIC, will: 



1)
Train on section level if appropriate as determined by NCOIC and section OIC.



2)
Make recommendations for division level or other training to Department NCOIC.



3)
Process training requests with their recommendation through the section OIC to DAR NCOIC.



4)
Provide documentation of training to the ESS.


G.
Individuals will comply with the guidance in this SOP and will notify their Supervisor of areas of required training.  Individuals may also apply through their Chain of Command for training that they wish to attend.  At the discretion of the Chain of Command the individual may be allowed to attend the training if: 



1)
Mission allows the individual to be away from the duty site for the required period.



2)
The individual has no adverse counseling which would preclude approval and has been assigned a unit/section long enough to know their performance evaluations (e.g. minimum 180 days).



3)
Others in the Division have had equal opportunity for training.



4)
The Division has sufficient funds or the individual requests Permissive TDY.

V.
PROCEDURES:


A.
The Training NCO will prepare the technical training schedule and coordinate training with the NCOIC of DAR, and DAM.  The Training NCO will publish a schedule of monthly technical training and copies will be furnished to each section NCOIC and the OIC’s and NCOIC’s of DAR, DAM, & DVM.



1.
Technical training will be related to the animal care, research, or military mission.  Topics normally covered include medical, husbandry, psychological well being, facility and/or equipment operation, maintenance and use.



2.
Technical training is mandatory for all military 91T's.  The Chief, DVM may make sessions mandatory for other DVM assets as training deficits are identified; the Chief, DAR or DAM may do likewise for their respective assets.


B.
All DVM personnel are required to attend DOD Workshops and AAALAS Certification training at the earliest date possible.  It is mandatory they attend the workshop on the species they will be caring for (See SOP's 720 - 728 "DOD Workshops").  Other Workshops may be attended on an as available basis as long as the section mission is not compromised.


C.
The Director, DVM will publish or designate another to publish training schedules in new technology/equipment etc as needs are identified.


D.
Document all training with a Training Sign-In form annotating class subject, date and attendance.  (See Annex A.)  DOD Workshops attendee's will also fill out a second information form for Administrative Purposes (see Annex B). 


E.
The Training Sign-In form will be collected at the end of training and a copy made for the Training NCO.  The original will be furnished to the ESS for the training file.

VI.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-060 dated February 1997.

REVIEWED AND APPROVED:

JOHN H. PARRISH

LTC, VC

Director, Division of
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