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LONDON AREA TRAINING MANUAL 2012
AREA TRAINING OFFICER
I firstly wish to take this opportunity, as Area Training Officer, to welcome you all to the 2012 Training Manual.

This is a living document and should not just be put into a draw and forgotten about.
The main aim of this Training Manual is to give you as much information as possible before you attend one of the area training courses. If you are interested in a course which is not advertised in the manual then please feel free to contact either me and I will always be happy to advise you where to find out the information. The training team are always updating the training manual which will also be advertised on the Area web pages.                  www.sccheadquarters.com/Areas-and-Offshore/London-Area. If you are booked on a course then your name will be added to the list, which is updated weekly.
Please note that all application forms need to be sent direct to the Course director who will be the sponsor for the London Area Temporary Memorandum (L.A.T.M).

Full course fees where applicable are required when submitting the Course application Consent Form.  The closing date for all courses will be promulgated in the LATM, course fees will not be refunded after the closure date. Unless the course is cancelled.
           Contact Details

AREA TRAINING OFFICER (ATO)







COMPANY TRAINING OFFICER




Lt Cdr (SCC)Barry Sickelmore RNR







Lt (SCC)J D Moore-Hurley RMR
(M)07831-379426 (B) 0207 055 9650                                                                        (M)07834-406746 (H) 2028 360 0036
Ato-london@hotmail.co.uk              







 diamondroyal185@hotmail.com
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LONDON AREA STAFF TRAINING
ADULT COURSES AVAILABLE – 2012 
	COURSE
	DETAILS
	STAFF
	NOTES

	
	
	
	

	ADVENTURE TRAINING (BEL)

Basic Expedition Leader
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	The Sports Leaders UK Level 2 Award in Basic Expedition Leadership is a nationally recognised award that trains and qualifies teachers, youth workers and other members of the community to: 
· Lead groups in lowland areas 
· Have responsibility for the care of others when outdoors including day journeys 

· Organise base and mobile camps. 
	ASO & Nominated Staff
	Max 12 Students who must attend all 4 Weekends

	ADVENTURE TRAINING

(Alpine Adventure) 
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	The course is designed:- 

· To train the cadets and staff of London area in winter techniques in an Alpine Environment. 

· To expose both cadets and staff to new cultural experiences in an international environment.

· To meet the objectives of Adventure training through arduous and enjoyable adventure activities.

· Count as residential for Gold Duke of Edinburgh’s Award


	ASO & Nominated Staff
	Open to Staff & Cadets of a minimum age of 14 ½



	ADVENTURE TRAINING

(Summer Rock – Gold Expedition) 
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	The course is designed:- 

· To train the cadets and staff of London area in summer conditions. 

· To expose both cadets and staff to new cultural experiences in an international environment.

· To meet the objectives of Adventure training through arduous and enjoyable adventure activities.

· Count as residential for Gold Duke of Edinburgh’s Award


	ASO & Nominated Staff
	Open to Staff & Cadets of a minimum age of 16

	COURSE
	DETAILS
	STAFF
	NOTES

	ADULT INDUCTION COURSE
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	This is a MANDATORY course for all new members of staff in London Area who joined the SCC since 01/01/08.

PCI’s, APO’s and PPO’s who joined prior to this date are still welcome to attend.
“Those attending the Adult Induction Course as from 1st December 2011 must have completed the Protecting Information Level 1 course which can be found on the training and administration website under the tab Training, followed by Protecting Information tab, before attending the AIC – it therefore becomes a requirement and they will need to have it shown on the Personal file on Westminster prior to attending”
	AIC instructors
	Max 12/ 24 students per course subject to venue.

	BSAC OCEAN DIVER
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	The BSAC Ocean Diver is a 3 weekend qualifying course for the complete beginner. It involves theory lessons, practical swimming pool & open water diving, and a multiple choice test. 

No previous experience is required. 


	ASO & Nominated Staff
	Maximum of 4 Students

Open to Staff & Cadets

	BSAC SPORTS DIVER
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	The BSAC Sports Diver Course is a 3 weekend qualifying course for BSAC Ocean Divers. It involves theory lessons, open water diving, practical assessments, and a theory examination.

 
	ASO & Nominated Staff
	Maximum of 4 Students

Open to Staff & Cadets

	BSAC FULL FACE MASK
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	The BSAC Full Face mask is a one day course for BSAC Sports Divers. It involves practical swimming pool diving.
The FFM course is a prerequisite before attending the Diving proficiency course. 

	ASO & Nominated Staff
	Maximum of 12 Students

Open to Staff & Cadets
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BTEC TRAIN THE TRAINER


	This course is designed to train staff in delivery of Btec at a unit level.
	ASO & Nominated Staff
	Open to all Unit staff

	CORE DRILL
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	This course is designed to deliver a range of drill modules including:

· BASIC (Blue Jackets)
· SCC ADULT CORE DRILL  (Blue Jackets)
· SCC ADULT CORE DRILL  (RMC)

· INTERMEDIATE (Blue Jackets)
· RMC (COMPANY) DRILL MODULE (RMC)

· ADVANCED (Both)
· PRE-DRILL INSTRUCTOR. (Both)
	ASO & Nominated Staff
	Open to Staff & Cadets

	COMMUNICATIONS 

Basic & Intermediate
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	For staff who wish to advance in the field of communications. This Basic Communication & Intermediate Instructors Course is just for you.

Communications Instructors Course (review and test)(Students should have completed task book before attending this course)
	ASO Comms & nominated staff
	Minimum 4, Maximum of 10 Candidates

	BASIC COOK/STEWARD INSTRUCTOR
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	Intermediate Cook/Steward Instructor Course is for any member of staff interested in teaching and qualifying cadets in the cook/steward specialisation to assess 3rd class and teach 2nd class. All Candidates need to attend both of the 2 weekends to qualify and must have a Current First Aid, A Minimum of IM Grade 2, First Aid and Basic Food Hygiene. 
	ASO Ck/Std and Nominated Staff
	Max 6 students per course

	DUKE OF EDINBURGH’S AWARD
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	Expedition Assessor Accreditation Course. To qualify staff as expedition assessors at either, Bronze and Silver or Gold levels.

There is a requirement for candidates to undertake a supported assessment before full accreditation.

Minimum requirements are: have an understanding of the Duke of  Edinburgh’s Award scheme and a technical competence in the selected mode of travel at these minimum levels:

Hill walking – EL 4 / BELA, Paddling – BCU Coach, Pulling – Pulling Instructor, Sailing – Dinghy Sailing Instructor
	ASO DoE & Nominated Staff
	Minimum 4 and maximum 12 Candidates

	COURSE
	DETAILS
	STAFF
	NOTES

	CORE FIRST AID (Activity)

[image: image11.png]



	All Staff within the SCC are required to have an in date First Aid qualification. 

This is a mandatory course (Core Syllabus) for all new instructors who need to complete this course in their first two years as an instructor and before attending the POSCC
	ASO 1st Aid & nominated staff
	Class numbers max 12

	1ST LIEUTENANTS
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	This course is designed to equip newly appointed and established First Lieutenants with a good grounding into carrying out this role within a unit successfully.
	Nominated Staff
	Class numbers 4 min

	CORE INSTRUCTIONAL METHODS
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	A mandatory course for advancement – a “must have” for any promotion.  

This is a (Core Syllabus) mandatory course for all new instructors.
	ASO IM

Nominated staff

Minimum 4 maximum of 12 Candidates
	All students must arrive with a prepared IM Lesson 



	JUNIOR SECTION INSTRUCTORS COURSE
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	A course designed to assist unit staff with responsibility for Junior Sections. This course will give you in depth knowledge on the training syllabus for the JSC Sections.


	ASO Juniors & nominated staff
	Minimum 6, maximum of 12 Candidates



	LONDON LEADER DEVELOPMENT SCHEME - FOUNDATION
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	This series of events is designed to provide support and guidance for those aspiring to management positions within the SCC and to then take on Executive roles with a Unit. The programme will consist of structured training and development opportunities, primarily for those personnel who wish to undertake the National Officer Development Programme or promotion to CPO or C/Sgt.  Whilst the Programme is not a compulsory part of any promotion process, those who have aspirations to become an officer are strongly recommended to join.  Participation in the Scheme does not guarantee automatic selection for any promotion course.


	EWO and Nominated staff


	Open to any enrolled member of staff



	COURSE
	DETAILS
	STAFF
	NOTES

	MARINE ENGINEERING 

Instructor & Advanced
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	All candidates must have min IM2.  Basic instructors only to run courses under supervision of ASO (MarE)(L) Instructor and Advanced instructor must be revalidated every 5 years AIW ASCR 1
	ASO (MarE)(L) & Nominated staff
	Open to all 

London Area Staff

	POTENTIAL OFFICER ASSESSMENT COURSE 

(Phase 1)
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	Potential Officer Assessment Course (Phase 1)

This is a mandatory course for anyone wanting to be put forward for the National Officer Selection Board. All candidates must hold the correct qualification and submit all the relevant paperwork to Senior Staff Officer. 
Candidates will then be invited to attend the weekend by the OSBO

	OSBO &

Area Training Team
	Minimum 6

	PADDLESPORT



	Paddlesport is a large discipline area and covers several courses.  

Courses are run at Royal Victoria Docks Centre.

Some courses run alongside cadet courses.
	ASO Paddlesport & Nominated Staff
	Separate kit list will be issued

	ADULT BASIC PT
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	Basic adult PT. This course is run at area level and is an introduction to PT this course is run over several weekends. 

Staff members need to be aware that this course will be run alongside and with cadets participating. Adults should contact ASO PT for more information. 

Additional training courses will be promulgated for games familiarisation.
	ASO PT/AASO PT

Nominated Staff
	

	COURSE
	DETAILS
	STAFF
	NOTES

	PIPING 
Basic & Proficiency
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	Basic & Proficiency Piping course are designed for potential instructors or staff who just want to brush up on their skills
	ATO Nominated staff
	Min 4 , Maximum 10

	ROWING



	Courses run at London Area Boat Stations and HMS Bristol

A range of courses will be run including:

Supervised/Rowing Coxswain

Rowing Instructor

Rowing Coach

Some courses will include cadet candidates

Revalidation is required every 5 years for Instructor/Coach
	Courses to be run by ASO Rowing and nominated staff. 
	Fully enrolled staff may apply for these courses.

	POWER POINT INTRODUCTION
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	COURSE TO BE DESIGNED
	
	

	CORE SEAMANSHIP
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	This is a (Core Syllabus) mandatory course for all new instructors who need to complete this course in their first two years as an instructor
	ASO Seamanship & nominated staff
	Minimum 6, maximum of 12 Candidates


	COURSE
	DETAILS
	STAFF
	NOTES

	TRAIN THE TRAINERS 

ADULT INDUCTION COURSE



	This course is open to experienced Senior Rates and Officers that wish to be Trainers for the Adult Induction Courses (AIC).  

You must be able to Instruct on at least 1 Area AIC course per year.  If you are unable to commit to Train new staff on a minimum of 1 course a year, please DO NOT apply for this course (as per the Area Training Programme).

If you do not Instruct on any AIC course in the year, you may be removed off the Trainers list to make way for new Trainers.
	ATO and Nominated Staff

	Identified personnel maybe personally invited to attend by the Area Training Team

	UNIT TRAINING OFFICERS
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	This course is open to any member of staff who is currently

undertaking the role of Unit Training Officer or a UTO Desig.

COs/OICs and First Lieutenants are welcome to attend.
	ASO and Nominated Staff
	Minimum 6, maximum of 12 Candidates.



	WEAPONS TRAINING 



	Instructor Courses for Staff who wish to train Staff and Cadets for Shooting & Weapons Training, Air Rifle (.177), No8 .22 Rimfire, L98A1/2 (Cadet GP Rifle), L81A2 (Cadet Target Rifle)

Weapons Instructor (WI) – Qualified to Teach and test Staff & Cadets in Weapon Training

Weapons Instructor (Trainer) (WI(T)) – Qualified to Train and assess Weapons Instructors

Pre Requisite see Training Instructions Chapter 35

Further Information from ASO(WT)
	Staff

WI(T) + 1 WI per  4 Candidates

Candidates

Min 6

Max 12 


	WI Conducted at Area/District Level by WI(T), over 2 weekends

WI(T) conducted by National Training Team over 1 weekend – Recommended by ASO(WT)/Coy Cdr

	Basic Westminster Training 
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	The Basic Westminster course is aimed at total novices to Westminster and staff who wish to gain a much wider knowledge of the core areas of the system. 

This course is recommended for Unit Training Officers, Admin Officers, Boats Officers and key staff.
	ASO and nominated staff
	Minimum 4, Maximum of 6 Candidates

	COURSE
	DETAILS
	STAFF
	NOTES

	Intermediate Westminster Training 
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	The Intermediate Westminster course is aimed at 1st Lieutenants, CO / OiCs and staff who have an understanding of Westminster. This course will venture onto a number of practical tasks but most importantly, it will show you how to complete the Unit Review paperwork by using Westminster's tools. 

It is recommended that all unit Command or key personnel consider attending this course, as it will deliver the core skills required to be able to fully understand and use the system to the full.
	ASO and nominated staff
	Minimum 4, Maximum of 6 Candidates

	CORE YOUTH DEVELOPMENT

	This is a mandatory course for all new instructors who need to complete this course in their first two years as an instructor and before attending the SCIQC


	Nominated staff


	Minimum 6, maximum of 12 Candidates


	REVALIDATIONS IN ALL SUBJECTS


	Guidance is given in Training Instructions 0468.  

You need to contact the relevant ASO to discuss your revalidation and the process.


	ASO’s
	

	

	

	

	

	ROYAL MARINES CADETS                                        


	COURSE
	DETAILS
	STAFF
	NOTES

	RMC CORE MILITARY MAP READING



	This is a (Core Syllabus) mandatory course for all new RMC instructors who need to complete this course in their first two years as an instructor.


	Nominated Instructors

Minimum 6, maximum of 12

Candidates
	

	RMC CORE DRILL



	This is a (Core Syllabus) mandatory course new RMC Instructors who need to complete this course in their first two years as an instructor. 


	A/ASO Ceremonial L- Company

And nominated DL’s

Minimum 6, maximum of 12 Candidates
	

	RMC CORE FIELD CRAFT


	This is a (Core Syllabus) mandatory course for all new RMC Instructors who need to complete this course in their first two years as an instructor.


	Nominated Instructors

Minimum 6, maximum of 12

Candidates
	

	MAST (Multi-Activity Staff Training Weekend  JOINING DETAILS 

	

	Joining Instructions

	Course bookings should be made through Westminster with the course fees sent  to  Lt Cdr (SCC)B Sickelmore RNR (Address in London Area Directory)  email: ato-london@hotmail.co.uk

	

	Look for accepted application lists distributed with LATM’s and Notice Updates


	1. Candidates should aim to join MAST courses, wherever held, no later than 2200
2. A Course Briefing will be held at 22:45 . Course Fees for all courses will be £15.00 for Students for Voluntary Courses
4. VA or Travel will be paid as agreed through the ATO 

5. Departure on Sunday will be at approx 14:30
6. A Course Report form will be issued to Area Office, for distribution to Units and Districts, following completion of your individual course. 

7. Candidates are expected to be appropriately dressed in line with their Rank/Rate at all times. Relaxed rig is permitted for travel. 

8. CHEQUES SHOULD BE MADE PAYABLE TO “Marine Society & Sea Cadets” 

9. CANCELLATIONS: Cancellations should be made to ATO by telephone or e-mail as soon as possible at ato-london@hotmail.co.uk Charges may be incurred by individual Units for those Staff who fail to attend and who have also failed to contact ATO. Please note that cancellations received less than 7 days prior to the event will NOT receive any refund.

COURSE INSTRUCTORS AND SUPPORT STAFF: All personnel selected as Instructors or Support  Staff are to apply for Westminster Course
NOTE: Choose Role ‘Instructor’ or ‘Supervisor’ within “Step 1 - Identify Candidate”. 

Support Staff are asked to reach the venue, if possible, by 18.00 on Friday. However an advanced party will join Friday am.

Staff that will be arriving after 2200 are to inform the ATO as soon as possible.

10 ADULT HEALTH FORM: Please ensure that any existing medical condition is clearly stated on your Adult Record in Westminster along with a Next of Kin telephone number should the need arise. 
11.GENERAL KIT LIST

Personal task book / log book relevant to course.

· 3B’s / 3C’s (see SPECIAL INSTRUCTIONS for specific course rig) 

· PCI’s / UA’s to wear smart, casual clothing if not in possession of issued clothing

· Windproof (NO civilian jackets / overcoats to be worn whilst in uniform)

· CFAV ID Card / SCC Authority Card (if issued)

· Smart, casual civilian clothes for evenings (No jeans or trainers)

· Sleeping Bag or appropriate bedding. Pillow case(s)

· KFS, Mug & Tea Towel, Notebook, pen / pencil, Wash Kit & Towel
· Toilet Tissue.

· Torch
12. SPECIAL INSTRUCTIONS FOR COURSES

· First Aid – No 4’s. Cost of dressings, face shields etc.
· Seamanship – No 4’s

· Bushcraft – joining instructions will be sent separately. It is a condition of the Ashdown Forest training licence that uniform (DPM / 95’s) will be worn whilst conducting training. Every effort should be made to abide by these conditions. However, it is acknowledged that not all staff will have access to the correct, in – date DPM kit. Therefore appropriate civilian clothing may be worn.

· Other courses – 3B’s / 3C’s or equivalent

PLEASE NOTE – Members of staff wearing uniform must adhere to Adult Dress Regs. No civilian / MoD mix and match fashion statements – this includes footwear. See Training Standing Orders.

13.
Course specific enquiries are to be directed to the course instructor / ASO. General enquiries regarding the weekend are to be directed to the ATO.

14.
Accommodation allocation will be dependant upon DTE (SE) requirements / regulations etc.

15.
Tea / Coffee makings including kettles will be supplied by Area for all courses.

16.
When using Crowborough Army Camp LA SCC may required up to 3 x “volunteers” for overnight fire piquet each night. The fire piquet will be based in the guard room and is a sleeping duty. Volunteers will be entitled to 2 days VA.

Have you been accepted on the course? If Yes – have a good weekend and ensure you read the joining instructions above.  

If you are still pending 2 weeks before the course, contact ATO / Course Director straight away .  

Remember that you will only be accepted if full payment if applicable or your signed consent form is received.  

If you are still pending 1 week before the course start date, you will be set as cancelled and will not be on the course (due to non-payment/Consent form not being received).  If your status states Cancelled please do not turn up – No Accommodation / Food etc will be booked and you will be sent home. 
If you have any queries please sort these out before the course start date.



WESTMINSTER COURSE APPLICATION PROCESS: 

1. Logon to Westminster - https://www.westminster.mod.uk/app/f?p=westminster 
2. Select National/Area Courses Button. 

3. Filter the Host Unit (Click on Host Unit) and select London Area. 

4. You will then be presented with a list of courses. Open Courses are Green. 

5. Click on the course you wish to attend. 

6. Within the Course Menu select Bookings – Book Adult. A “Step 1 Identify Candidate” popup window will then appear. 

7. Step 1 Identify Candidate - To the right of Adult Name select the search icon. 

8. Insert your surname in the search box and click search. Once your surname has appeared click on it. 

9. Select ‘Student’ as the Role and click Next. 

10. Step 2 Restrictions - Select Yes – The candidate satisfies the Restrictions. Click Next. 

11. Step 3 Authorisation - Tick – Does the candidate have signed authority to attend. Click Next. 

12. Step 4 Accommodation – Tick Yes – Is accommodation required? Select from the pull down box the method of Transport (e.g. Car). Insert where you are travelling FROM and TO. Click Next. 

13. Step 5 Summary. Click Finish. 

14. Step 6 Registration – You will be issued with a Booking Reference (make a note of this reference code). Click Close. 

15. If the course is full Westminster will put your name on the reserve list. 
16. Write a cheque for £15 (made payable to ‘London Area Sea Cadet’). Write the Booking Reference Code and the course name on the back of the cheque. 

17. Your course application will be set to pending in Westminster. 

18. Post the cheque to: 
Course Director (As published in LATM)
19. Once the cheque has been received the Area Training Officer will change your course application from Pending to Accepted in Westminster. 
20. To check if your Course application has be accepted look at the Course / Event Notifications located on the Westminster Home page. 

21. Training Standing Orders can be found with the selected course - Course Menu – Reports – Attachments. 

If you have any problems applying for courses using Westminster, please contact your DSO(IT) or contact ATO(L) 
Telephone applications will NOT be dealt with but questions and queries are most welcome.
Please note that if you are still pending 1 week before the start of the course, your application will be set as CANCELLED due to non-payment of course fees.  It’s your responsibility to make sure that the ATO receives payment a minimum of 2 weeks before the start of the course.  Anyone turning up for a course that has been cancelled will be sent home – NO accommodation or food would be booked for you.  NO SHORE LEAVE WILL BE GIVEN ON MAST OR MINI MAST COURSES.

IF YOU CANCEL YOURSELF FROM THE COURSE - PLEASE ENSURE THAT YOU ALSO EMAIL THE AREA TRAINING OFFICER & COURSE DIRECTOR AND CANCEL YOURSELF OFF WESTMINSTER.  

IF YOU CANCEL ON THE DAY THE COURSE STARTS – PLEASE ENSURE THAT YOU TELEPHONE ATO / COURSE DIRECTOR TO STATE THAT YOU ARE UNABLE TO ATTEND.  

A HARD COPY OF THIS MANUAL IS AVAILABLE WITHIN YOUR OWN UNIT & ON THE AREA WEBSITE.

PLEASE ENSURE YOU FULLY READ THE L.A.T.M TO ENSURE YOUR CONSENT FORM AND COURSE FEE IS SENT TO THE CORRECT COURSE DIRECTOR.







LONDON AREA SEA CADETS ADULT TRAINING MANUAL 2012
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