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1.  PURPOSE:  To establish USASSI instructor certification 
policies and procedures. 
 
2.  REFERENCES: 
 

a.  AR 600-9, The Army Weight Control Program  
  
    b.  AR 611-101, Personnel Selection and Classification, 
Commissioned Officer Classification System 
 
    c.  AR 611-112, Personnel Selection and Classification, 
Manual of Warrant Officer Military Occupational Specialties 
 
    d.  AR 611-201, Enlisted Career Management Fields and 
Military Occupational Specialty 
 
    e.  AR 614-200, Selection of Enlisted Soldiers for Training 
and Assignment 
 
    f.  TR 350-70, Training Development Management, Processes, 
and Products 
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    g.  TR 351-18, Total Army School System (TASS)  
                                              
3.  SCOPE:  This regulation applies to the United States Army 
Soldier Support Institute (USASSI), the Adjutant General, 
Finance, and Recruiting and Retention Schools, the 
Noncommissioned Officer Academy (NCOA), and the seven TASS 
Personnel Service Support (PSS) battalions and their subordinate 
elements. 
 
4.  POLICY:   
 
    a.  Overall responsibility for certifying instructors rests 
with the service school commandant who is proponent for the 
subject matter being taught. 
 
    b.  All USASSI schools and TASS PSS battalions are 
responsible for coordinating training of their instructors and 
supporting certification activities. 
 
    c.  Instructors must be certified in each course they are to 
teach.  Prior to conducting instruction, they must demonstrate 
subject matter proficiency and meet all instructor requirements 
in governing regulations and directives.  An instructor certified 
to teach an upper-level course is also qualified to teach lower-
level courses in the same MOS.  To teach a merger MOS, 
instructors must be qualified subject matter experts in the MOS.  
Instructors may also be certified to teach a specific block of 
instruction. 
 
    d.  Commandants and TASS PSS battalion commanders will ensure 
that their instructors meet all certification requirements before 
assigning them any teaching responsibilities. 
       
    e.  PSS Battalion instructor certification requirements, 
other than Military Occupational Specialty Qualification (MOSQ), 
will be attainable in one year’s training time (one Annual 
Training [AT] and 48 Unit Training Assemblies [UTAs]).  
 
5.  CERTIFICATION REQUIREMENTS:  To be certified, an instructor 
must: 
 
    a.  Have completed a TRADOC-approved instructor training 
course (ITC). 
 
    b.  Hold the instructor identifier ASI 5K for commissioned 
officers, SQI 8 for warrant officers, SQI H for noncommissioned 
officers, and Career Program (CP) 32 series specialty for 
civilians.   
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    c.  Complete a small group instructor (SGI) training course 
if assigned to facilitate small group instruction. 
 
    d.  Hold the MOS or AOC applicable to the content of the 
course for which certification is desired or be a qualified 
subject matter expert (SME).   
 
    e.  Meet APFT and body fat standards (military only).  
 
    f.  If teaching classified material, hold the requisite 
security clearance. 
 
    g.  Be a graduate of the course being certified to teach or a 
qualified SME of the course, block of instruction, or lesson 
being certified to teach. 
 
    h.  Pass an Instructor Certification Board. 
 
    i.  Meet Course Management Plan instructor certification 
requirements. 
 
6.  CERTIFICATION PROCEDURES: 
 
    a.  Certification Boards: 
 
    (1)  Are responsible for reviewing the qualifications, 
subject matter expertise and instructional skills of potential 
instructors and preparing recommendations for certification. 
 
        (2)  Will be appointed in writing by the TASS PSS 
battalion commanders and the service school commandants for their 
respective organizations. 
 
        (3)  Will usually consist of from three to five members.  
As a minimum, the board will include individuals capable of 
determining instructor subject matter expertise in the subjects 
they will teach and assessing their instructional techniques and 
skills.  Board members should be drawn from instructors certified 
to teach the same course; battalion and service school Title XI 
personnel having the required subject matter expertise; 
instructor training course trainers; and training evaluators.  
The senior member of the board will serve as board president.  As 
a minimum, the president of the board will be senior to the 
instructor(s) being certified. 
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    b.  Procedures: 
 
        (1)  An instructor’s first-line-supervisor will initiate 
a request for certification by completing applicable portions of 
the Instructor Certification Checklist (Appendix B) and 
forwarding it to the President of the Certification Board. 
 
        (2)  The Certification Board will: 
  
         (a)  Review the instructor’s qualifications to 
assure all qualifications contained in this regulation and the 
Course Management Plan are met. 
 
         (b)  Observe the instructor in a training rehearsal 
in which the instructor demonstrates the ability to teach 
material from the course for which certification is desired.  Use 
an evaluation form to record its observations.  Items such as 
those on the form at Appendix C should be covered.   
  
             (c)  Meet with the instructor to gain additional 
information concerning subject matter qualification and other  
certification considerations. 
 
             (d)  Prepare and forward a recommendation for 
certification (or non-certification) to the PSS battalion 
commander or school commandant. 
 
        (3)  Upon receipt of a Certification Board 
recommendation, the PSS battalion commander will endorse it to 
the commandant of the service school that has proponency for the 
subject being taught (Appendix A). 
 
        (4)  Service school commandants, the approving authority 
for certification of instructors teaching their proponent 
subjects, will review the recommendation and, if approved, issue 
a certification certificate (Appendix D). 
                                                                       
    c.  Instructors failing to achieve certification due to 
subject matter or instructor skill deficiencies will be advised 
of their shortcomings and given 60 days to correct them prior to 
reappearing before a Certification Board. 
 
    d.  Time and distance factors and resource constraints will 
tend to complicate instructor certification procedures.  To 
assist in overcoming these factors, the use of creative and 
flexible procedures in scheduling and administration are 
encouraged.  As an example, Certification Board members may 
perform their duties individually and subsequently prepare a  
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consolidated recommendation.  Additionally, maximum use of 
technology, such as using video teletraining or video taping 
presentations for viewing later, is encouraged.      
 
    e.  Recertification is required under any of the following 
conditions: 
     
        (1)  Before an instructor teaches a different course or   
block of instruction. 
 

    (2)  Every five years. 
 
        (3)  If the instructor has not taught the certified 
course within the last 36 months.   
 
Recertification is conducted the same way as initial 
certification. 
 
    f.  An instructor’s certification may be withdrawn by the 
commandant of the service school who issued the initial 
certification if the instructor fails to maintain any of the 
listed certification requirements.  Recommendations for 
certification withdrawal will contain the rationale for the 
action and be endorsed through the chain of command to the 
appropriate service school commandant.   
 
    g.  Service school commandants and TASS PSS battalion 
commanders have overall responsibility for maintaining 
certification records of their instructors.  Instructors are 
responsible for being able to produce a copy of their 
certification upon request and for including a copy of their 
certification in their classroom visitor folders. 
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APPENDIX A 
 

SAMPLE TRANSMITTAL MEMORANDUM 
 
 
AXTG-XX (      )                                       Date 
 
 
MEMORANDUM FOR Commandant, Adjutant General School, Fort Jackson  
                 SC 29207-7025 
 
SUBJECT:  Instructor Certification 
 
 
1.  Reference USASSI Regulation 350-25, Instructor Certification. 
 
2.  Recommend SFC Chris D. Frank, XXX-XX-XXXX be certified to 
teach the 71L10 AIT course.  He has successfully met all 
instructor certification requirements outlined in referenced 
regulation.  A copy of the instructor certification checklist and 
an instructor evaluation for SFC Frank are enclosed. 
 
3.  POC is MSG Clayton S. Williams, DSN 555-8734, commercial 
(803) 877-9378. 
 
 
 
 
Encls                           MATTHEW J. KELLY 
                                LTC, AG 
                                Commanding                   
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APPENDIX B 
 

INSTRUCTOR CERTIFICATION CHECKLIST 
 

 
INSTRUCTOR: ______________________ GRADE:______ SSN: ____________  
 
ORGANIZATION: ___________________________________________________ 
 
COURSE/BLOCK OF INSTRUCTION: ____________________________________ 
 
                                          Completed       Date      
 Certification Requirement                YES    NO     Completed 
 
 1.  Completed TRADOC-approved ITC in  
      the last 5 years                   _____  _____  __________ 
 
 2.  Instructor SQI/ASI Awarded (mil)    _____  _____  __________ 
 
 3.  Career Program CP32 Specialty (civ) _____  _____  __________ 
 
 4.  MOS/AOC/SME same as for course/ 
      block of instruction to be taught  _____  _____  __________ 
 
 5.  Graduate of course to be taught   
      or fully qualified SME             _____  _____  __________ 
 
 6.  Meets body fat standards of 
      AR 600-9 (mil)                     _____  _____  __________ 
 
 7.  Passing score on APFT (AC-last 
      6 months, RC-last 12 months)(mil)  _____  _____  __________ 
             
 8.  Completed Small Group Instruction 
      Course (if teaching SGI mode)      _____  _____  __________ 
 
 9.  Meets certification requirements 
      in Course Management Plan          _____  _____  __________ 
 
10.  Successfully passed Certification 
      Board review                       _____  _____  __________ 
 
 
CHECKLIST DATA VERIFIED BY: _____________________________________ 
                                 (Printed name and grade) 
 
   ORGANIZATION: ________________________________________________ 
 
   SIGNATURE: _______________________________  DATE: ____________ 
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