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	DEPARTMENT OF THE AIR FORCE
GUNTER NCO ACADEMY

MAXWELL AFB, GUNTER ANNEX 36114-3107

 


MEMORANDUM FOR GUNTER NCO ACADEMY STUDENTS

FROM:  Commandant, Gunter NCO Academy

SUBJECT:  Student Welcome and Information

1.  First of all, let me be the first to congratulate you on your selection to attend the 14th NCO Academy in the Air Force.  This is one of the most academic and career enhancing programs the Air Force has to offer.  The Noncommissioned Officer Academy (NCOA) Professional Military Education (PME) course you are attending will provide you with the information you will need in order to be successful as a supervisor and future senior NCO.

2.  The NCOA is a program that provides you with a substantial investment of resources, personnel, and facilities; all dedicated to providing you with the tools you need to lead people and manage resources.  Our senior leadership strongly supports this investment because of the importance placed on strengthening enlisted leadership…henceforth, Gunter’s motto is “Enhancing Professionals, Strengthening Leaders!”  We assure you, our staff is fully qualified to ensure you receive and understand the information you need in order to be successful.

3.  The Gunter NCO Academy goals are to provide the best academic program possible and maintain our service’s highest military standards.  Please do not confuse the academy as a college campus, nor another opportunity for you to experience basic military training all over again; rather, view it as an opportunity to experience a military, professional program designed to expand, educate and advance the high ideals necessary for good order and discipline in the Air Force.

4.   Achieving course objectives is a shared responsibility between the academy staff and you.  With this in mind, let me stress that a positive and objective attitude is vital to your success in completing this second continuum of PME.  Standards are high and the educational program is intense…preparation, organization and time management are keys to success!

5.  Our academy stands ready in assisting you in every way we can…because everything we do is geared to your success!  Even as a CMSgt, I live by this motto, “I’ve learned, that I still have a lot to learn.”  You, too, can internalize this way of thinking.  We look forward to helping you develop your leadership and supervisory skills and expand your perspectives of our military profession.

                                                                                           //Original Signed//

                                                                                 CRAIG K. DEATHERAGE, CMSgt, USAF

                                                                                 Commandant, Gunter NCO Academy

GUNTER NCO ACADEMY

MISSION

Provide professional military education to prepare noncommissioned officers for positions of increased responsibility, by broadening their leadership and supervisory skills as well as expanding their perspective of the military profession.

VISION

To provide the best enlisted academic program possible and maintain our service’s highest military standards.

_____________________________________________________________________

CORE VALUES 

Integrity First – Doing the right thing always; a commitment to honesty and fairness; 

                         and the courage to stand by your words and deeds.

Service Before Self – Tenacious dedication to serving our customers, the Air Force

                                   and the nation, regardless of the sacrifice.

Excellence In All We Do – Relentless quest to improve our processes and services

                                          while inspiring each other to reach our greatest potential.

COMMITMENT

Air Force professionals inspiring a climate of integrity, dedication, respect, quality, sacrifice, and initiative every day of life.

CHECKLIST FOR EACH STUDENT

Please ensure everything on the checklist is brought with you before leaving your duty station.  Some items are not required but highly recommended.  

CHECKLIST:

_______:  Confirmed reporting date and first day of training with local MPF

_______:  Travel orders (4 Copies/For Billeting and Inprocessing)


       (Local Students use Authorization Rip or Letter)

_______:  Administrative supplies (pens, pencils, highlighter, notepad, etc.)

_______:  Required uniforms (See uniform requirements inside)

_______:  Laptop computer/Printer (Not required but highly recommended)

_______:  Prescription medications (If required)

_______:  Physical conditioning gear (sneakers, shorts, sweatpants, etc.)

_______:  Student Locator Information (Complete prior to arrival) – Attachment 1

_______:  Copies of profiles/waivers – All profiles must be routed through your 

       MAJCOM and approved by HQ USAF/DPPE.
GUNTER NCO ACADEMY

STUDENT INFORMATION BROCHURE

PRE-INPROCESSING

On behalf of the commandant of the Gunter NCO Academy, Welcome!  This information brochure is designed to provide you with some useful information while attending the NCO Academy.  Please print this brochure; there are attachments that must be completed and turned in on the first day of class.  

PRIOR TO THE FIRST DAY

· Please complete the following items attached to this brochure:

· Student Locator Information

NOTE:  Your flight instructor will collect the Student Locator Information during in-processing on the first day of class.

FIRST DAY OF CLASS

· Please report to building 1143 (Kisling Hall/Gunter NCO Academy) between 0630 and 0645 – Enter “Kisling Hall” to the left of flag pole when facing the building

· The uniform for the first day is any service (blue) uniform combination with ribbons and badges
· Please bring the following COMPLETED items with you for in-processing:

· Student Locator Information – Filled out Completely.   Include full addresses

· Two copies of your orders

· Copies of profiles/waivers – All profiles must be routed through your MAJCOM and approved by USAF/DPPE before you attend as a student.

DRIVING ON BASE

· Please observe all posted speed limits on base; they are strictly enforced.  Speed limits do vary; if you receive a traffic citation while TDY, immediately report it to the NCOA first sergeant

MAIL SERVICES

· Students will receive their mail address on Day of Training (DOT) 3.  Local students will not need a P.O. Box.

· Prior to students coming to GTNCOA, Post Office (P.O.) Boxes will be assigned to the student (non-local students only)

· The GTNCOA Staff will hand out P.O Boxes and combinations to the student on DOT 3.

NOTE:  Incoming mail can be picked up at the Postal Service Center building 826.  Hours are:  Monday – Friday, 0900-1700; Saturday, 1000-1300

MESSAGES

· All routine messages will be distributed in the student flight box located in the student break area.  

· Emergency messages will be verified through the NCOA first sergeant and delivered immediately.  

· Incoming faxes will be distributed in the student flight box (3 pages maximum).  FAX – DSN 596-3727

LEAVES AND ABSENCES (MEDICAL APPOINTMENTS/ETC.)

· Emergency leave is handled on a case-by-case basis (Red Cross verification is necessary) and the GTNCOA first sergeant will work these issues in conjunction with the Director of Education/Commandant

· Ordinary leave is NOT authorized

· Students must sign out for extended weekend travel on the sign-out log located in their flight room prior to departure (No one is authorized to leave the local area during scheduled duty hours)

· Coordinate all appointments through your flight instructor for approval

· Sick Call - begin calling the clinic at 0600 at 953-1012
·                  Ask for a LATE CLINIC appointment
·                  The hours are 0700-1700 on Mondays, Tuesdays and Thursdays.  
FACILITIES

· If you are a TDY student, you will be billeted in one of the GTNCOA dorms.  

No reservations required.

· Base Lodging is responsible for the maintenance and upkeep of the lodging facilities

· You must pay your lodging bill in a timely manner

· Please respect other people’s rights while staying here

· You are responsible for the appearance/upkeep/security of personal items left in your room

· There is NO SMOKING/TOBACCO USE in lodging rooms

NCO ACADEMY CONDUCT AND STANDARDS

· Standards of conduct are explained in our Operating Instructions (OIs) and you must read them within 72 hours of class start.  Failing to adhere to the standards outlined in the OIs may result in disciplinary release from the NCOA

· Uniform of the day is listed in the class schedule

· Always be on time for class; if unavoidably late, let your flight instructor know

· Read all material indicated on the schedule prior to class so you can actively participate in classroom discussions

· Don’t write in any text book

· Terms of address are Rank/Last Name

· Use of profanity or offensive jokes (i.e., sexual, ethnic, presidential, etc.) are NOT permitted

· Always use courtesy and tact when talking/listening to others

· No tape recorders/video cameras are permitted in class

· Leave the academic building quietly after finishing all tests/speeches

· Flightroom and common areas must always be professional in appearance

· Keep chairs pushed in when not in use

· The NCO Academy campus has been designated as Tobacco Free – no tobacco use during duty hours

AUDITORIUM POLICIES

· Be in your seat prior to speaker’s scheduled start time

· No gum, food, or drinks permitted in the auditorium

· Turn off all watch alarms, beepers, etc.

· When asking questions, stand, state your name, base, and ask your question

· Speaker non-attribution applies.  Your flight instructor will explain non-attribution.

ACADEMY FEEDBACK

· Immediate feedback worksheets can be filled out anytime during the class and can be given to the Director of Resources/Director of Education/Commandant

· Midcourse feedback worksheets will be given to each flight.  This assessment provides the commandant with an assessment of the school’s processes.  The Commandant will personally answer midcourse feedback.

· End-of-Course Feedback provides an overall assessment of the school’s processes.  

COMPUTER AVAILABILITY

· As you become accustomed to the NCOA environment, you'll soon realize computers and printers are at a premium.  Students will have access to approximately 12 network computers in the Learning Resource Center (LRC) and one in each flight room.

· Connectivity:  The Gunter NCO Academy provides Internet and Email connectivity for our students. A direct Internet connection is provided through the Maxwell Local Area Network (LAN) for the primary purpose of curriculum research.  Our LAN is closely monitored and adequately secured by the 42nd Communications Squadron.  All NCOA attendees must complete a simple administrative process (see below) and are issued LAN accounts within the first week of class.

· Security:  Security is serious business at the NCOA.  Given our present security climate and the Air Force' concern of Fraud, Waste and Abuse, connectivity to "real-world" resources is not easily realized in a training environment.  As we struggle to provide you with reliable equipment and services, it's critical that YOU understand and abide by Air Force policies and local procedures during your stay.  Equipment and connectivity are primarily provided to meet "official" educational objectives.  Unauthorized activities usually result in unnecessary security risks and threaten continued services for current and future classes.  Air Force and local policies are established in the best interest of ALL users.  They ensure safety and availability of resources.  Deviation from policies often results in data-loss, equipment damage, costly repair, or extensive labor -- none of which are viewed lightly.  Finally, we realize our students come from many technical backgrounds, some with vast expertise in computer-related fields.  It's important that all repairs and modifications be worked through proper channels.  System tampering or unauthorized alterations cause loss of privileges and negatively impact many users.  Such actions pose serious concerns to those responsible.

Administrative Process:  All students will read local OIs, and computer policies.

· Email:  Email services are provided through "GIMAIL."  GIMAIL is Internet based and functions much like "Yahoo" or "Hotmail."  However, it is an Air Force managed service; therefore, it's the only authorized email client available to our students.  You are highly encouraged to establish your GIMAIL account prior to your arrival.  This allows you to provide a "forwarding" address to family, friends and/or your office email client.  GIMAIL can be accessed from any DOD Internet connection at www.gimail.af.mil.  Registration is simple and the bylaws are posted as you establish your new account.  Furthermore, GIMAIL is a service that you can retain long after your departure from the academy.  It comes in handy during TDYs and deployments.

· Hardware/Software/LAN: While Gunter’s LAN services are among the best in the Air Force, we do occasionally experience difficulty due to the volume of users (10,000+), weather conditions, and other extenuating circumstances.  Equipment is generally a Pentium II 450, with color monitor sharing a networked printer.  Our LRC is licensed for Office 2000 (Word, PowerPoint, Excel, etc.).  

RECOGNITION PROGRAM

· John L. Levitow Honor Graduate Award

· Awarded to the student who consistently exceeded standards in all aspects of the NCO Academy program including academic, performance, and leadership evaluations.  

· Distinguished Graduate

· Awarded to the top ten percent of the class, and is based on performance on objective tests, performance evaluations, and demonstrated leadership.

· Commandant’s Award

· Awarded to the student who best personified the “whole person” image we seek in our leaders.  This recipient is selected by a Commandant’s board process based on demonstrated leadership, performance, attitude, and initiative.

· Academic Achievement Award

· Awarded to the student who has demonstrated excellence as a scholar based on all objective/performance evaluations.

REPORTING INSTRUCTIONS
· Travel. You think you’ve done all the preparation, and the class start date is fast

approaching.  Now how do you get here? What are your options?

· Air Travel is a popular option and, for overseas students, the only option. The Air Force Education and Training Course Announcements Catalog (ETCA)

https://etca.randolph.af.mil/, authorizes three pieces of accompanied baggage 

that you may ship as excess when traveling military or commercial air. This is the 

only special authorization that does not require prior HQ AU/RP approval.  For 

more information, have your local MPF Personnel Relocation Section or your 

service’s equivalent for more information.

· Shuttle service is available to Gunter Annex.  Upon your arrival to Dannelly

Field (Montgomery Airport), please call 953-5038/5039 to arrange transportation. 

If you do not want to wait for a shuttle van, you can hire a taxi to Gunter Annex. 

The cost of the taxi is approximately $25. This cost is authorized as a 

reimbursable claim on your travel voucher. You should tell the taxi driver that you 

want to be dropped at the lodging office on Gunter Annex. The driver can ask 

directions from the Gate Guard.

· Another popular year-round option is to come to the Academy via your Private

Owned Vehicle (POV).

· When coming from the north, make your way to southbound I-65.

Montgomery is approximately 95 miles south of Birmingham. As you approach

Montgomery, exit I-65 onto North Blvd at Exit 173. Follow the North Blvd east

(you can only go east on it) for approximately four miles, then look for Hwy

231/Congressman Dickenson Drive exit. There is a McDonalds clearly visible as

you approach this exit, and a sign will tell you that it is the exit for Wetumpka and

for Gunter Annex. As you exit the North Blvd, turn right onto Congressman

Dickenson Drive and head up the hill past the McDonalds. The main gate is on 

your left approximately one mile down the road.

· When coming from the east, make your way to southbound I-85, which goes

through Atlanta. It is approximately 175 miles from Atlanta to Montgomery. As

you enter Montgomery, exit I-85 at Exit 6. This is East Blvd. Turn right onto East

Blvd. You will be traveling north. Approximately four miles north, you will exit at

the Hwy 231/Congressman Dickenson Drive exit to Wetumpka/Gunter Annex.

Turn left at the light onto Congressman Dickenson Drive. As you come back 

Under the East Blvd, head up the hill past the McDonalds. The main gate is on 

your left approximately one mile down the road.

· When coming from the south, make your way to northbound I-65. If you take

I-10 along the gulf coast, you can get onto I-65 in Mobile. Montgomery is

approximately 183 miles north of Mobile. Exit I-65 at Exit 173 (North Blvd) Do

not turn at the exit marked "Maxwell AFB"—go past that exit and up to Exit

173.  Follow the North Blvd east for approximately four miles, then look for the

Hwy 231/Congressman Dickenson Drive exit. There is a McDonalds clearly 

visible as you approach this exit, and a sign will tell you that it is the exit for 

Wetumpka and for Gunter Annex.  As you exit the North Blvd, turn right onto 

Congressman Dickenson Drive and head up the hill past the McDonalds. The 

main gate is on your left approximately one mile down the road.

· If you are approaching Montgomery from the west coming in from I-20, take I-

20 through Meridian, Mississippi, and cross the border into Alabama. Take I-20

until you come to U.S. 80. Stay on U.S. 80 through historic Selma and follow the

signs past the airport and on up to I-65. Get on northbound I-65 and head north 

for approximately 6 miles, coming through most of the city. Exit I-65 at Exit 173

(North Blvd). Do not turn at the exit marked "Maxwell AFB"—go past that

exit and up to Exit 173. Follow the North Blvd east for approximately four miles,

then look for the Hwy 231/Congressman Dickenson Drive exit. There is a

McDonalds clearly visible as you approach this exit, and a sign will tell you that it

is the exit for Wetumpka and for Gunter Annex. As you exit the North Blvd, turn

right onto Congressman Dickenson Drive and head up the hill past the 

McDonalds.  The main gate is on your left approximately one mile down the road.

NOTE: Students enroute who experience problems or delays should contact the Maxwell AFB Command Post at commercial: (334) 953-7333 or DSN 493-7333.

· Arrival. You've come through the gate, fully prepared, and are ready to get this thing done. What next?

· Checking in is fairly simple. Stop by the billeting office. Again, the Gate Guard  
      can point lodging out to you. They are expecting you in lodging. In fact, they've

reserved an entire lodging complex just for Academy students. You may 

wonder if you will have to pay anything up front.  First, it is important to note that 

personnel traveling from stateside locations can report in Not Earlier Than the 

day prior to Day 1 of your designated class. Students coming from overseas 

locations are permitted to check in Not Earlier Than two days prior.  Individuals 

reporting earlier than mentioned are not guaranteed lodging on Gunter Annex 

and may be required to move once the class begins. Additionally, the cost of 

those days is at the student's expense.

· All students must pay for their lodging. Lodging requires that you pay every 15 days while you attend the GTNCOA. The daily cost is $21.00. This cost is

reimbursable on your travel voucher.

· Additionally, the Lodging Office charges you 35 cents for each long distance

call you make, including calls to supposedly toll- free numbers. Even if you are

calling a 1-800 or 1-888 number, Lodging will charge you 35 cents for the call.

This is even true if you have a pre-paid phone card. Three or four calls a week

while here could result in the accumulation of 20 or more instances of this 35-cent fee. That would, of course, be only $7 and, in any case, it will usually be a small fee; however, students in the past have been surprised by it; don't you be surprised by this charge. You will need to pay it when you check out and it is not

reimbursable on your travel voucher.

· Once you’ve checked in, you may wonder what your room will be like.

· Room features include single occupancy, carpeting, and depending on the

building some rooms have a private bathroom while other buildings you are

required to share a bathroom. Each room also has a full-size bed, night stand, 

easy chair or two, desk and chair, telephone, and cable TV. Regular 

housekeeping is part of the package.

· There are washers and dryers available in a common-use area. You will, of

course, have to provide your own laundry soap, softeners, etc.  Lodging has

available such things as linens, towels, soap, irons, and ironing boards; however,

they can’t supply you with an unlimited number of towels and the like. If you plan

on using several towels a day, we recommend that you bring a few extra with  

you.

· The dorms are right next to the Academy and, within a very short walking

distance, the Library, the Dining Facility, and the Falcon’s Nest (the NCO Club).

· All dorms are nonsmoking. That means that you can’t smoke out on the

balconies, in the stairwells, in the dayrooms, in the laundry rooms, or any other

common area that other nonsmokers would want to pass through.

· Okay, you’ve arrived and have a place to stay. Time now to think about another basic survival need—food!

· Actually, you need go no further than your room if you first patronize the

commissary. The commissary (and the BX Shoppette) are within easy walking

distance of the dormitories. The dormitory rooms are each equipped with a

refrigerator/freezer as well as a microwave oven. Stock up at the

commissary/Shoppette and you can fix your meals in your room.

· Tired of cereal, sandwiches, and meals from a microwave? The Dining Facility

is located right next to the Academy/Dormitories. It can accommodate you for

breakfast and dinner meals; however, it is off-limits to GTNCOA students for the

mid-day meal. The Dining Facility just can’t handle all the Academy students

and the authorized local customers same time.

· On-base, you can go to the Falcon’s Nest (the NCO Club) for your midday

meal. The Falcon’s Nest is a very short walk and within line of sight

from the dormitories.
Fitness Center

· Gunter Fitness Center Hours

·  Monday – Friday:  0500-2100

· Saturday: 1000-1600

· Sunday:  1200-1700

· Holidays same as weekend hours

Satellite Fitness Center

· Monday through Thursday, 1730 – 2030 

· Friday, 1730-1930 (except Icebreaker Friday)

· Saturdays, 1200 - 1700 

· Sundays*, 1300-2030

· Holidays, 1300-2030

    Dining Facility

· Aviation Inn Hours

·  Monday – Friday:  0630 - 2000

· Breakfast:  0530 - 0800

· Lunch:  1100 – 1300  (Not available for NCOA Students)

· Dinner:  1600 - 1830

· Weekends

· Breakfast: 0700 - 0930

· Lunch:  1100 – 1300

· Dinner:  1600 – 1830

Falcon’s Nest Dining Facility 
· Friday & Saturday:  1700 – 2030

Gunter Shoppette

· Monday – Friday:  0630 – 2000

· Saturday:  0700 - 2000

· Sunday:  1000 – 1900

Gunter Commissary

·   Monday – Wednesday and Friday:  0700 – 1800

·   Thursday:  0700 –0700

·   Saturday:  0900 – 1800

·   Sunday:  Closed

Gunter Library
· Monday – Thursday:  1000 - 2000

· Friday – Saturday:  1000 – 1700

· Sunday:   1300 – 1700

· (Holiday hours vary)

Quick Reference Phone Numbers

· Gunter library (Bldg. 1110) 6-3179

· Gunter Fitness Center (Bldg. 800) 6-1250

· Falcon’s Nest (Bldg. 302) 6-4967

· Gunter Dining Hall (Aviation Inn) (Bldg.1065) 6-4643

· Chaplain (Bldg 423) 6-4131

· Bowling Lanes (Bldg.828) 6-3186

· Fire Dept. (Bldg. 834) 6-4817/6-4818

·    Security Forces (Bldg. 834) 6-4250
Male Uniform Requirements

It’s not necessary for you to purchase new uniforms if the ones you have meet or exceed the standards of AFI 36-2903, Dress and Personal Appearance of Air Force Personnel. Your free time will be extremely limited; therefore, purchase and alter new items before attending.  If you own a mess dress uniform, we encourage you to wear it to the graduation ceremony; otherwise, the semi-formal uniform is required.  The following uniform items are minimum requirements for attending the Gunter NCO Academy. 

Service Uniforms


Service Dress Coat



1 each


Short-sleeved shirt required (For inspection purposes)
3 each


Long-sleeved shirt optional


Slacks





3 each


Tie





1 each


T-shirt 





3 each

*NOTE:   All badges, ribbons, and accouterments are mandatory
Battle Dress Uniforms (BDUs)



2 each

Hats
Flight Cap




1 each


BDU Cap (No Organizational Caps)


1 each

Shoes
Combat boots




1 pair


Oxfords (low quarters)



1 pair


Athletic (any style or color)



1 pair

Other
Athletic clothing suitable for outside wear

3 sets


Mess dress or semiformal dress uniform

1 set

Optional
Raincoat or all-weather coat
Gray or black gloves 


Lightweight blue jacket 

Gray scarf 


Sweater 



BDU jacket 

Notes:  1.  Organizational uniform items may NOT be worn.  2.  The semiformal or mess dress uniform is required for the graduation ceremony.  3.  Berets are authorized, i.e., security forces, pararescue.  4.  OSI BDU configurations are authorized. (See AFI 36-2903 for uniform specifics.)  5.  With the service uniform all ribbons and mandatory badges will be worn.

Female Uniform Requirements

It’s not necessary for you to purchase new uniforms if the ones you have meet or exceed the standards of AFI 36-2903, Dress and Personal Appearance of Air Force Personnel. Your free time will be extremely limited; therefore, purchase and alter new items before attending.  If you own a blue mess dress uniform, we encourage you to wear it to the graduation ceremony.  If you don’t own a mess dress uniform, the semiformal dress uniform is required.  The following represents the minimum uniform requirements for attending the Gunter NCO Academy. 

Service Uniforms


Service Dress Coat (with skirt and slacks)

1 each


Short Sleeved blouse required (For inspection purposes)
3 each


Long-Sleeved blouse optional


Slacks or skirts




3 each


Tab  





1 each

*NOTE:   All badges, ribbons, and accouterments are mandatory
Battle Dress Uniforms  (BDUs)



2 each

Hats
Flight Cap




1 each


BDU Cap
 (No organizational caps)

1 each

Shoes
Combat boots




1 pair


Oxfords (low quarters)



1 pair


Athletic





1 pair


Pumps





1 pair

Other
Athletic clothing suitable for outside wear

3 sets


Mess dress or semiformal dress uniform

1 set

Optional Raincoat or all-weather coat
Gray or black gloves 


Lightweight blue jacket 

Gray scarf 


Pullover sweater 


BDU jacket 

Notes:  1.  Organizational uniform items may NOT be worn.  2.  The semiformal or mess 

dress uniform is required for the graduation ceremony. (See AFI 36-2903 for uniform specifics).  3.  Berets are authorized i.e. security forces (See Prior Page).  4.  OSI BDU configurations are authorized.  (See AFI 36-2903 for uniform specifics.)  5.  With the service uniform all ribbons and mandatory badges will be worn.

Attachment 1

Gunter NCO Academy Student Locator Information

(Turn In at Inprocessing)

Must Fill out Maxwell AFB Form 162-1 completely and 

Turn in at Inprocessing
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