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WELCOME! 
 
Welcome to the USCG Leadership Development Center (LDC). As an 
instructor here at the Center you represent one the finest resources and 
ŀǎǎŜǘǎ ƛƴ ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ƭŜŀŘŜǊǎƘƛǇ ŘŜǾŜƭƻǇƳŜƴǘ ŎƻƴǘƛƴǳǳƳΦ You are 
now tasked with the responsibility to teach other shipmates leadership 
performance competencies and further develop their leadership skills.  
 
Whether you are serving in Command & Operations, Officer Accessions, 
Leadership and Organizational Performance, or CPO Academy you are now 
part of a unique organization that prides itself on developing the future 
leaders of the Coast Guard. The LDC is part of a strong commitment of the 
/ƻŀǎǘ DǳŀǊŘΩǎ ŘŜŘƛŎŀǘƛƻƴ ǘƻ strengthening the nation's future by educating, 
developing, training, and inspiring leaders of character who are ethically, 
intellectually, professionally, and physically prepared to serve their country 
and humanity, and who are strong in their resolve to build on the long 
military and maritime heritage and proud accomplishments of the United 
States Coast Guard. 
 
We hope this handbook will enhance your understanding of the LDC and 
provide information that will help develop your own instructor and 
leadership skills during your tour. 
 
Note: The e-version of this handbook can be found at: 
\ \Cgams-apps\LDC Instructor Handbook  

http://www.uscg.mil/history/gifs/USCGshield.gif
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As the CG Academy Mission states, we educate, develop, train and inspire 
leaders of character.  At the LDC, we have a critical role in truly enhancing 
ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ƛƴǾŜǎǘƳŜƴǘ ƛƴ ƛǘǎ ǇŜƻǇƭŜ ǘƘǊƻǳƎƘ ǊŜǎŜŀǊŎƘ ŀƴŘ 
assessment and delivering 22 courses.  We are guided by the Core Values 
and our Leadership Competencies.  As leaders, we may not save lives or 
perform other CG missions directly, but instead influence and inspire 
others to do them better.  As we collectively build a strategy for CG 
leadership development, you should know our goals (ABCD), work every 
day toward our future, and focus on three basic tenants: 
 

Work Hard, Be Nice, and Know Your Craft 
 

Work Hard  

¶ Take pride in the job at hand & do it to the best of your ability! 

¶ {ǘǊƛǾŜ ǘƻ ōŜ ƻƴ ǘƻǇ ƻŦ ȅƻǳǊ άƎŀƳŜέ ŜǾŜǊȅ ǘƛƳŜ ȅƻǳ ǿŀƭƪ ƛƴǘƻ ǘƘŜ 
classroom and during every interaction with the students we serve.   

¶ If you recognize something wrong, step up and correct it or let 
someone know - άLŦ ǿŜ ƴŜƎƭŜŎǘ ƛǘ ǿŜ ŎƻƴŘƻƴŜ ƛǘΗέ 

¶ Make your classroom and our spaces shine. 

¶ Take pride in the privilege you have to be a member of the Coast 
Guard and set the standard in appearance.  

¶ Provide feedback & counseling to your shipmates on their 
performance and be receptive to feedback in return.  

¶ Meet all your requirements to get advanced and promoted. 
 
Be Nice 

¶ Always give your shipmate the respect they deserve; ensure we 
always provide a safe place to learn & work. 

¶ [Ŝǘ ǘƘŜ /ƻƳƳŀƴŘ ŀƴŘ /ƘƛŜŦΩǎ aŜǎǎ ƘŜƭǇ ȅƻǳΤ ǿŜ Ŏŀƴ ǎƻƭǾŜ ŀ ƭƻǘ ƻŦ 
ǇǊƻōƭŜƳǎΦ 5ƻƴΩt suffer in silence. 

¶ Take care of your families and yourself ς physically and emotionally. 
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¶ Ensure every new shipmate is welcomed, trained and set up for 
success. 

¶ Ensure we always acknowledge good performance through timely 
and appropriate recognition. 

¶ When ƛƴǘŜǊŀŎǘƛƴƎ ǿƛǘƘ ƻǘƘŜǊǎΣ ǎƘƻǿ ǘƘŜƳ ǘƘŀǘΣ άL ƘŜŀǊ ȅƻǳΣ L ǎŜŜ ȅƻǳΣ 
L ŎŀǊŜ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ǘƻ ǎŀȅΦέ  

¶ Build alliances and get involved in supporting your community ς at 
home and at work. 
 

Know Your Craft 

¶ Practice what we teach. Learn the language of leadership, and live it. 

¶ Work together to develop yourself and your shipmates. 

¶ Be a lifelong learner (seek more leadership knowledge and skills.) If 
you come across a great book, program, research or presentation ς 
share it. 

¶ Be an ambassador for leadership development ς know about and 
promote LDC courses and opportunities.  

¶ Engage in dialogue about the current challenges our leaders face and 
use that to make our courses relevant.  

¶ Recruit your replacement, build our Team! 
 
I am here to support YOU and excited to ŀǎǎƛǎǘ ǿƛǘƘ ŀƴȅ ŀƴŘ ŀƭƭ ŎƭŀǎǎŜǎΦ LΩƳ 
interested in what you are doing and want to hear about it. I also care 
ŀōƻǳǘ ƻǳǊ ǎǘǳŘŜƴǘǎΩ ŜȄǇŜǊƛŜƴŎŜ ŀƴŘ ǿƛƭƭ ŀǎƪ ǘƘŜƳ ŀōƻǳǘ ƛǘ ŀƴŘ ǊŜŀŘ ǘƘŜ 
evaluation reports. Creativity, open and candid discussion, and even 
disagreement, are encouraged before deciding upon a course of action.  
Once a course of action is determined, we must move forward together 
with unity of effort. I believe we should immerse our students in a sea of 
professionalism, including role modeling customs and courtesies, 
mentoring, communicating and leading. Be the leaders that our students 
expect! 
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LDC MISSION AND SCOPE 
 
Mission 
The Leadership Development Center (LDC) develops leaders of character to 
improve mission performance and enhance the Coast GuardΩǎ ƛƴǾŜǎǘƳŜƴǘ 
in its people by: 

¶ Preparing Team Coast Guard to demonstrate leadership and live the 
Coast Guard core values. 

¶ Supporting Coast Guard units through service-wide leadership and 
quality development efforts. 

¶ Identifying future organizational needs and requirements through 
ongoing research and assessment. 

 

Scope 
 In the pursuit of its mission, the Leadership Development Center supports 
and fosters development of a fully integrated Coast Guard Leadership 
Development Program that includes each component of our diverse 
workforce.  The desired outcomes of the Leadership Development Center 
are: 

¶ ¢ƻ ǎǳǇǇƻǊǘ ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ƴǳƳōŜǊ ƻƴŜ ƎƻŀƭΥ  tǊƻǾƛŘŜ ŜŦŦŜŎǘƛǾŜ 
leadership so our people can maximize contributions to unit and service- 
wide success. 

¶ To improve leadership skills across the Coast Guard, leading to 
enhanced mission performance. 

¶ To standardize leadership curricula and enhance the quality of 
leadership programs. 

¶ To create synergy with all leadership efforts connected and located 
together. 

¶ To leverage real Coast Guard experience to improve the education, 
training, and development of future leaders. 

¶ To reach all members of Team Coast Guard through formal training, 
correspondence courses, and unit-level programs. 

 
The LDC Mission and Scope are taken from the LDC SOP dated 26 Apr 10 
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LDC ORGANIZATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

The LDC Organization Chart is taken from the LDC SOP dated 26 Apr 10 (updated June 2012) 
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INSTRUCTOR DEVELOPMENT AT THE LDC 
 
The LDC is committed to your success while you are here. You will be 
working closely with your School Chief and other instructors at the LDC to 
understand and fulfill your teaching responsibilities and further develop 
your instructor skills. You have access to any of the other School Chiefs, LDC 
staff members, courses conducted here and any other LDC resources. 
 
In addition to the resources and guidance you receive from your School, 
you can contact any of the members of the Training Support Branch for 
assistance. Once you have completed your Instructor PQS you will work 
toward completing your Master Training Specialist (MTS) Qualification. To 
do this you will establish an account in Virtual Classroom and go to the MTS 
course (see Completing the MTS PQS). 
 
As part of your development here at the LDC you may be asked to observe 
ŀƴƻǘƘŜǊ ǎƘƛǇƳŀǘŜΩǎ ǘŜŀŎƘƛƴƎΣ ŎƻƳǇƭŜǘŜ ŀƴ LƴǎǘǊǳŎǘƻǊ CŜŜŘōŀŎƪ CƻǊƳ όLCCύ 
and provide feedback to the instructor. Likewise, there may other 
instructors who sit through your lessons and provide you with feedback. 
This process is used to help improve the skills of all our instructors. 

 
Instructor of the Year 
 
Each year an LDC instructor ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ άLƴǎǘǊǳŎǘƻǊ ƻŦ ǘƘŜ ¸ŜŀǊέΦ 9ach 
School Chief nominates his/her {ŎƘƻƻƭΩǎ ƛƴǎǘǊǳŎǘƻǊ ŎŀƴŘƛŘŀǘŜΦ hŦ ǘƘŜ ŦƻǳǊ 
instructors nominated one is selected by review of the combined School 
Chiefs and the MTS Board. All instructors are eligible for the award.  

 
The RADM J. Scott Burhoe Scholar Practitioner Book Club 
 
tŀǊǘ ƻŦ ǘƘŜ [5/ ƛƴǎǘǊǳŎǘƻǊΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘ ƛǎ ǘƻ ŜȄǇƭƻǊŜ ƴŜǿ 
leadership, management, business trends while maintaining a strong 
foundation in Coast Guard history. To help accomplish this, the LDC has a 
book club in which members select a book, the LDC purchases and we meet 
to review the material and evaluate if our courses could benefit from this 
book.  
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Check-in Sheet 
 
There are two primary forms involving the check-in process: 1) The LDC 
Check-in/out sheet and 2) the Bio Sheet.  
 
LDC Check-in/Out Sheet: 
To begin the process of check-in, you and your supervisor should be 
familiar with and use the LDC Check In/Out Sheet. A copy of the sheet is 
provided on the next page. After you complete an activity, the respective 
individual will need to put their initials and date on the sheet. You can 
either use this sheet or a separate copy of the form for the purpose of 
signatures. However, a copy of the completed, signed sheet needs to be 
returned to the Administrator in the LDC Office of the Director within five 
working days of your arrival. 
 
 
In addition to the LDC Check-In/Out Sheet you should complete a Bio Sheet. 
You can access the LDCBIOMaster Form at the following 

 
\ \Cgams-apps\LDC\LDC Personnel Bios\LDC personnel BIOs 

 
After you have completed the Bio sheet, save it in the folder (Important: Be 
Sure to include your last name in the file name).  
 
There are other forms you should be aware of and may need to complete 
as you on-board here at the LDC/Academy: for your information below is a 
list of forms you may find useful. 
 
Academy Personnel Check-in Card 
CG-2025A Housing Allowance Protection Worksheet 
CG-2005 PCS Reporting Worksheet 
CG-2025 BAH/Housing Worksheet 
Incoming Officer/Officer-Grade Civilian Information Sheet 
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LDC CHECK IN / OUT SHEET  
 

Leadership Development Center Check In/Out Sheet  
Name (Last, First MI) Rank/Rate Assigned Department/Division 

FOR INCOMING PERSONNEL.  Sponsor must escort new member in accomplishing the following 

check-in within 5-working days and return sheet to admin. 

Unit Reporting From: Date Reported: 

Sponsor's Name: Home Phone: Work Phone: 

FOR OUTGOING PERSONNEL.  Member must checkout with LDC Admin no later than 10 business days prior to departure date. 

Unit Departing To: Departure Date: Report Date 

 Check-in 

Date/Initial  

Check-out 

Date/Initial  

LDC YN (Rm 312)    

1. SOP Overview    

2. Provide PCS Rpt/Dpt pkg. and assist member    

 a. LDC Check in/out Sheet    

 b. LDC Biography Worksheet    

 c. Individual Development Plan (IDP) Worksheet    

 d. Direct-Access User Access Authorization Form    

 e. BAH Worksheet    

 f. Government Travel Card Application    

 g. PSC Rpt/Dpt Worksheet    

3. Add to EER or OER roster (as applicable)    

4. TDY procedures    

5. Travel claim procedures    

6. Recall roster    

7. Register contract information 

(http://apps.mlca.uscg.mil/CG_ENS/) 
   

LDC SK (Rm 312)    

1. Express mail procedures and deliveries    

2. Purchasing information/procedures    

    

LDC Training Officer  (Rm 309)    

1. Pipeline Training    

    

LDC Asst Director (Rm 306)    

1. Initial Greet (within 2 days)    

2. Formal meeting (NLT 3 weeks)    

 a. Completed LDC Biography    

 b. Completed Individual Development Plan (IDP)    

 c. LDC Check In/Out Worksheet    
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Director  (Rm 306)    

1. Initial Greet (within 2 days)    

2. Formal meeting (NLT 3 weeks)    

 a. Completed LDC Biography    

 b. Completed Individual Development Plan (IDP)    

 c. LDC Check In/Out Worksheet    

 
        Version as of June 2011
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COMPLETING THE INSTRUCTOR PQS 
 
If you do not already have a PERJC Qualification you are required to attain it 
within six months of reporting to the LDC. The process for attaining your 
Qualification is described in detail in the Standard Operating Procedure 
ό{htύ ŦƻǊ ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ¢ǊŀƛƴƛƴƎ {ȅǎǘŜƳΣ ±ƻƭǳƳŜ мо: 
http://www.uscg.mil/forcecom/training/docs/SOP_13.pdf. 
 
 As a high-level overview of the requirements of the PQS, you can refer to 
the following: 

 

http://www.uscg.mil/forcecom/training/docs/SOP_13.pdf
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Instructor Feedback Form 

For your review and reference a copy of the Instructor Feedback Form 
follows. You can make copies of this form if needed but you should refer to 
the {ǘŀƴŘŀǊŘ hǇŜǊŀǘƛƴƎ tǊƻŎŜŘǳǊŜǎ ό{htύ ŦƻǊ ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ¢ǊŀƛƴƛƴƎ 
System, Volume 13 for the most current version of the form. 
 
 
 
 
 

********************  
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Instructor Feedback Form 
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Instructor Feedback Form 
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COMPLETING THE MASTER TRAINING SPECIALIST PQS 
 
Once you have your Instructor PQS, you should begin working toward your 
MTS PQS. The process for attaining your MTS PQS is described in Volume 13 
of the Coast Guard Training System SOP: 
 
 http://www.uscg.mil/hq/cg1/cg132/docs/SOP_13.pdf 
 
As an MTS candidate you will create an account on-line in the Coast Guard 
!ŎŀŘŜƳȅΩǎ [ŜŀǊƴƛƴƎ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΥ  Desire2Learn (D2L). To create 
an account and enroll in MTS, contact the ISS office. Your on-line responses 
will be graded by the LDC Training Support Branch MTS coordinator and 
returned promptly with feedback. The MTS site also contains links to SOPs 
and other research material online to aid you in your qualification.  
 
Desire2Learn:  https://uscga.desire2learn.com/  
 
If you have any questions or need further information contact The LDC MTS 
coordinator. Remember that you are required to complete all four phases 
(recommendation, workshop, CDC, board) of the MTS qualification IAW 
with Standard hǇŜǊŀǘƛƴƎ tǊƻŎŜŘǳǊŜ ό{htύ ŦƻǊ ǘƘŜ /ƻŀǎǘ DǳŀǊŘΩǎ ¢ǊŀƛƴƛƴƎ 
System, Volume 13.  

http://www.uscg.mil/hq/cg1/cg132/docs/SOP_13.pdf
https://uscga.desire2learn.com/


 

 Page 18 
 

As a high-level overview of the requirements of the PQS, you can refer to 
the following. Phase II (Competencies) of the process is expanded on the 
next page. 
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INSTRUCTOR DEVELOPMENT 
 

Evaluations and Feedback 
 
The LDC Evaluation Section evaluates the success of our training courses. Its 
mission is to collect, analyze and evaluate feedback, primarily through 
electronic surveys using a software program called VOVICI. The surveys can 
be broken down into two basic types: level 1 and level 3 surveys. All 
processes for data collection and evaluation are identified in the USCG 
Training System SOP, Volume 3. Once data are collected via the Surveys, 
the Evaluation Section produces Survey Reports that are distributed to the 
School Chiefs. 
 
LEVEL 1 
 
A level 1 survey assesses studentsΩ timely reaction and satisfaction with the 
course, instructional materials, instructors, teaching environment, and 
support services. Since most students tend to learn better when the 
learning environment maintains their interest, attention, and motivation, it 
is essential that we measure their reactions during or immediately after 
each class is completed. Templates are used for level 1 surveys that are 
based on the course content and student roster. You may be involved in 
submitting these to the Evaluation Section prior to the class start date. You 
can discuss these procedures with your School Chief. We consider the 
feedback as indication of whether we are meeting the needs of the 
students. As an instructor you can assist in this by reminding and 
encouraging your students to complete the surveys prior to class 
graduation.  
 
LEVEL 3 
 
A level 3 survey assesses the change in your studentsΩ performance. This 
survey is typically conducted by the LDC Evaluation Section six months 
following course completion in order to give students an opportunity to 
ŀǇǇƭȅ ǿƘŀǘ ǘƘŜȅΩǾŜ ƭŜŀǊƴŜŘ ƛƴ ǘƘŜƛǊ ǿƻǊƪǇƭŀŎŜΦ {ǳǊǾŜȅ ǇŀǊǘƛŎƛǇŀƴǘǎ ƛƴŎƭǳŘŜ 
the students, their supervisors, or in the absence of a supervisor, an 
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individual who is familiar ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ following course 
completion. The level 3 survey analysis is used as part of a systematic 
curriculum review and does not require direct instructor involvement. 
 
The LDC typically administers over 14,000 surveys each year. The response 
rate to our surveys is high depending upon the course and the type of 
survey. A lot of that success is attributed to the support you provide. The 
Evaluation Section relies on you and your school for timely and accurate 
submission of course material, student rosters with correct e-mail 
addresses, and most importantly, your verbal support for the survey 
process while you are instructing. You should discuss the survey process in 
more detail with your School Chief. 
 
¢ƘŜ 9Ǿŀƭǳŀǘƛƻƴ {ŜŎǘƛƻƴΩǎ goal is to provide you with usable feedback in a 
format that will help you better yourself, the student, and the Coast Guard. 
Each school has a designated survey liaison that can check instructor 
progress on the evaluations at any time. Level 1 Survey Reports are 
prepared after the class graduation date and made available to the 
respective School Chiefs for distribution to their staff.  
 

Getting Feedback from Students 
 
It is the responsibility of each school to send the survey to students for 
each course session.  Every course has a slightly different procedure, but in 
general the evaluation branch asks: 
 
Resident courses 
Send students an email to the evaluation (link below) at the start of the 
course.  Include in that email the session number and dates of the session 
covered as students must select the course/session they attended to gain 
access to the survey. 
 
https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C 
 

At minimum of once a week remind students to enter the survey and 
complete the DAILY portion of the survey to provide specific feedback on 
instructors and TPOs.  Prior to graduation, students need to complete the 
END OF CLASS section of the evaluation to provide overall course feedback. 

https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C
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Non-resident courses 
Send students an email to the evaluation (link below) preferably at the start 
of the course, but definitely immediately after graduation as soon as you 
have access to a computer.  Consider using your nonresident POC who 
helped you organize the course to send the link at graduation, particularly if 
you will be away from a computer for a significant time.  Include in that 
email the session number and dates of the session covered as students 
must select the course/session they attended to gain access to the survey. 
 
https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C 

 

Retrieving Student Feedback/Reports  
 
Every course has an assigned survey/evaluation POC.  To receive feedback 
on your instructor performance from the student perspective, contact the 
POC.  Your branch chief can direct you to the POC. 
 

If YOU are the Survey/Evaluation POC 
 
If you are the survey/evaluation POC, you have several responsibilities:  

1. Send results of the survey to the school/branch chief and instructors. 
2. Notify the Evaluation section if there are changes to TPOs, 

instructors, or require additional questions added to the level 1 
evaluation. You are the liaison between the school and eval section. 

 
Gaining Access to VOVICI: 
 
You will need access to VOVICI (the evaluation software) to review and 
disseminate Level 1 evaluation results to the school/branch chief and other 
instructors. To gain access, first contact the Evaluation section.  Once done, 
you should perform the following steps: 
 
1. Establish your own account and password. 
2. Use your password to access survey data. 
3. Filter the results to get specific or custom data. 
 
The following screen shot images will lead you through the process.

https://surveys.uscg.mil/Community/se.ashx?s=6F20F77427351A7C
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