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ATIR STATION BULLETIN 12410

From: Commanding Officer, Marine Corps Air Station Cherry
Point, NC 28533
To: Distribution List

Subj: FISCAL YEAR 2026 MARINE CORPS AIR STATION CHERRY POINT
ANNUAL CIVILIAN TRAINING BULLETIN

Ref: (a) ASN/M&RA Memo, Department of the Navy Civilian
Learning Management System, October 11, 2023
(b) ASN/M&RA Memo, TWMS to Waypoints LMS, 17 April 2025
(c) MARADMIN 720/20
(d) SECNAVINST 12410.25B
(e) MCO 12410.24A
(f) MARADMIN 133/17
(g) DODI 1400.25-v410
(h) 5 CFR 412.202
Encl: (1) New Employee Orientation Training Schedule
(2) Annual Mandatory Training Topics
(3) In-Seat Mandatory Training Schedule
(4) Supervisory Training Requirements
(5) Individual Development Plan Guide

1. Purpose. To establish policy for appropriated fund (APF)
civilian workforce training, education, and professional
development.

2. Background. In accordance with reference (a) through (h),
this bulletin is promulgated to provide information and
instructions for civilian workforce training, education, and
professional development.

3. Responsibilities.

a. Civilian and Military Supervisors. Civilian and military
supervisors overseeing APF employees are ultimately responsible
for the professional growth and success of their employees.
Supervisors shall ensure employees receive the training,
education, and professional development needed to fulfill their
duties.
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b. Training Support Department. The Training Support
Department (TSD) is responsible for civilian training program
management and oversight. Waypoints is the new enterprise
learning and talent management system for the Department of Navy
and Marine Corps. Waypoints functions as a full-service
suite for employee career planning, learning, and development.
Waypoints provides employee access to annual mandatory
training, supervisor training, and instruction via LinkedIn
Learning.

(1) New Employee Training Requirements. Supervisors will
ensure employees complete New Employee Orientation (NEO) within
90-days of reporting for duty. Enclosure (1) provides the in-
seat training schedule for NEO.

(2) Marine Corps Acculturation Program. Marine Corps
Acculturation Program educates new employees on Marine Corps
history, culture, and organizational structure. Employees
will receive Marine Corps Acculturation training as part of
NEO.

(3) Mandatory Training. Enclosure (2) contains the list
of mandatory training topics assigned in Waypoints for
completion by all appropriated fund civilian employees. For
personnel who do not have daily computer access, Enclosure (3)
provides the schedule of quarterly in-seat training dates for
these mandatory training events. In-seat mandatory training
events are managed by TSD with the assistance of respective
program managers.

(4) Supervisory Training. Enclosure (4) specifies the
required courses available in Waypoints. Supervisor
training requirements also apply to military personnel
supervising civilian employees.

(a) New Supervisor Training. New supervisors are
required to complete supervisory training courses within one
year of appointment as a supervisor. Enclosure (4)
specifies the required courses available in Waypoints.

(b) Refresher Supervisor Training. Supervisors
shall complete refresher training requirements as outlined in
Enclosure (4).
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(5) Individual Development Plans. The Individual
Developmental Plan (IDP) is an instrument used to assist
employees and their supervisors in planning an employee’s
career and personal development. Individual Development Plans
are to be completed in Waypoints within 30-days of onboarding
and then at the beginning of the new performance cycle.
Enclosure (5) is a guide for completing an IDP.

(6) Civilian Mentorship Program. The Civilian Mentoring
Program (CMP) is available in support of the civilian
workforce. The Waypoints Help & Support Center Information
Portal provides guidance and training for employees on becoming
mentors and mentees. Employees can also search for a mentor
within Waypoints using a variety of criteria. Supervisors are
strongly encouraged to participate in the program.

(7) Leadership & Professional Skills Training. Leadership
& Professional Skills training encompasses Civilian Leadership
Development (CLD), and professional skills such as team building
and communication. Leadership and professional skills training
is offered monthly contingent on funding approval. The Marine
Corps Civilian Leadership Development Program (MCCLDP) offers
Headquarters Marine Corps (HQMC) funded training opportunities
such as the Aspiring Leader Program (ALP), the New Leader
Program (NLP), and the Executive Leader Program (ELP).

c. Headquarters & Headquarters Squadron. Headquarters &
Headquarters Squadron S-3 is responsible for program management
and oversight of all military training programs for Marines
attached to HQHQRON. Civilian personnel attached to HQHQRON
will follow this Bulletin.

4. Additional Information. Additional information concerning
this Bulletin may be obtained by contacting TSD at 252-466-3835
or colleen.king@usmc.mil.

5. Scope. This Annual Training Bulletin is applicable to MCAS
Cherry Point and its subordinate commands.

EILERTSON.PHILIP. oigitaly signedby

EILERTSON.PHILIP.E.1056570558

E.1056570558 Date: 2026.03.26 15:57:21 -04'00°
P.E. EILERTSON
By direction

Distribution: MCAS A


mailto:colleen.king@usmc.mil

NEW EMPLOYEE ORIENTATION (NEO) TRAINING SCHEDULE
TRAINING QUARTER DATE

NEO 1 20-22 OCT 2025

NEO 2 26-28 JAN 2026

NEO 3 20-22 APR 2026

NEO 4 20-22 JUL 2026

* New Employee Orientation training is held at the Training &

Education Center,

Building 4335,

Room 171A.

Enclosure

(1)




MANDATORY TRAINING

COURSE TITLE

ADDITIONAL INFORMATION

00-DON-Cyber Awareness Challenge
(DOD) Information Assurance Training

Complete initially before system access, plus
Annual FY.

00-DON-Identifying and Safeguarding
Personally Identifiable Information
(PII)

Complete initially before system access, plus
Annual FY.

00-DON Harassment Prevention
Training

Complete w/in 90 days of onboarding, plus
annual FY

00-DON Mandatory Annual Time and
Attendance Training

Complete w/in 30 days of onboarding, plus
Annual FY

00-DON-Anti-Terrorism Level 1
Awareness Training

Complete w/in 30 days of onboarding, plus
Annual FY (first 3 years); Triennial
thereafter.

00-DON Civilian Sexual Assault
Prevention and Response Training

Complete w/in 30 days of onboarding, plus
Annual FY

00-DON Initial and Annual Ethics
Training

Complete w/in 30 days of onboarding, plus
Annual CY

00-DON No FEAR Act Training

Complete w/in 90 days of onboarding, or
supervisory appointment, plus refresher
Biennial FY

00-DON -Workplace Violence
Prevention Training

Complete Annual FY

00-DON-Operations Security (OPSEC)

Complete w/in 90 days of onboarding - then
annually.

Constitution Day

Complete w/in 90 days of onboarding, plus
Annual FY by 17 Sept.

00-DON Records Management in the
DON: Everyone’s Responsibility

Complete annual FY

00-DON-DoD Mandatory Controlled
Unclassified Information (CUI)

Complete initially before system access - then
annually.

Combating Trafficking in Persons
(CTIP)

Complete w/in first year of onboarding, plus
Refresher Bi-Annual FY

00-DON Counterintelligence and
Insider Threat Awareness and
Reporting (CIAR)

Complete w/in 30 days of onboarding, plus
annual FY

DON EEO for the Workforce

No mandatory timeframe specified, continual
basis. See supervisory training for
supervisory specific mandatory requirements.

Enclosure (2)




IN-SEAT MANDATORY TRAINING SCHEDULE
TRAINING QUARTER DATE
MANDATORY TRAINING 1 23 OCT 2025
MANDATORY TRAINING 2 29 JAN 2026
MANDATORY TRAINING 3 23 APR 2026
MANDATORY TRAINING 4 24 JUL 2026

* In-seat Mandatory Training events are held at the Training &
Education Center, Building 4335, Room 171A.

3-1 Enclosure (3)



SUPERVISORY TRAINING REQUIREMENTS

COURSE TITLE

ADDITIONAL INFORMATION

**NEW**00-SUPV PERFORMANCE MANAGEMENT
FOR FEDERAL SUPERVISORS

ALL CURRENT SUPERVISORS MUST COMPLETE INITIAL

TRAINING BY 9 FEB 2026,
TRIENNIALLY FY

THEN REFRESHER

00-SUPV-COACHING, COUNSELING AND
MENTORING

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNIALLY FY

00-SUPV DON EEO TRAINIG

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNIALLY FY

00-DON UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT (USERRA)

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
THEN ANNUALLY (BY 31 JULY)

00-SUPV-DRUG FREE WORKPLACE FOR
SUPERVISORS

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNIALLY FY

00-SUPV-HIRING TALENT

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNIALLY FY

00-SUPV-LABOR RELATIONS

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNIALLY FY

00-SUPV-TELEWORK TRAINING FOR DON
SUPERVISORS

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING BI-ANNUAL FY

00-SUPV-WORKERS COMPENSATION

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
REFRESHER TRAINING TRIENNALLY

00-SUPV-CIVILIAN EMPLOYEE ASSISTANCE
PROGRAM (CEAP)

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT

00-SUPV-SUPERVISORS RESPONDING TO
WHISLTEBLOWERS COMPLAINTS

COMPLETE W/IN 1 YEAR OF INITIAL APPOINTMENT
THEN ANNUALLY FY

00-DONHARASSMENT PREVENTION TRAINING
(FORMERLY POSH)

ONBOARDING
ANNUALLY FY

(WITHIN 90 DAYS) PLUS REFRESHER

Enclosure

(4)




INDIVIDUAL DEVELOPMENT PLAN GUIDE

Individual Development Plans (IDP) are established
within 30-days of the employee reporting for duty or prior
to the new performance cycle. Plans are developed in
Waypoints using the Development Plans tool. An IDP is NOT
a performance evaluation tool; however, it can be used to
assist employees in developing technical and leadership
skills to prepare for present and future positions. The
IDP should be developed and executed as a partnership
between the employee and supervisor. IDPs are mandatory
for all employees; however, inclusion of training requests
does not guarantee approval or funding.

STEPS:

1. Employee and supervisor discuss short- and long-term career

goals.

2. Employee researches and determines the training and development

activities that will assist in achieving career goals.

3. Employee adds objective for each skill to enhance. Employee

adds learning activities to achieve that objective.

4. Employee and supervisor discuss and agree on IDP.
Employee submits IDP to supervisor within Waypoints.

5. Supervisor approves IDP in Waypoints.

6. Employee and supervisor collaborate to review goals
throughout the performance period.

5-1 Enclosure

(5)
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