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TW4 FLIGHT INSTRUCTOR TRAINING UNIT 

T-44 IUT Check-In Gouge

IMPORTANT ( MAINTAIN PERSONAL COPIES OF AS MANY DOCUMENTS AS POSSIBLE! (
Check-In Folder Contents

Left Side: (PLEASE FILL OUT & RETURN/ROUTE)

Ground School Tracker


TIMS Check-In Sheet (back of GS Tracker)

TIMS IT Packet: Instructions, SAAR form, SAAR-N form.

Privacy Act Statement

Training Time Out Policy

High Risk Screening Form

Air Car Application

Right Side: (PLEASE READ, VERY IMPORTANT)

IUT Check-In Gouge


Welcome Aboard Letter


FITU Phone Numbers


Base Map


IUT Syllabus Flow Chart


T-44 Preflight NATOPS Briefing


South Texas Approaches


IUT Airfield Tracker


VT-31 IUT Predicaments – March 2009

CDO Training / TIMS Training

In-processing 

Check-In Folder: The FITU  Admin x5204 (BLDG 83 Rm 104) will have a check-in folder for you to fill out and read.  Please fill out the left side and return to the Admin.  Please read the right side.  Keep this folder and its contents for future reference.
Program Manager Meeting: Please set up a meeting with your program manager, Capt Ryan Harvey.   This meeting should be set up preferably before you begin ground school.  Capt Ryan Harvey will tell you what to expect from the IUT syllabus and if you have any questions, he will be happy to answer them throughout your duration in the IUT program.

NATOPS Jacket: Give to the Admin.  Check Jacket for Swim Physical/Water Survival requirement.  Check Jacket for current Admin Upchit.  Make sure NATOPS jacket includes a current privacy act statement.  Sign all sheets included in jacket.  USAF – the Admin will build a NATOPS jacket for you.  Please retrieve a current Navy up-chit, not an AF-1072 Flight Physical form.  Give your USAF Flight Evaluation Folder to the Admin and have her put it into the back of your NATOPS jacket (loose).  If you do not possess one, it is not a show stopper.

Aviation Training Jacket: One will be created for you by the Admin at the FITU.  It will be your responsibility to help ensure that the Jacket is complete and current.
NKO Website: Please visit Navy Knowledge Online to complete your Information Assurance Awareness training.  NKO website: https://wwwa.nko.navy.mil/portal/home.  If you can’t get to the website with this link, please locate a search engine, i.e. Google, and type in “Navy Knowledge Online”.  The first result should be the NKO website.  

Information Assurance Awareness: Please logon to Navy Knowledge Online.  Please find the “Navy e-Learning >Online Courses” link under the yellow-orange “Learning” tab.  Click on it while either holding down the Ctrl button or make sure the pop-up blocker is turned off.  After clicking the “Navy e-Learning >Online Courses” link make sure a pop-up window opens.  Click on “DOD Information Assurance Awareness ver. 7.0” under the “My E-Learning” tab in the “Mandatory Training” section.  Click on “Enroll”.  Click on “Proceed to My Enrollments”.  Next to the IAA course, click “Launch”.  Follow the directions for the course and make sure it updates in the “My Transcripts” tab when completed.  Please print the certificate in landscape at a locally mapped printer.  Please turn in a copy to the Admin so she can put it in your NATOPS and Training Jackets. USAF IUTs, use this website:  https://rmis.kirtland.af.mil  (Under "Training" tab, then scroll down).
NMCI/TRANET setup:  To activate/move your NMCI account, fill out the TIMS IT packet and immediately upon check-in give to Mr. Dollard x1617 attach a completed Information Assurance Awareness certificate with a date within the current fiscal year.  A completely filled out TIMS Check-In Sheet is required to create your TRANET account.  Both of these pieces of paperwork are included in the IUT check-in package.
Squadron Mailbox: Check in with VT-31 Admin to receive a base check-in sheet to have your squadron mailbox set up in the duty office.
Email Distribution Lists: Check in with the VT-31 IT DH to get setup on all distribution email lists.

VT31 Training Qual Matrix: Add IUT to the training matrix by emailing the Stan O.

FITU Recall Roster: Ensure that the Admin receives an update recall phone number.  Ensure VT-31 CDO desk gets updated copy of the FITU recall roster with your phone number.

ORM Fundamentals (Aviation): Please logon to Navy Knowledge Online.  Please find the “Navy e-Learning >Online Courses” link under the yellow-orange “Learning” tab.  Click on it while either holding down the Ctrl button or make sure the pop-up blocker is turned off.  After clicking the “Navy e-Learning >Online Courses” link make sure a pop-up window opens.  Under “My E-Learning” under the navy blue “Content” section on the left side of the screen, click on “Browse Categories”.  Click on Department of the Navy (DON) Training”.  Click on “Operations Risk Management”.  Click on “ORM Aviation Fundamentals Course”  Click on “Enroll”.  Click on “Proceed to My Enrollments”.  Next to the ORM Fundamentals course, click “Launch”.  Follow the directions for the course and make sure it updates in the “My Transcripts” tab when completed.  Please print the certificate in landscape at a locally mapped printer.  Please turn in a copy to the Admin so she can put it in your NATOPS and Training Jackets.  USAF use this website:  https://rmis.kirtland.af.mil  (Under "Training" tab, then scroll down).
ORM Essentials (Aviation): DEPARTMENT HEADS ONLY (This is for IUTs who will become Department Heads in the near future).  Please logon to Navy Knowledge Online.  Follow the directions for the ORM Fundamentals course above, but instead of clicking on Fundamentals, click on “ORM Aviation Essentials for Leaders Course”.  Please give copy of certificate to the Admin. USAF use this website:  https://rmis.kirtland.af.mil  (Under "Training" tab, then scroll down).
Book Issue: Once the Admin has sent your check-in email, you may see Patsy Lafferty or stash in BLDG 1824 RM 116 to retrieve your IUT ground school books and flight pubs.  List of Required IUT Pubs….
Flight Instructor Guide (FIG): Make sure Capt Ryan Harvey gives you a T-44 FIG.

Air Card: Complete the online training (HTTPS://www.Navsup.navy.mil/ccpmd) and fill out the Card User Statement of Understanding in the IUT Check-In folder.  Give the signed statement to Therese Hamilton x1611.

SWIM: If you need to complete your water survival qualification or if it expires within 6 months, please contact your squadron’s NATOPS department so they can set you up with a date and information for completing this qualification.  (N-9 Qualification) at x3210, Tami McCall. Note – All USAF shall complete USN water survival, preferably before you begin the IUT program.

Admin Upchit: Please see the flight surgeon for your squadron so they can give you an Admin Upchit.  Please also have them fill out your High Risk Screening Form as well.  To setup a flight physical, call x3410.  If this is done during your IUT training, please notify the FITU scheduler x5438 to SNIV you for the physical.
High Risk Screening Form: When you see your flight surgeon for your Admin Upchit, also give them your High Risk Screening Form to sign.   Please then route this to your squadron Aviation Safety Officer, then meet with the Commanding Officer, and ensure that it reaches the Admin so she can put it in your NATOPS and Training Jackets.  This needs to be completed before your first Instructional Flight.
Current Orders:  Give a copy of your current orders to the Admin to put in NATOPS Jacket.

Logbook: Give your logbook to your Squadron Logs & Records Department.  VT-31 L&R Clerk: Peggy, x2882.
TIMS Brief: Make an appointment with the TIMS people x5277 or go to the TIMS brief, usually held on Fridays at BLDG 1824.  You will receive training on how to login to a TRANET machine and will also learn how to navigate around TIMS.  This needs to be completed sometime before your IUT completion, but preferably at the beginning of the syllabus, if possible.  Use CDO Training Checklist.
TIMS Grades: Please give the Admin muster sheets with dates, Instructor Pilot names, class names, and test scores of all briefs you attend.  She will input these into TIMS so you will receive credit.  
SNIV Log: Please see scheduler for all SNIV related items.  Examples include personal leave or briefs you would like to attend.  If you are going to SNIV, it is recommended to snivel at least two days prior to the day in question. Please include your first and last name and what you are sniveling for. This will also help with accountability and time to fly issues, so please keep snivs to a minimum.  Also, the FITU is required to submit a simulator request every Tuesday for the following week.  If you know that you will not be able to do simulator events for the following week, please let the Admin or Scheduler know Monday prior to sending the simulator request.

FITU & VT-31 Schedule: Check the FITU & VT-31 schedules https://www.cnatra.navy.mil/tw4/schedules.asp & www.vt-31.com.  Check both each time for complete to ensure that you do not miss anything.

IUT Status Board/Flow Chart: Given in this packet, update it weekly so you and the FITU know where are in the program.  For all paperwork (Muster sheets/grades) received from instructors, make a copy for the Admin, so she can input these into TIMS in order to keep your TIMS syllabus flow up-to-date.

Start Date/Systems Class: By the time you read this, this task may have already happened, but if not, ask Louis to set up a start date for you.  Systems class will most likely be your first class.  This is the week in which your TIMS account will be activated.  You may go to other classes and briefs before Systems, but those will not be able to be marked off in TIMS until your syllabus is activated.  NOTE: If you are planning to take time off, please do so before you start ground school.  Your time to train begins once your syllabus is active in TIMS.  Generally, we would like you to be complete within three months of your check-in start date.  
VT-31 Exams: Obtain the exams from Mirabel Rivera in VT-31. IUT can take these tests 60 days prior to the NATOPS check-ride.  
Flare Qual: Schedule a flare qual date with the Armory (monthly+), x2640.  Tell the FITU Scheduler when you are doing this so he can put a SNIV in for that day/time.  The armory is located at the end of Ocean drive near the RVs. (Until further notice, Flare Qual is no longer needed.)
Initial 5 SIMs (C2101-5): These events are usually scheduled the week following AERO class, or after you have completed ground school.  Please give the FITU program manager and scheduler notification the week prior to finishing ground school to schedule the CPT’s.
Flight Instructor Training Course (FITC): The FITU will schedule this as soon as possible.  This is a two and a half day long course.  This needs to be completed before you can fly as an IP.

IFR/IRATS: You will complete the IFR test (G0290) during AIFR ground school.  However, this test needs to be completed within 60 days prior to your Instrument check flight (INX) and there is barely enough time when completing SIMs and flights each day.  The IRATS test is an alternative class and test day that is given every first Thursday of the month.  The FITU will schedule those who are within 60 days of their INX for an IRATS test, if needed.

Instrument Check Flight (INX): Please ensure that you’ve completed and passed an IFR/IRATS test within 60 days.  Before your INX, fill out the Instrument Rating Request form from the Admin.  Specifically you will need Sim and Actual time for the past 6 and 12 months, total pilot time, total years flying, the precision and non-precision approaches for the past 6 and 12 months.  Give the Admin your request sheet so she can type it up.  This will also need to be signed by you, the IP, the FITU OIC, and your squadron Skipper.  Please include a copy of the NAVFLIR with the Instrument Rating Request.  This paperwork will also be returned to the FITU after the skipper has signed it and it will be logged into your NATOPS Jacket.

NATOPS Open & Closed Exams: Ask the Admin a week before your NATOPS check flight (NAX) for the NATOPS Open & Closed Exams.  These need to be completed and passed before the day of your NAX.  Submit completed exams to the Admin for grading. (DO NOT GO TO SQUADRON NATOPS OFFICE)
NATOPS Check Flight (NAX): Ensure that your NATOPS Open & Closed exams are turned into the Admin, graded, and that you’ve passed before your NAX.  Fill out the NATOPS Evaluation Report from the Admin.  Specifically, you will need your Total Pilot Time, Total Hours in Model, dates and scores for your Open and Closed book exams, and any discrepancies noted on the flight.  This will need to be signed by you, your IP, your skipper, and reviewed by the FITU OIC x5436.  This paperwork will also be returned to the FITU after the Skipper has signed it and it will be logged into your NATOPS Jacket.

CDO/ODO Watches/TIMS Schedule Training: (IMPORTANT) Please check in with VT-31 Senior Watch Officer to receive more information on watches you will need to sit. A week before you complete the IUT, please make an appointment with the TIMS helpdesk at x5277 to set you up with TIMS schedule training for your CDO, ODO watches.  This needs to be done before you start flying as an IP.  Your squadron will have CDO, ODO, and Plane Captain paperwork for you to fill out and route.  Designation Letters will be routed after CDO, ODO Completion.  These letters will need to be filed in your NATOPS and Training Jackets.
Out-processing
IUT Completion: When you complete the IUT program, there is a list of Admin tasks that will need to be done by the FITU.  
NATOPS/ATJ Audit by FITU Clerk/IP PTO: First the Admin checks your NATOPS and Training Jackets for missing items, preferably a week before you complete so that you can work on completing/retrieving the missing documents.  Second, your squadron/FITU IP PTO will follow up with a complete training/natops jacket review along with making sure you have completed all items.
TIMS Requirements Completion: All TIMS grade sheets/flights will need to be completed in TIMS before you can receive TIMS IP permissions.  Usually we wait for the skipper to submit the final grade sheet.

TIMS Completion Email/IP Permissions: Once all TIMS items and Jacket items are completed and retrieved, Admin will send an email to the Wing to close out your IUT syllabus, give you an upgrade-requal syllabus, and turn on your IP permissions.  Once we have received confirmation that your TIMS stuff has been switched, you may begin flying as an IP.  The FITU OIC will inform your squadron’s schedulers/OPSOs that you are ready to be scheduled as an IP.
IP/AC/PC Designation Letters: The Admin will also forward an Instructor Pilot, Aircraft Commander, and Plane Captain Designation letter request email to the Wing for generation.  These letters usually take a week for the Commodore to sign since he very busy flying with students.  Date of IP letter should be date of I4590. Date of AC or PC letter should be same as C4390.

NATOPS/Training Jacket Transfer to Squadron: Your NATOPS and Training jackets will be given to the squadron by your squadron IP/PTO after the Admin and the FITU OIC has reviewed them to ensure that all required paperwork is included and signed.  
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