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Winter Training Guidance 2023 

Effective 27 October 2023 
 
 
 
Issue Date: 27 OCT 2023 

This guidance takes precedence over all previous policies and regulations. Effective until rescinded 

by competent authority. 

Introductory Message to Parents, Unit Volunteers, and COTCs 

We look forward to your participation in our upcoming 2023 winter training season! Although winter 

training season is not as robust as summer due to time and weather limitations, there are still several 

exciting opportunities to train. This document will guide you through the steps that parents, unit 

volunteers, and COTCs should follow to prepare for winter training. 

We continue to keep our training fees low to compensate for the economic challenges many families 

have been facing in the last few years. Training fees will remain the same for winter training this year. 

Thanks to a generous federal grant, most week-long trainings have a cadet training fee of $175/week, 

which typically includes food, lodging, and training. Some trainings do require a higher cadet cost 

because of their specific requirements. Please take advantage of these low costs this winter. Effective 

spring 2024, we will move back to a regular training fee schedule so that our budget can support the 

number and variety of trainings offered across the country. 

 
Thank you for all you do to make this program and our training opportunities so successful for our 

cadets. 

 
Sincerely, 

The National Headquarters Team 
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Parents and Cadets 

Background Information 

Travel  

This training guidance will walk you through the steps to locate and apply for winter training. Included 

below are recommended best practices to help you and your cadet plan for the best possible 

experience. 

Best Practices 

⮚ Do not book travel until the cadet’s training registration has been officially approved (see “Steps to 

Register for Training” in the following pages). 

⮚ Thoroughly review the training website and/or travel details provided by the training. Plan for and 

follow the exact instructions for arrival/departure time and location. 

⮚ Review and follow the CDC’s COVID-19 domestic travel guidance. 

⮚ Have a backup plan. All training events are subject to a last-minute cancellation and all hands need 

to plan accordingly. Cadets who are terminated from in-person training for any reason, including 

injury or illness, may not remain at the training site. Parents or an emergency contact must be 

available to pick up the cadet in case training is canceled, or a cadet is terminated. 

⮚ Purchasing non-refundable tickets is not advised. Changes or cancellations to ticketing can incur 

significant penalties. The Sea Cadets will not reimburse these penalties or the cost of the ticket for any 

reason, including if the cadet was terminated from the training. 

Online Accounts are Required to Register for Training 

A few important notes: 

⮚ Registration* for training occurs in two possible ways. One option is through the Quarterdeck 

Parent Portal, via the Primary Parent’s account (available by logging into seacadets.org). A 

second option is now available for cadets who are 18+ years old, who can register for training 

on their own through their Quarterdeck login. See the next page for details on this new training 

registration option for 18+ year-old cadets. 

*Families without internet access can be assisted with the registration process by their unit staff. 

Please contact your unit’s chain of command. 

⮚ Parents/guardians new to Sea Cadets will be required to do a one-time Quarterdeck Parent 

Portal enrollment (see instructions on next page) in order to register a cadet for training. 

 

 

 

SEE NEXT PAGE 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
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Parents & Cadets (continued) 

How to Set Up a New Parent Portal Account 

If a Quarterdeck Parent Portal account has not yet been created, please follow these instructions. 

Cadets Who are 18+ Years Old Can Now Register for Training 

Once a cadet turns 18 years old, they will be able to update their own medical information and sign up 

for trainings through their Quarterdeck log-in. This will go into effect on their 18th birthday, and they will 

see a red announcement on their home screen. Below is a sample screenshot that 18+ year old cadets 

will see. 

 

 

  

Creating your Quarterdeck Log-In for Seacadets.org 

Video Link 

For first-time users who haven’t created a Quarterdeck Parent Portal Account 

1) Have your cadet’s ID on hand as that ID number is required to set up the account. 

2) Select the “First Time User?  Click Here to Register at www.quarterdeck.seacadets.org” 

3) Choose your role.  Once that’s established, input the requested information. 

4) The information you input must reflect the same information that was provided to the unit 

during the enrollment process in the Sea Cadet Magellan system. 

a) Currently, only the Primary Parent of a cadet is able to create a parent profile. 

b) The USNSCC ID number is located on the cadet’s Sea Cadet ID card. 

5) Once all of the information has been entered, click Submit. 

6) You will then be emailed a temporary password.  You will have 24 hours to log in. 

7) On your first log-in, you will be prompted to replace your temporary password with your 

own personal password. 

https://youtu.be/SPwnArDXWq0?si=1QsVhqPTPg8EvmvP
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Parents & Cadets (continued) 

How to Find Trainings 

Training events approved by National Headquarters (HQ) will be available for viewing by units, cadets, 

and parents by logging into www.seacadets.org, then selecting Find Trainings on the landing page 

(see the image below). 

 

 

 

 

 

 

 

 

 

 

 

Star System  

To help families select the right training for their cadet, we’ve included a star system that rates 

characteristics of a training on a scale of 1 through 4 (see example below).  

 

 

 

 

 

You can organize trainings by various categories utilizing the Training Search Criteria at the top of the 

trainings page. You can also find information about a training by clicking Details on the far right of each 

training. This information includes the following: 

● Minimum age/rank 

● Non-refundable training fee 

● Number of billets available for the training 

● Training dates 

● Training location 

● Training event details 

● A link to the training website (if one exists) 

● Any applicable attachments  

http://www.seacadets.org/
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Parents & Cadets (continued) 

Steps to Register for Training 

Step #1  

Medical information update. The Primary Parent account (or 18+ year old cadet account) will fill out the 

medical information, health history, medication forms, and acknowledge consent and release as they 

would in the paper file.*  This will allow the medical information update to be handled quickly and 

efficiently for the home unit and training evolution. (If you have set up a Quarterdeck Parent Portal 

account and need help uploading medical documents, your unit can upload medical documents to a 

cadet’s profile on your behalf. Please contact your unit if you need assistance with this or any other 

aspect of the training registration process.) 

*Once completed online, updating the NSCADM 001 Cadet Application pages 3 and 4 (Medical History) 

paper forms will no longer be necessary within 30 days of the training as previously required – unless 

there is a change in physical or mental health. 

Step #2  

Parent/cadet training request. Once the Primary Parent (or 18+ year old cadet) completes the forms in 

Step #1, they can then search for and locate the desired training on the Quarterdeck landing page 

under Find Trainings (see instructions on previous page). 

After choosing a training, select Apply under Eligible Participant. The screen will change to an Event 

Registration verification checklist page. Parents/guardians/18+ year old cadets must ensure there are 

all green checkmarks on the verification checklist as the training registration will not continue until all 

the checkmarks are green. After all checkmarks are green and Continue has been clicked, the next 

page will require your password to validate the registration. Only after this step will the application be 

sent to the unit CO for review and approval. It’s recommended that an email be sent to the unit to let 

them know the application has been sent. 

Step #3  

Unit review of request. If the cadet meets all of the basic requirements, the application for training will 

move on to the unit for document and registration validation. The unit’s commanding officer will review 

the request and either approve it to be passed on to the COTC for consideration or deny the request. If 

approved, the request will move on to the commanding officer of the training contingent (COTC) for 

review. 

Step #4  

COTC review of request. The COTC will confirm or deny the training request. If confirmed, the COTC 

acknowledges and accepts the request to attend the training and will give final approval once payment 

is received. 

Applications are only final when approved by the commanding officer of the training contingent. 

The COTC will not approve applications without the non-refundable cadet training fee payment (see 

Step #5, below), all the required paperwork from the home unit is uploaded to the Quarterdeck, and the 

completion of all steps needed for the training are satisfied (all green checkmarks). It’s the 

parent’s/guardian’s responsibility to follow the payment instructions. All NSCTNG 005 Training Authority 

forms (orders) are then subject to the final approval of the COTC. 
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Parents & Cadets (continued) 

Step #5  

Payment and approval to attend training. Each training will provide payment instructions through the 

welcome letter, the training command website, or within the Training Details listed at the Sea Cadet 

Quarterdeck landing page (under Find Trainings/Details). Parent/guardian/18+ year old cadet submits 

payment and the COTC can then move forward with the training request approval. 

Step #6 (New) 

Print orders. It is now the parent's/cadet’s responsibility to print and sign required training forms in the 

Parent Portal via the Print Orders function (for each training) after the cadet has been approved (see 

screenshot below).  This replaces the training jacket that units previously prepared for cadets to attend 

trainings. 

 

With our online training registration and Parent Portal enhancement, cadets only need to bring a few 

documents to the training. Units no longer need to prepare training jackets to send with cadets to a 

training – this is now the parent/cadet’s responsibility.  

Requirements for sending documents: 

● Print orders via the Quarterdeck Parent Portal (see screenshot above) and sign them. SEE 

SAMPLE IN THE ATTACHMENT TO THIS DOCUMENT. 

● Print and sign additional Training-specific documents. 

These can be found by going into the Find Trainings 

section of the Quarterdeck Parent Portal, clicking on the 

specific training, then clicking Event Details. Review the 

Event Website and/or Training Attachments, as well as 

any specific communication received from that training.  

● Place printed documents in a 9x12 clasp envelope (see 

image on right). Envelopes are available at Walmart, 

Office Depot, Staples, etc. The training staff needs to add 

documents, any applicable awards, etc. to this 

folder to send home with the cadet after the training, so 

please do not seal the envelope. (If a cadet loses their 

actual award after their training, the cost to replace it will 

be on the cadet.)  

● In the top left corner of the envelope, write the cadet’s last 

name, first name, and underneath that, the cadet’s unit 

name -- all in black marker.  
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Parents & Cadets (continued) 

Step #7  

Changes to cadet’s profile information. After applying for a training, the parent/guardian and cadet are 

responsible for keeping the unit commanding officer informed of changes or updates to the cadet’s profile 

information (email, address, phone, emergency contact, etc.). Any changes in medical, physical, mental 

health, or healthcare insurance requires parents/guardians/18+ year old cadets to update the cadet’s 

medical history via the Quarterdeck Parent Portal before the start of the training.  

Three for Free 

Recruit 3 = Train for Free — For every 3 new cadets or adult volunteers you bring into the Sea Cadets, 

you earn a free training. 

COs and Unit Volunteers 

Training Requests 

COs and unit volunteers should be checking Magellan for new training requests frequently 

during training season. Training requests must be checked regularly (see image, below – highlighted 

in yellow), as cadets are already applying for winter training. 

Training Application 

Parents/guardians/18+ year old cadets will complete a cadet training application form online through 

the Quarterdeck Parent Portal (or the 18+ year old cadet’s Quarterdeck account) only after updating the 

cadet’s medical forms (NSCADM 001). 

The application will then move to the unit for approval. The unit CO can assign a unit designee to 

approve training applications on behalf of the CO by giving the unit designee CO access in Magellan. 

(Select Authorized Users from the left side menu under Unit Management in Magellan to update user 

access.) If the CO or designee approves a cadet to attend a training, the CO or designee must then 

submit the training application to the COTC. 

Medical Documents  

Units can also upload hard-copy medical forms/documents to a cadet’s profile on behalf of the 

parent/cadet. (Note: Parent must have already established a Quarterdeck Parent Portal account.) This 

information needs to be uploaded through Medical Information on Magellan. 

Payment Invoice  

If the training does not accept credit card payments, the unit must generate an invoice in Magellan and 

mail it with the payment to the COTC. This creates an audit trail for the COTC and HQ by associating a 

name with the cadet training fee ensuring the check or money order is made out to the correct name, 

and the payment is mailed to a valid address. To find the payment invoice in Magellan, go to Training 

Sign-Up. At the top of the page, select Click Here to view/pay your current training applications. 

Cadet Digital File (Parent Portal)  

All digital files maintained in the Parent Portal shall contain current copies of documents, including the 

immunization record and proof of medical insurance. During the training registration process, parents 

must also upload these documents to the appropriate cadet profile in their Quarterdeck Parent Portal.  
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COs and Unit Volunteers (continued) 

Training Orders and Training Jackets  

The Training Authority form NSCTNG 005 (orders) will be printed by parents and no longer require a 

signature by the unit CO, because parents cannot print training orders until the CO and COTC have 

approved the cadet for that training.  

NOTE - if parents cannot print documents, the unit can still print them if needed at the parent's/cadet’s 

request.  

With our online training registration and Parent Portal enhancement, cadets only need to bring these 

few documents, printed along with the training orders, to the training. This replaces the training jacket. 

Units no longer need to prepare training jackets to send with cadets to a training – this is now the 

parent’s responsibility.  

Returning training documents (after the training). COTCs and training staff can send the cadet back with 
awards, administrative remarks, and other training-related documents in the 9x12 envelope cadets bring 
to training. 

Awards 

The training staff is responsible for ordering, purchasing, presenting, and updating cadet Magellan 

records with any awards received during training. Units can still celebrate their cadet accomplishments 

after training, but the requirement to order, purchase, present awards, and update cadet Magellan 

records is on the training staff. Any awards received will be sent home in the cadet's 9x12 clasp 

envelope, units are no longer responsible for this. (If a cadet loses their award, the cost to replace it will 

be on the cadet.) 

Three for Free 

Recruit 3 = Train for Free — For every 3 new cadets or adult volunteers you bring into the Sea Cadets, 

you earn a free training. 

COTCs and Escort Officers 

View related resources, such as funding and audit checklists, procurement policy one-page instructions 

for remitting payments through Magellan, etc. at Homeport>Training>COTC. 

Recruit Training  

As of 01 OCT 2023, the Sea Cadet Recruit Training length is standardized to 9 days. However, for the 

2023 Winter Training season, RT can be adjusted to 7 in person days and 1 virtual day pre-training due 

to limited time off between the winter holidays. This model should only be considered if the local school 

schedules interfere with the training. A new standard RT curriculum is being piloted this winter and is 

being made available to interested RT COTCs. HQ will be contacting RT COTCs directly with more 

information. 
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COTCs and Escort Officers (continued) 

Funding Requests/Audits  

The deadline for submitting a funding request for 2023 Winter Training is Monday, 13 NOV 2023. 

This allows time to process and finalize the training, so it can go live before Thanksgiving. 

To speed up your funding request approval and smooth your audit report approval, Funding Request 

and Training Audit checklists are available on Homeport>Training>COTC.  

The purchasing of awards (appurtenances, ribbons, certificates) for members attending the training 

shall be included in your funding request.  

We also have an Event Payments function when COTCs need to return money to HQ after a training. 

In short, this function replaces the need for sending physical checks when returning money from 

trainings by allowing an online payment refund. 

AT and Funding Request Reminders  

What constitutes advanced training (AT)? 

● The Training and Operations Manual defines USNSCC Advanced Trainings and Recruit 

Training. These activities are separate and distinct from unit drills and activities. 

● Per the USNSCC Regulations, 4.02(b)(ii), USNSCC Advanced Training other than USNSCC 

Recruit Training "is at least 5 consecutive days in length and qualifies for advancement in the 

NSCC, see SECTION 5.07(b), a." 

● Per the Temporary COVID Policy guidance published on 01 April 2021, "All ATs conducted on 

or after June 1, 2021, shall be conducted in person." 

● Regulation standards will be enforced with no virtual ATs, no hybrid ATs with virtual days as 

part of the minimum 5-day requirement, and no non-consecutive day ATs unless approved by 

the area commander and HQ. 

Funding Requests 

● HQ will not approve future funding requests until the COTC has submitted all outstanding audits 

(defined as a training that ended more than 30 days prior) and returns any remaining funds to HQ. 

● COTCs should submit funding requests as early as possible, but no later than 30 days before 

the training (Training & Operations Manual 0606.1.a.). 

● COTCs will have to use the event calendar for each event’s actual training days. 

● As a reminder, national advanced trainings (RT, POLA, NLO, and OPDs) are considered Tier 

One trainings and receive priority funding. Other nationally arranged advanced trainings for 

promotion credit are Tier Two in priority. All other locally arranged trainings will only be funded if 

funds are available. 
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COTCs and Escort Officers (continued) 

2023 Training Fees  

Non-refundable cadet training fees for the 2023 Winter Training will typically follow this schedule: 

 

 

 

 

 

 

 

Generally, trainings of 5+ days are overnight and necessary for promotion credit; thus, training fees 

correspond with the length of training. High-cost trainings like SCUBA, sailing, or aviation programs 

with a daily cadet cost of more than $100 should generally have the next higher cadet training fee or 

more. Please work with your area commander to determine the correct cadet training fee if you have a 

high-cost training. If you are requesting national funding, you should have a cadet training fee. 

Escort Allowances  

ALL escort officers (officers, instructors, midshipmen, and auxiliarists) on orders MUST sign the 

allowance worksheet even if they did not receive funds. ALL escort officers (officers, instructors, 

midshipmen, and auxiliarists) on orders must be marked REFUSED if reimbursement is not taken, and 

their signatures must be obtained on the allowance worksheet. The allowance for escort officer (EO) 

duty is $0.50 per mile (driver only, passengers are not eligible for this allowance), limited to one round-

trip to the training and home. Mileage driven in support of the training must be filled out on a mileage 

reimbursement sheet. Escort officers who have received approval from their chain of command to travel 

commercially via air, train, bus, or taxi will be reimbursed for their actual costs paid up to $400 (receipts 

required).  

No escort officer allowance may exceed $400 without prior approval from the area commander. Mileage 

reimbursed shall not exceed the mileage computation using commercially available mapping programs 

(Google Maps, Map Quest, etc.). If an EO is a passenger and NOT entitled to the EO allowance, enter -0- 

miles and obtain the EO’s signature. The escort allowance cannot be combined with mileage in support 

of training. 

Document Upload  

Use the Event Landing Page on the left side of the Magellan screen. Under Event Builder Actions, 

select Training Attachments and follow the prompts to upload. 

PUBLIC training attachments, such as welcome letters, seabag lists, local waivers, etc., are visible to 

the public in the Event Training Details. 

PRIVATE training attachments, such as risk mitigation plans, training curriculum, PODs, etc., are visible 

in Magellan to COTC admins/assistants, area commanders, and HQ personnel only. Please note, you 

must upload all training attachments to each training event that the attachment pertains. However, 

private training attachments that apply to the entire training evolution can be uploaded to the primary 

event. 

Number of Days Fees 

1 Day $25 

2 Days $40 

3-4 Days $60 

5-7 Days $175 

8-9 Days $225 

10+ Days $250 
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COTCs and Escort Officers (continued) 

To alleviate unnecessary delays and administrative burden to home units, please do NOT require 

parents/units to upload extra documents into their Quarterdeck Parent Portal before the training, unless 

absolutely necessary in advance of training. This causes additional delays and frustration for all, which 

we want to avoid. 

Awards 

The training staff is responsible for ordering, purchasing, and presenting awards, and updating member 

Magellan records with any awards received during a training. Any awards presented to cadets at training 

must be sent home in each cadet's 9x12 clasp envelope. The award must be sent home in a secured 

manner (for example in a Ziploc or coin envelope) to minimize loss. It is highly recommended that training 

staff print a certificate of the award to go home with cadet paperwork, so the unit is aware the cadet 

received the award. (If a cadet loses their actual award after their training, the cost to replace it will be on 

the cadet.) 

Three for Free 

Recruit 3 = Train for Free — For every 3 new cadets or adult volunteers you bring into the Sea Cadets, 

you earn a free training. 

Seabags  

COTCs should carefully review seabag information for accuracy before posting to ensure that only 

necessary, relevant items are included on the list. Mandating extra items, “nice to haves,” and 

unnecessary specifications increases the cost of the seabag and the family’s frustration. 

Training Orders & Training Jackets  

With our online training registration and Parent Portal enhancement, cadets only need to bring a few 

documents to the training. This will replace the training jacket that units previously prepared for cadets 

attending trainings. Units no longer need to prepare training jackets to send with cadets to a training – 

this is now the parent’s responsibility.  

The Training Authority form NSCTNG 005 (orders) will be printed by parents and no longer require a 

signature by the unit CO, because parents cannot print training orders until the CO and COTC have 

approved the cadet for that training. 

NOTE: As a back-up, COTCs can now download a zip file of all (or select) cadet orders for any specific 

training (see screenshots and instructions below).  
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COTCs and Escort Officers (continued) 

After clicking Print Orders, COTCs and their staff will see a list of all APPROVED cadets for the 

training. They may select any or all of the cadets whose orders they would like to download. Magellan 

will download a file containing all of the orders. 

 

 

 

 

 

 
 
 

Thank you for all you do! 

 
If you have questions about the content of this guidance, please contact your chain of command. 
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ATTACHMENT 

Training Orders Example 
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