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Naval Education and Training Professional 
Development Center
472 Polaris Street, Suite 214
Virginia Beach, VA 23461-2015

												27 April 2016

From: 	Director, U.S. Navy Voluntary Education (VOLED) Program
To:		Institutions of Higher Learning (IHL) Supporting Navy Sailors

Subj:	VOLED DIRECTOR MEMORANDUM FOR IHL ACCESS REQUIREMENTS TO U.S. 
                NAVY INSTALLATIONS 

Ref:        (a) Department of Defense Instruction 1322.25 with change 3
	        (b) Department of the Navy Instruction 1560.9A
	        (c) Naval Education and Training Command Instruction 1560.3
	        (d) Department of Defense Instruction 1344.07

1.  Reference (a) provides policy and guidance governing the Service’s Voluntary Education Programs.  Reference (a) also dictates that each military service will follow specific procedures which govern on base education programs and how IHLs will request access to a military installation for the sole purpose of providing counselling or student support services to students of the IHL.   

2. References (b) and (c) outline policy and guidance specific to the Navy Voluntary Education Program.  Reference (d) provides Navy specific base access policy guidance for IHL and VOLED staff to follow.  

3. Controlling access to a Navy installation is the responsibility of the installation’s commanding officer (ICO) or Officer in Charge (OIC).  Reference (a) provides additional requirements for IHLs to follow when requesting and being granted access to Navy bases and sailors 

4. Navy VOLED appreciates the support and services IHLs provide our Navy sailors.  This procedure and references are guidance so IHLs may remain within compliance with policy requirements while supporting our Navy sailors.  
   
                  Ernest C. D’Antonio
			ERNEST C. D’ANTONIO
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The Navy is using the Academic Institution (AI) Portal to allow schools to request base access electronically. These requests will be routed to the respective base points of contact and local service education offices (if available) for approval. School officials will have the ability to track and view their requests; requests will remain in the portal for historical purposes (approved or denied). The education officer supporting that base will have the ability to approve or deny, then provide comments. Areas included in the request are: school point of contact, name of visitor, ability to upload list of students to contact as well as listing of actual contacted students, and comments from the base education office. 

“AIs” should allow a MINIMUM of 2 weeks processing time from submission to the requested visit date.  Approval of a base access request by Navy Voluntary Education means that the purpose of the visit is approved per all DOD and Navy VOLED regulations.  Visiting AI representatives must still follow all local base guidelines and satisfy base Commanding Officer security requirements for access.  

If you have any questions regarding base access or need more information send your inquiries to VirtualNCODirector@navy.mil or to the POC listed on your access form.  For access to the AI portal or system issues, please contact the USAF AI Portal support at:

Phone: 334-517-6172 
Email: aiportal@bamtech.net 
Monday to Friday 8:30 a.m. to 5:30 p.m. Eastern Time (except federal holidays)
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1. Login or register for access to the AI Portal at https://aiportal.acc.af.mil/aiportal. 
2. Click Online Services on the dashboard, scroll to Base Access and click Search. 
3. Select the Base Installation category type (Navy Active Duty Installation or Navy Reserve Installation). 
4. Select the installation from the drop down menu.  If your installation is not shown, select the base nearest your location. (Locations are periodically updated)
5. Click add request on bottom left corner. 
6. Review the requirements and acknowledge whether or not AI meets requirements for base access. 
7. All areas must be completed on form to continue/submit.
8. Note the 20 or more Active Military Affiliated Students box towards the upper right. If there are at least 20 military students enrolled in your school then place a check mark in that box and continue. 
9. Click Save and continue. 
10. Enter the student’s information that you plan on contacting while on the base (if known in advance).
11. Click Save.
12. If more than one access date is needed and known in advance, select “Add More” and enter an additional date/time to the request.  
13. Click Save. 
14. Your base request has now been submitted and is in Pending status until the base takes possession of the request. At this time, pending status requests can be deleted by the AI.
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1. Click Online Services on the dashboard, scroll to Base Access and click Search. 
2. Click on the Base Name. 
3. Bottom left, click Add Students.
4. Add additional students and click Save. 
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Requests can be approved or denied.  If your request is denied, additional information will be provided in the remarks section of the request.  If your base access request has been approved, you may be provided additional instructions such as local base information or directions to the meeting location.  Additionally, AIs will be contacted via the email address provided on the application, a memorandum stating that your base access has been reviewed and processed for the respective dates and purpose of the visit.  AI representatives are to take this memorandum to the local base security office and have it with them, when conducting their visit.

Prior to the date of the visit, AIs should confirm their meeting time and location with the base point of contact.  If AIs need to modify or cancel the visit; AIs must update the base access request via the base access portal and also inform the base point of contact of the respective changes.  

Within 5 business days of the completed AI visit, the school official must close out the request by uploading a PDF file listing all students contacted during visit with a total count.

[bookmark: _Toc449617291][bookmark: _Toc449617318]Technical Assistance

AI Portal staff:
Phone: 334-517-6172 
Email: aiportal@bamtech.net 
Monday to Friday 8:30 a.m. to 5:30 p.m. Eastern Time (except federal holidays)
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ACADEMIC INSTITUTION NAVY BASE ACCESS Flow Chart
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