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1.
This manual with the accompanying Sample Package will be implemented throughout the Naval Air Maintenance Training Group command upon receipt.  This manual supersedes and cancels NAMTRAGRU 1540B of November 96.

2.
This publication sets forth processes, procedures and documentation required for management of NAMTRAGRU courses.  With the Sample Package, this manual provides the necessary guidance for development, submission, implementation and evaluation of all Naval Air Maintenance Training Group courses.

3.
Changes and additions to this manual are indicated by shaded text and deletions are indicated as strikeout text.  

4.
Corrections and comments concerning this manual are invited and should be addressed to Commanding Officer, Naval Air Maintenance Training Group (N5).

5.
Reviewed and approved.
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FOREWORD

This manual and the accompanying Sample Package have been prepared with guidance from the following references:

(a)
NAVEDTRA 130

(b)
NAVEDTRA 135

(c)
MIL-STD-1379D, Military Training Programs

(d)
NAMTRAGRUINST 5510.1L, Procedures for Handling and Control of Classified Material

(e)
NAMTRAGRUINST 1540.7T, Training Deficiency Management System

(f)
CNETINST 1560.2J, Evaluation of Navy Training and Experience for Civilian Academic Credit

(g)
NAMTRAGRUINST 5600.1P, Procedures for Procurement, Control and Review of Technical Publications

(h)
NAMTRAGRUINST 1560.2G, Master Training Specialist (MTS) Recognition Program
(i)
CNO Aviation Maintenance Training System Management Plan

(j)
NAMTRAGRUINST 4440.8A Asset Management Program
(k)
CNETINST 5310.4D CNET Shore Manpower Requirements Policy and Procedures
(l)
NAMTRAGRU Computer Based Training, Conventions and Standards
(m)
OPNAVINST 1540.2E, Naval Air Maintenance Program Policies and Procedures
(n)
OPNAVINST 4790.2G, The Naval Aviation Maintenance Program

(o)
OPNAVINST 5510.1H, Information and Personnel Security Program Regulation

(p)
NAMTRAGRUINST 1500.16D, Safety Policy and Procedures for Conducting Training
(q)
NAMTRAGRUINST 13051.1A Engineering Change Proposal (ECP) Evaluation
(r)
NAMTRAGRUINST 1510.4L, Navy Integrated Training Resources and Administration System (NITRAS)

(s)
CNETINST 5290.3A, Visual Information (VI) Program Management
(t)
CNETINST 1500.12B, Glossary of Navy Education and Training Terminology

(u)
NAVEDTRA 10500 Catalog of Navy Training Courses (CANTRAC) 

(v)
CNETINST 1550.10A, Production, Approval, Implementation and Cancellation of Training Programs and Materials

(w)
NAMTRAGRUINST 1500.19B, Contract Management (Curricula)
(x) OPNAVINST 5100.23D, Navy Occupational Safety & Health Program Manual
(y) CNETINST 1500.21A Development, Acquisition and Management of Interactive Courseware (ICW) in Support of Instructional Systems Within NAVEDTRACOM

(z)
NUWC DK DOCUMENT NUMBER V1.0-514, Software User Manual for the Aviation Maintenance Training Continuum System, Version 1.0

1.
Purpose - To identify assigned responsibilities and provide required standards, definitions and procedures for preparing, submitting, implementing, controlling and revising NAMTRAGRU training plans and associated software.

2.
Discussion - References (a) through (x) provide guidance, which is applicable to the development, revision, implementation, control and management of aviation maintenance training programs.  References (a) and (b) outline the procedures for the planning, analysis, design, development, implementation and evaluation of Navy technical training courses.  Reference (c) is a Department of Defense document designed for use when contracting course development and training.  In addition, this publication, which complements the principles of references (a) through (c), will be used by course development personnel for guidance in following the Instructional Systems Development (ISD) process.  However, this publication, with the Sample Package, identifies the approved areas of differences associated with NAMTRAGRU requirements.  The examples used in the Sample Package are not meant to be all-inclusive.  They are selected examples used to illustrate certain points and are not meant to be complete examples.

3.
The ISD procedures for developing training materials using the Task Based Curriculum Development method are divided into six interrelated phases - Plan, Analyze, Design, Develop, Implement and Evaluate.

a.
Plan Phase - Identifies resource requirements and the sequence of events in the development process.

b.
Analyze Phase - Produces the job tasks, task sequence, level of performance and the skills and knowledge, which must be taught.

c.
Design Phase - Produces the course learning objectives and an instructional sequence.

d.
Develop Phase - Produces the instructional materials for the instructor and the trainee.

e.
Implement Phase - Curriculum Control Authority approves a course for use and the Functional Commander authorizes the course to be taught.

f.
Evaluate Phase - Consists of analysis and revision of training materials based on assessment and performance of course graduates.

4.
On-Site Training - Training provided at a requesting activity's site. Since NAMTRAGRU courses are normally developed around trainers/equipment that cannot be easily transported from location to location, it is NAMTRAGRU policy that On-Site Training will be provided only with the approval of the Commanding Officer.

5.
Responsibilities - The guidelines and standards for NAMTRAGRU course development/revision are established herein.  Specific responsibilities are as follows:

a.
Naval Air Maintenance Training Group Atlantic and Pacific (NAMTRAGRULANT/PAC) will establish and maintain liaison with the appropriate major air commanders on training matters related to NAMTRAGRU.

b.
Officer in Charge (OINC), Naval Air Maintenance Training Group Detachment (NAMTRAGRUDET)/Fleet Replacement Enlisted Skills Training (FREST), is responsible for:

(1)
Ensuring the quality and completeness of the training plans and associated software for all courses under their cognizance.

(2)
Ensuring that each Maintenance Training Unit (MTU) under their area of responsibility fulfills the Course Curriculum Model Manager (CCMM) functions.

(3)
Maintaining each instructor's technical expertise in the MTUs by means of an instructor cross-training program.

(4) Ensuring that all courses use the full capabilities of the available trainers and/or equipment for hands-on training, e.g., troubleshooting techniques, etc.

(5) Maintaining an up-to-date Master Training Plan (MTP) for each course assigned as CCMM.

(6)
Establishing and maintaining liaison with local user activities.

(7)
Developing and submitting for approval new/revised courses in a timely manner.

(8)
Initiating action to procure required training equipment.

(9)
Maintaining a tickler system to ensure timely response to software requirements.

   (10)
Establishing an audit trail for external review of courses.

   (11)
Advising local user activities on requesting implementation of identified training requirements per reference (m).

   (12)
Providing instruction to Reserve personnel, as required.

   (13)
Initiating action for deletion/discontinuance of courses.

   (14)
Ensuring that first aid and/or cardiopulmonary resuscitation (CPR) training is provided to those personnel who require it, due to the nature of their work and responsibility.  OINCs will also ensure that appropriate records or documentation, as required by reference (x), are maintained.  A review of the electrical power plant, power distribution, electrical and electronics personnel will be conducted to identify specific individuals requiring first aid and/or CPR training.  Initial training will be per the national recognized consensus standards type training developed by the American Red Cross for Basic and Advanced First Aid (as appropriate), and by either the American Red Cross or the American Heart Association CPR training/certification.

   (15)
Establishing a program to document, control the use and distribution, and certify the safety of any Training Aids/Devices, Films/Videos or procedures developed or employed outside prescribed channels.

   (16)
Monitoring the instructors/staff personnel to ensure mentoring is in keeping with NAMTRAGRU's standard level of excellence.

   (17)
Ensuring the MTU is flexible enough to offer additional time for trainees who are unable to grasp the information presented during scheduled training time.
   (18)
Ensuring that the Training Quality Indicator Report (TQI) Executive Summary Report is submitted quarterly.
c.
Field Training Specialist (FTS) - The FTS is assigned to the NAMTRAGRUDET/FREST under the operational control of the OINC with administrative support from NAMTRAGRU (N5).  The OINC is the FTS' first level supervisor and the second level supervisor is the NAMTRAGRU CISO Division Officer. The FTS is the resident expert in the Instructional Systems Development (ISD) process and is to be consulted before making any changes or revisions to any course materials.  The FTS is responsible for:

(1)
Serving as the resident expert on the contents of this document and the documents referenced within.

(2)
Advising the OINC/CPOINC on training, curriculum development, and training feedback related issues.

(3)
Providing professional guidance to Detachment personnel: (1) in training methodology; (2) in curriculum development, revision and approval procedures; (3) in organization, development, preparation and revision of training related documents.  

(4)
Providing training and technical guidance to staff personnel as it pertains to the ISD process, and all curriculum related issues.

(5)
Reviewing and forwarding the TPP and TCCD to NAMTRAGRU (N5) for approval.  Reviewing and approving the Lesson Plans, Trainee Guides, Tests and all other instructional materials.  Coordinating the deletion/discontinuance of courses.

(6)
Monitoring and participating in the Master Training Specialist (MTS) program per reference (h).

(7)
Training ISD personnel in ISD procedures, use of NAMTRAGRU curriculum development macros/programs and certifying their qualifications as an ISD Specialist to the OINC. 

(8)
Conducting liaison with user activities to obtain feedback on the training provided.

(9)
Chairing the Plan of Actions and Milestones (POA&M) meeting before the beginning of each new course development or revision.

(10)
Providing course segmentation guidance to Commander Naval Air Reserve Forces (COMNAVAIRESFOR).

(11) Serving as the NAMTRAGRUDET point of contact for contractor developed course materials and coordinating the review of those materials per reference (w).

(12) Maintaining a system for the tracking of all course training plans under development/revision within assigned area of responsibility.

(13) Providing guidance on the implementation of the AMTCS Program and the measurement of this program on training effectiveness.

(14) Maintaining close liaison with the Curriculum and Instructional Standards and the Operations Departments.

(15) Participating in training related conferences such as MTRRs, as required.

(16) Participating in MCA visits as required and assisting in the elimination of non-value added requirements.

d.
Course Curriculum Model Manager (CCMM) - the cognizant NAMTRAGRU, N5, Program Manager will identify a MTU as the CCMM for each course.  The person in charge of the MTU is by definition the CCMM.  The CCMM will coordinate with the FTS and ISD the preparation and update of the training plan and all other software used in the course. This is accomplished by:

(1)
Submitting to NAMTRAGRU (N5), via the FTS, the requirements for approval of new or revised courses.
(2)
Performing a Task Analysis for each new or revised course, as applicable.
(3)
Assisting the ISD Office in preparing a TPP, TCCD, and all other required software based on the Task Analysis.

(4)
Coordinating the Formal Course Review (FCR) with the Readiness Squadrons, user activities and counterpart MTUs teaching the course, to make sure that the course is standardized, meets fleet requirements and is compatible with follow-on training.

(5)
Conducting course trials of new/revised courses.
(6)
Maintaining the MTP in an up-to-date status.

(7)
Ensuring the quality, completeness and up-to-date status of lesson plans by reviewing all technical publication changes and by continuous course reviews.

(8)
Confirming that NAMTRAGRU (N5) and all counterpart MTUs receive all course changes.

(9)
Conducting course/instructor evaluations.

(10)
Maintaining a reproducible master set of all Visual Information (VI) materials for courses which they manage and for ensuring that reproducible masters are not used in the classroom.

(11)
Consulting with the FTS and ISD Specialist concerning a change or revision to training material.

(12)
Ensuring VI, including CBT materials incorporated into existing courses are appropriate, current, and maintained in good condition.

e. Instructional Systems Development (ISD) Specialist - ISD Specialist billets are assigned to the NAMTRAGRUDET, not to an individual MTU. It is highly recommended that ISD personnel have prior instructor experience.  The ISD Specialist is responsible for the curriculum development and revision of curriculum training materials.  The ISD Specialist will submit training materials to the FTS for approval and/or submission to NAMTRAGRU (N5).  Guidance in all aspects of instructional systems development will be provided by the FTS.  

The ISD Specialist will be involved throughout the curriculum development/revision process by:

(1)
Meeting periodically with subject matter experts and the Course Curriculum Model Manager (CCMM) to ensure there is a complete understanding of what will be accomplished.

(2)
Providing draft training materials to the SME for technical review throughout the ISD process and making corrections and updates as required to ensure quality of finalized training materials.

(3)
Establishing a POA&M with the FTS for curriculum development/revision to meet assigned due dates.

f.
Instructors - Each instructor will:

(1)
Provide SME assistance to the ISD Specialist in the preparation and upkeep of all components of lesson plans and other software for the course(s) assigned.

(2)
Keep abreast of all aspects of teaching assignments, both technically (including training technology) and professionally.

(3)
Maintain a constant surveillance of assigned courses to ensure that the courses reflect the latest information and are in compliance with the latest changes and directives, such as safety messages, bulletins and technical publication changes.

(4)
Provide SME for courses assigned, at CNO directed conferences.

(5)
Refer all questions/requests for interpretation of this publication to the FTS.
g.
Computer Based Training (CBT) Aviation Maintenance Training Continuum System (AMTCS) Coordinator - The AMTCS Coordinator is recommended by the detachment Officer in Charge (OIC) and designated by the Commanding Officer as the sole point of contact within NAMTRAGRU detachments for contractor interface for issues relative to CBT.  The AMTCS Coordinator need not be a SME.  As such, they are a direct extension of NAMTRAGRU (CIS N5) for these contractual efforts.  They are tasked to coordinate all contractor review comments for consolidation and, in coordination with NAMTAGRU (CIS N5), ensure NAMTRAGRU policy is followed during the development effort.  If contractual guidance is required, they are to relay the issue to NAMTRAGRU (CIS N51) for resolution.  In no case are the AMTCS Coordinators authorized to provide contractual guidance to a developing activity.  AMTCS Coordinator duties may also include functions listed on the AMTCS Integrated Product Team (IPT) charter.

6.
Action - This publication and the associated Sample Package will be used as the primary guidance documents for the in-house development, submission, implementation and evaluation of NAMTRAGRU courses.  

7.
The FTS is the resident authority concerning curriculum development and will be consulted in all matters requiring clarification/interpretation of this publication.

8.
Reports - All Report Symbols are approved for 3 years from the date of this letter.  A copy of the Formal Course Review Record will be submitted as specified in Part VI-A; Report Symbol NAMTRAGRU 1540-1 is assigned.

9.
Forms - May be procured from NAMTRAGRU Supply Department (N4), per current instructions.
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1.
ESTABLISHING NEW COURSES - Most new courses are developed when a new weapon system and/or associated equipment is introduced into the fleet or when a specific training requirement is generated.  Commander Naval Air Systems Command (COMNAVAIRSYSCOM) will normally procure a contract training package from a government contractor, in the case of a new weapon system or equipment.  New and/or existing Weapons Systems/Weapon Replaceable Assemblies (WRA) are subject to analysis for Computer Based Training (CBT).  Requirements/requests for new courses, other than those procured through the COMNAVAIRSYSCOM/NAMTRAGRU contract training process, must be in the form of an official tasking/request, such as:

a.
Weapon System Planning Document (WSPD)

b.
Navy Training Plan (NTP)

c.
Maintenance Training Requirements Review (MTRR)

d.
Integrated Logistics Support Management Team (ILSMT)

e.
External Review (OPNAVINST 4790.2 series)

f.
Chief of Naval Operations (CNO) Tasking Letter

2.
COURSE IDENTIFICATION NUMBER (CIN) - Upon receipt of tasking to develop a new course, the cognizant NAMTRAGRU Technical Coordinator will initiate and send a Planned Course Data Sheet (PCDS) (NAMTRAGRU 1500/45) to NAMTRAGRU (N5).  The N5 Program Manager will assign a CIN per reference (u) and send the PCDS to NAMTRAGRU (Manpower/NITRAS) Division, (N7), who will assign a Course Data Processing (CDP) code and enter appropriate data into the Navy Integrated Training Resources and Administration System (NITRAS).  The N5 Program Manager will send a copy of the PCDS to the CCMM.  CIN composition is as follows:

a.
Letters "C" and "Z" - Type Command Identifier.  C and Z are assigned to NAMTRAGRU and Naval Air Technical Training Centers.

b.
First three digits - Occupational Grouping

(1)

C-2

Tactical Operations Officer

(2)

C-2A
Fixed Wing Fighter and Bomber Pilots

(3)

C-2C
Helicopter Pilots

(4)

C-2D
Aircrew

(5)

C-2E
Mission Commander

(6)

C-2G
Air Department Officer

(7)

C-1

Electronic Equipment Repairman

(8)

C-10
Radio/Radar

(9)

C-100
Radio/Radar, General

   (10)

C-102
Navigation, Communication and Countermeasure 

   (11)

C-104
Surveillance/Target Acquisition and Tracking Radar

   (12)

C-11
Fire Control Electronic Systems (NON-MISSILE)

   (13)

C-111
Bomb-Navigation

   (14)

C-112
Airborne Fire Control

   (15)

C-12
Missile Guidance Control and Checkout

   (16)

C-121
Missile Guidance and Control

   (17)

C-122
Missile Checkout Equipment/Test Equipment/Calibration

   (18)

C-13
Sonar Equipment

   (19)

C-130
Sonar, General

   (20)

C-15
ADP Computers

   (21)

C-150
ADP Computers, General
   (22)

C-16
Teletype and Cryptographic Equipment

   (23)

C-160
Teletype and Cryptographic Equipment, General

   (24)

C-19
Other Electronic Equipment

   (25)

C-198
Electronic Instruments

   (26)

C-5

Administrative Specialists and Clerks

   (27)

C-50
Personnel

   (28)

C-500
Personnel, General

   (29)

C-51
Administration

   (30)

C-516
Aviation Maintenance Records and Reports

   (31)

C-55
Supply and Logistics

   (32)

C-551
Supply Administration

   (33)

C-6

Electrical/Mechanical Equipment Repairman

   (34)

C-60
Aircraft

   (35)

C-600
Aircraft, General

   (36)

C-601
Aircraft Engines

   (37)

C-602
Aircraft Accessories

   (38)

C-603
Aircraft Structures

   (39)

C-604
Aircraft Launch Equipment
   (40)

C-64
Armament and Munitions

   (41)

C-646
Aviation Ordnance

   (42)

C-670
Precision Equipment, General

   (43)

C-69
Other Mechanical and Electrical Equipment

   (44)

C-690
Other Mechanical and Electrical Equipment, General

   (45)

C-750
Cryogenics Equipment

   (46)

C-821
Missile Fuel and Petroleum

c.
Last four digits are sequence numbers assigned to systems as follows:

0640-0650 – Remote Piloted Vehicle

3000-3009 - Unassigned
3521-3530 - OV-10

3010-3100 - Common Avionics/Calibration
3531-3570 - P-3A/B

3103-3125 - Ordnance
3571-3610 - P-3C

3126-3175 - Engines
3611-3625 - S-2

3176-3200 - Fundamentals
3626-3675 - V-22

3201-3210 - Maintenance Administration
3676-3700 - S-3

3211-3340 - ASE/GSE
3701-3715 - CAL

3341-3350 - H-1N
3716-3740 - A-4

3351-3375 - AH-1/T/T-TOW/W
3741-3760 - EA-6B

3376-3385 - H-2

3761-3780 - A-6

3386-3395 - UH-2C/D/SH-2F
3781-3805 - A-7

3396-3405 - H-3/SH-3
3806-3830 - F-4

3406-3415 - SH-60B
3831-3850 - RF-4B

3416-3440 - H-46
3851-3865 - F-8

3441-3455 - H-53
3866-3875 - F/A-18

3456-3470 - E-1

3876-3885 - T-2/T 34/T44

3471-3490 - E-2

3886-3895 - AV-8A/B/C

3491-3500 - C-2

3896-3939 - F-14 

3501-3520 - KC-130/EC-130/E-6A
3940-3999 - EA-6B

d.
When a group of sequence numbers has been exhausted, a new group beginning with 4XXX vice 3XXX will be used.

e.
NAMTRAGRU courses consolidated with FRAMP courses were assigned a special group of sequence numbers from 9000-9999.

f.
If a course is revised, an alpha character starting with "A" for the first revision, "B" for the second revision, etc., will follow the CIN, e.g., C-102-4784A.

3.
COURSE LONG TITLE - Developed and assigned by the cognizant technical coordinator.  Must be descriptive and follow a pattern of standardization. Do not use, for example, H-3 when the system taught is the SH-3D.  Avoid using titles such as Pilot's Fam, AD Course, PHASE I Course, etc.  Do not use abbreviations.

a.
Familiarization Course - Will begin with the appropriate weapon system identification.  Familiarization course titles normally include the classification type of trainee in parentheses.  Some examples are:

(1)
H-1E Aircraft Familiarization Course (Pilot)

(2) F/A-18 Systems Familiarization Course (Enlisted)

b.
Organizational Maintenance Course - Will begin with the appropriate weapon system identification.  If specific equipment is taught in the course, the equipment identification will be listed following the weapon system.  Some examples are:

(1)
S-3B Power Plant and Related Systems Organizational Maintenance Course.

(2)
F-14 AN/AWG-10B Fire Control System Organizational Maintenance Course.

(3)
If the course is initial or career the words Initial or Career will appear, in parentheses, before "Organizational/Intermediate" in the course title.
c.
Intermediate Maintenance Course - Will begin with the specific equipment.  The weapon system will not be identified in the title. Some examples are:

(1)
490T-1 Antenna Coupler Intermediate Maintenance Course.

(2)
Air Launched Weapons Guided Missile Intermediate Maintenance Course.

(3)
AN/ASA-32 Automatic Flight Control System Intermediate Maintenance Course.

4.
COURSE SHORT TITLE - will be an abbreviated alphanumeric title of the course within a space constraint of 16 characters.  Limit symbols to hyphens and slashes (-/).  Do not use unnecessary letters or blank spaces; e.g., use SPS-48 instead of AN/SPS-48 or FA-18 instead of F/A-18.  If this is an initial or career course, the 16th character will be an "I" or "C".
5.
COURSE DEVELOPMENT - This section contains the procedures for developing the initial stage of the course, the Training Project Plan (TPP).  The information presented in the rest of this instruction is intended to provide guidelines that will aid instructors and supervisors in the development of new courses and in the revision of existing courses.  These guidelines are consistent with the systems approach to Instructional Systems Development (ISD) procedures in references (a) and (b).
6.
PLAN OF ACTION AND MILESTONES (POA&M) - Upon receipt of tasking to develop a new course or conduct a revision of an existing course, a POA&M meeting will be held by the MTU assigned as the CCMM.

a.
Attendees:

(1)
Individual assigned to develop the course.

(2) ISD Specialist.

(3)
Leading Instructor.

(4)
MTU CCMM/Course Supervisor.

(5)
FTS.

(6)
Storekeeper.  (Optional)

(7)
Technical Librarian.  (Optional)

(8)
OINC.  (Optional)

b.
Directives - During this meeting, the attendees will be appraised of all the requirements of reference (a), this instruction, and other applicable directives concerning format and the procedures for developing/revising and implementing the course.

c.
Revision - A résumé of changes will be developed if the tasking is a revision, specifying the changes to be made, the extent of the changes and the reason(s) for the changes.  Ensure that all specifications of the tasking are included, listing the specific tasking reference.

d.
POA&M Meeting/TPP Worksheet - Will be completed, reproduced, and distributed to all attendees, the cognizant NAMTRAGRU (N5) Program Manager and made part of the Course Correspondence File.  The TPP will be produced with information from this worksheet.

e.
In-Progress Checks - Will be conducted by the ISD Office personnel to ensure normal progress and timely submission of training plan components.  A tickler file will be developed and maintained by the ISD Office for this purpose.

f.
ISD Material/Publications - Will be made available, as required, to the individual tasked to develop or revise the course.

7. TPP - A required course document which lists all the resource requirements for a new, revised or deleted course with a statement of the course mission, milestones, justification and other course data.  The CCMM will submit the TPP to NAMTRAGRU, N5 for routing and approval.  See part V for routing procedures.
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8.
INSTRUCTIONS FOR DEVELOPMENT OF A NEW OR REVISED TPP - See Sample Package for TPP example.  Instructions for development of a TPP for a deleted/discontinued course are contained in Paragraph 4, Part VI-A, Evaluate Phase - Formal Course Review.
a.
TPP Part 1 - Front Matter
(1)
The Cover Page will contain the following information:

(a) Title - TRAINING PROJECT PLAN

(b)
Course Title - The course long title.

(c)
CIN - The Course Identification Number.

(d)
The title and address of the Curriculum Control Authority (CCA).  All NAMTRAGRU courses will be:

NAVAL AIR MAINTENANCE TRAINING GROUP

115 CUNNINGHAM STREET

SUITE C
PENSACOLA, FL 32508-5003
(e)
Date - The date (month and year) of preparation or revision will be near the bottom center of the page.  If this is a revision, the date of the previous TCCD will be placed in parentheses under the preparation date of the current TPP.

(2)
Table of Contents Page - The table of contents page will list the parts, sections and subsections of the TPP with the page number on which each section and subsection begins.  This page will be numbered ii.

b.
TPP Part 2 - Section 1 - Course Data

(1)
Course Title - The same as shown on the cover page.

(2)
CIN - The same as shown on the cover page.

(3)
CDP - A list of all proposed training sites by CDP, location and MTU number.  CCMM will be identified with an asterisk.

(4)
Type Training - A two character code which identifies the class of instruction as defined in the Catalog of Navy Training Courses (CANTRAC).  The number 1 denotes enlisted and the number 2 denotes officer.  Most NAMTRAGRU courses will be C1, F1 or G1.  See the glossary in appendix A for descriptions.

(5)
Purpose of Course - A statement describing the overall purpose of the course.  See Course Mission definition in glossary.

(6)
Overview - An outline of the course listing the units and lesson topics.  The course overview will not contain the course objectives.

(7)
Occupational Classification - List the applicable NEC, MOS or NOBC assigned (reference (u) applies).  If none state "None."
(8)
Training Site(s) Summary - State the current and proposed course length, class capacity, number of class convenings, average on board (AOB) and student throughput for each site.  The AOB is determined by multiplying the course length in calendar days by student throughput divided by 365.  The student throughput should be consistent with the Master Course Reference File (MCRF). 

(9)
Course Hours - A listing of the course in hours for classroom, laboratory and aircraft.

(10)
Training Track(s) - List the training track(s) to which this course is assigned.  State "None" if none is assigned.

(11)
Aircraft/Work Center - List the appropriate aircraft and/or work center to which this course is assigned.  State "None" if none is assigned.

(12)
Safety Risks and Hazardous Materials - None of NAMTRAGRU’s courses have been identified as High Risk.  State "Not a high risk course."  List all hazardous materials the trainees will use by nomenclature and specification.  If no hazardous materials are used in the course, state "Hazardous Materials are not used in this course."

(13)
Curriculum Development Method - A statement of which standard the curriculum will be based upon, the documents that will be produced and the mode of instruction.

(14)
Resource Requirements - List, by site, the manpower required to teach the course for a five year plan and any resource requirement that requires CNO or CNET funding.  NAMTRAGRU, N7 will review and validate the manpower requirements.  To determine manpower requirements:

(a)
Enlisted Billets Required - State the minimum number of billets needed to teach a class.  This can usually be determined by analyzing a draft master schedule.

(b)
Billets Authorized - If the TPP is for a new course the billets authorized will normally be zero.  If the TPP is for a revised course, then the number of billets approved in the TCCD will be the number authorized.

(c)
Billets Compensated - If the billet(s) required can be satisfied by cross training or utilized from a discontinued or deleted course from the existing staff authorization, the number available will be listed here as compensation.

(d)
Billets Available - These would be excess billets in the case of deleted or discontinued courses.  For NAMTRAGRU the number zero will be listed here with a caveat stating, "Due to cross utilization of instructors, billets required for this course are still required.  Any Delta will be determined during the NAMTRAGRU annual feasibility study."

(e)
Delta - The mathematical difference between Billets Required and the total of Billets Authorized, Compensated and Available, reflected as a + (positive) or - (negative) number. A positive number indicates excess instructors and a negative means additional instructors are required.

c.
TPP Part 2 - Section 2 - Justification

(1)
Identify the specific source document tasking NAMTRAGRU with the course development or revision: CNO tasking letter, NTP or written request of a user activity.  The justification statement will begin with, "This course development or revision is being undertaken in response to......etc." Summarize the tasking.  

(2)
Include a résumé of proposed changes if the tasking is for a revised course.  Identify all recommended additions and/or deletions with supporting reasons.

d. TPP Part 2 - Section 3 - Impact - A statement of the impact on fleet requirements/capabilities if the project is not undertaken.

e.
TPP Part 2 - Section 4 - Milestones - Provide, in chart form, the estimated months after receipt of approval of the TPP for submission of the interim approval package, course trials, submission of final approval package TCCD, trainee guide, instructional media materials, lesson plan and implementation.

f.
TPP Part 2 - Section 5 - Resource Requirements List (RRL)

(1)
List all of the equipment (ERL), training material, personnel, instructional media aids, publications, facilities and equipment refurbishment required to conduct training.

(a)
Equipment Refurbishment Required to Conduct Training - List the requirement(s) for any equipment that needs replacing, updating, upgrading or modifying.

(b)
Publications Required to Conduct Training - List all references such as Department of Defense directives, military technical publications and COMNAVAIRSYSCOM manuals alphanumerically by number, type and title.  For commercial publications, provide the author, title, publisher and date.  Provide the total quantity required for each training site including the technical library.  Do not consider overloads.

(c)
Instructional Media Materials Required to Conduct Training:

1)
Audiovisuals - Films and video tapes - List the specific identification numbers and titles required for each site.

2)
Graphic aids - Wall charts, slides and transparencies - List only the total number of instructional media aids required by site.

(d)
Training Materials Required to Conduct Training - List the lesson plans, trainee guides, tests, etc., by type and quantity per class required for each training site.  Also list the total quantity of training materials required per site, both copies and masters.

(e)
Facilities Required to Conduct Training - Identify the requirements for Military Construction (MILCON) projects, requirements for modification or rehabilitation of current facilities, or that no problems exist with the present facilities.  If applicable, provide the MILCON project number and the estimated cost of the project.

(f)
Personnel Required to Conduct Training - Identify the trainees, instructors, and support personnel.  (These figures must agree with Section 1.)  List the number of personnel who will participate in training during the fiscal year.  Support personnel billets will be determined by NAMTRAGRU, N7.  MTUs will enter zeros for support personnel in each fiscal year column.

(g) Related End-Item Equipment Required to Conduct Training - This is the Equipment Requirements List (ERL) that will be a computer generated data-based program provided by the storekeeper with inputs provided by the course developer.  The ERL will be attached to the TPP for submission.  See the ERL in the Sample Package and reference (j).
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(2)
Equipment Shortage List (ESL) - A computer program generated document that is prepared by the storekeeper when equipment required for conducting a course is not on hand.  An ESL for each training site will be added to the TPP as the last page(s).  If no shortages exist, an ESL will be submitted with the annotation, "No Additional Resources Required."  See Sample Package for ESL example.
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1.
INTRODUCTION - Part I provided guidelines on how to develop a plan to revise an existing course or for the development of a new one.  The output of Part I was the Training Project Plan (TPP), which is the blueprint for the entire project.  When the TPP is approved, work can begin in the Analyze Phase.  The purpose of this phase is to determine what will be taught in the new or revised course.  The analysis conducted during this phase, a continuation of the preliminary analysis performed during the Planning Phase, will yield two products:  a Job Task List (JTL)/Master Task List (MTL) and a Training Task List (TTL).

2.
JTL DESCRIPTION AND PURPOSE - A JTL/MTL is a validated list of all duties and tasks that make up a job.  Development of a JTL is the first step in determining what knowledge and skills are necessary for job performance and, therefore, need to be considered for training.  Not all JTL tasks will be selected for training.  Consequently, the listed tasks must be described with sufficient amplifying data to support decisions regarding which tasks will be trained and which will not.  Also, this data will be invaluable later for designing and developing Learning Objectives (LOs), written and performance tests, Lesson Plans (LPs), and Trainee Guides (TGs).  The amplifying data should include information regarding the conditions under which each task is performed, the standard (degree of accuracy) to which the task must be performed, and the initiating cues (circumstances) indicating the necessity for task performance.  Also, when appropriate, references, tools, test equipment, support material, etc., necessary for task performance should be listed.  After development, the JTL will be reviewed and, based on certain criteria, each listed task will be selected (training required) or rejected (training not required).  A TTL will then be prepared listing only those tasks selected for training.

3.
JTL DEVELOPMENT PROCEDURES - Development of a JTL can be broken down into a step by step process.

a.
Identify available sources of job task data.

(1)
Technical manuals

(2)
Engineering drawings

(3)
3M system documents

(4)
Existing job task inventories including the Logistics Support Analysis Record (LSAR), Front End Analysis and Military Manpower vs Hardware Procurement (HARDMAN) Program reports

(5)
Design engineers and other professionals

(6)
Subject matter experts (SMEs)/job incumbents
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b.
Develop data collection strategy.  Based on the identified sources of job data and resource constraints such as available time, manpower, and money, develop a strategy for collecting job data.  One or a combination of the following methods are commonly used for compiling data.

(1)
Analyzing technical manuals, engineering drawings, 3M documentation, LSAR or HARDMAN data, and other printed matter

(2)
Reviewing analysis questionnaires completed by job incumbents

(3)
Observing actual job performance

(4)
Interviewing engineers, SMEs, and/or job incumbents

(5)
Convening a jury of experts

c.
Develop Job Tasks - Once the sources for the job task data are identified and the strategy for collecting the data are completed, development of the JTL can begin.  A task is a definite work action encompassing the smallest, clearly prescribed set of behavioral actions, usually performed by one worker.  A JTL is ordinarily developed by studying existing job information, by convening a jury of experts who can detail the requirements of a specific job, or in the case of new jobs, by analyzing similar jobs and engaging in a concerted work effort with the developers of new hardware and systems. 

(1)
A task also has the following characteristics:

(a)
It is described by a work statement that includes an ACTION VERB and an OBJECT.  Table II-1 provides a job aid to select an Action Verb.

(b) It is a statement of a highly specific action.

(c) It is done in a relatively short period of time (minutes and hours vice days and weeks).

(d)
It must be observable.

(e)
It is independent of other tasks (it is done for its own sake).

(2)
Answers to the following and other questions will help generate a list of task statements:

(a)
What does the job performer do first?, second?, third?, etc.?

(b)
Are there safety procedures to be followed?

(c)
Does the job performer have access to technical manuals, 3M System Maintenance Requirements Cards, or other job aids?

(3)
Task statements should meet the standards listed in Table II-2, Task Statement Standards example.  Use these standards as a guide when writing task statements.

(4)
In addition to the statements, the list should include the following:

(a)
References.  List documents containing procedures and standards by chapter, paragraph (section), and page number.

(b)
Tools Required to Perform the Task.  List all tools specifically mentioned in the reference.

(c)
Support Material(s) Required in Performing the Task.  This will include all items used to perform the task such as soap, rags, sandpaper, grease, paper, pencils and special clothing, that should not be categorized as tools, test equipment, or support equipment.

(d)
Support Equipment Required to Perform the Task.  Support equipment designed for and used primarily in support of the task, without regard to evaluating performance, such as power units, portable air-conditioning units, jacks, typewriters, clocks, chain falls, and davits.

(e)
Test Equipment Required to Perform the Task.  Test equipment designed and used primarily for evaluating performance or measuring tolerances such as voltmeter, signal generator, micrometer, and test lead line.

d.
Collate and Refine the Job Tasks.  After the data has been collected, several task lists and a sizeable amount of information will have been accumulated.  The data must be sorted and consolidated into one task "inventory" list.  There will be several cycles of reviewing, reexamining, and rewriting.

e. Validate the JTL.  The next step is to validate the JTL by interviewing or by sending a questionnaire to actual job incumbents, verifying the performance of each task on the list, and providing descriptive characteristics for each task.  For new equipment or systems that lack incumbents to validate the JTL, engineering data and specifications must provide the basis for job analysis.  Specialists can be convened to verify, qualify, or contest task statements based on technical requirements and/or tasks performed in similar jobs.  Some examples of good task statements are listed in Table II-3.

f. Maintain the JTL/MTL in the AMTCS data bank.

TABLE II-1.  Example - Job Aid for Selecting Action Verbs

	
Physical


Skills
	
Mental


Skills
	
Administrative


Skills
	
Knowledge


Communication

	accomplish

adjust

align

apply

balance

calibrate

change

check

clean

complete

construct

correct

de-energize

demonstrate

disassemble

energize

enter

exchange

inspect

install

isolate

locate

manipulate

measure

move

operate

perform

plot

position

reassemble

remove

repair

replace

show

start

stop

test

trace

troubleshoot

use

utilize
	achieve

analyze

calculate

choose

compare

compute

condense

decide

derive

determine

diagnose

distinguish

evaluate

interpret

match

monitor

observe

rank

recognize

select

solve

sort

synthesize
	administer

complete

coordinate

decide

deliver

direct

draw

fill out

instruct

label

list

manage

organize

plan

report

submit
	communicate

define

describe

explain

express

identify

illustrate

list

name

state

summarize

tell

write


TABLE II-2.  Example - Task Statement Standards

	
STANDARD
	
TASK STATEMENT
	
EXAMPLE

	Clarity
	Use wording that is easily understood.

Be precise so it means the same thing to all personnel.

Write separate, specific statements for each.  Avoid combining vague items of skill, knowledge, or responsibility.
	"Compare written description to actual performance."  NOT "Relate results to needs of field."

Use words such as "Check, coordinate, assist" with caution - they are vague.

"Supervise files."

"Maintain files."

NOT

"Have responsibility for maintaining files."

	Completeness
	Use abbreviations only after spelling out the term.

Include both form and title number when the task is to complete a form unless, all that is needed is the general type of form.
	"Inventory war-readiness material (WRM)" may be followed by "Prepare requisitions for WRM."

"Complete Task Description Worksheet (Form No. XXX)."

	Conciseness
	Be brief.


	"Write production and control reports."  NOT "Accomplish necessary reports involved in the process of maintaining production and control procedures."

	Relevance
	Do not state a person's qualifications.

Do not include items on receiving instructions, unless actual work is performed.
	"Load computer tape."  NOT "Has 1 year computer training."

"Prepare lab report."  NOT "Attend lecture."


TABLE II-3.  Example - Good Task Statements

	
FUNCTION
	
GOOD TASK STATEMENT

	Sorting items of mail into pigeon holes.

Taking a patient's history.

Fixing carburetors.

Deciding where to begin troubleshooting of (specific electronic item).

Establishing the objectives for a course.
	Sort mail.

Determine patient's medical history by interviewing patient.

Adjust carburetor.         (Depending on

Replace carburetor.         what is meant

Rebuild carburetor.         by "fix.")

Select troubleshooting strategy for (state specific item of equipment).

Specify course objectives.


4.
TTL DESCRIPTION AND PURPOSE - 

a.
The TTL is a listing of JTL items selected for training.  Preparation of the JTL results in a list identifying all duties and tasks required for performance of a particular job.  A strong possibility exists that some of these tasks require no training since all or most prospective job incumbents could easily perform the tasks without extensive practice or formal training.

b.
The purpose of the TTL is to identify which JTL items require training.  Thus, the TTL should help ensure that instruction will be provided for those tasks only, and resources will not be wasted teaching tasks which can be accomplished without formal training.

5.
TTL DEVELOPMENT PROCEDURES -

a.
Select, based on target population, those tasks that will require training and set aside those tasks which will not.  While developing the TTL, there is no need to make decisions regarding how to train the selected tasks, how long it should take, where it should take place, who should do it, or whether all or only part of those in the rating should be trained.

b.
Establish Selection Criteria.  The following criteria are presented as an aid in selecting tasks for training.  These criteria are not intended to be all inclusive.  Some tasks may require different or additional criteria.  However, the following will provide a good starting point.

(1)
Criticality of Performance.  Critical performance criteria should indicate training tasks which are essential to job tasks, even though the tasks may not be routinely performed on the job.  The consequences of inadequate performance on certain tasks could result in injury to personnel, loss of life, or damage to equipment.  Inadequate performance could have a serious impact on the mission, the operation, the product, the equipment or the operator.  Such as:

(a)
The probable consequences of inadequate performance of such combat tasks as "identifying enemy aircraft" could be loss of life and equipment.

or

(b)
The probable criticality of performance of the task of "write trip report" is negligible.  If this task was selected for training, it would be on the basis of factors other than probable criticality of performance.

(c)
To obtain data on this criterion, individuals who are familiar with the job are asked to rate probable consequences of inadequate performance of each task according to all or a subset of such categories as those listed below:

1)
Negligible

2)
Trivial

3)
Rather trivial

4)
Not very serious

5)
Fairly serious

6)
Serious

7)
Very serious

8)
Extremely serious

9)
Disastrous

(2)
Frequency of Performance.  While the probable consequences of inadequate performance of a particular task are serious and the task delay tolerance is low, the task might still rate low for training priority if it is rarely performed.  For a Hospital Corpsman, the task of "deliver baby" is so rarely performed that it probably would not be taught in spite of the serious consequences of inadequate performance and the relatively low task delay tolerance.  On the other hand, if a task is performed frequently, the pay-off in terms of return on training dollars expended is likely to be great, particularly if there is a known "best way" to perform the task.  A practical way to collect frequency of performance data on tasks is to rate their frequency of performance on a scale such as the following:

(a)
Never perform

(b)
Less than once per month

(c)
At least monthly, but less than twice per week

(d)
Twice per week or more

(3)
Probability of Inadequate Performance.  These criteria are used to ensure that training is given to those essential job skills in which job incumbents frequently perform poorly.  In any job, there are tasks that are more difficult to accomplish than others.  By tabulating the judgements of knowledgeable personnel regarding the probability of deficient performance, a list of these poorly performed tasks can be produced.  Training to these tasks, regardless of their criticality, must be given serious consideration.  For example:

(a)
If equipment down time is often caused by faulty soldering, this skill may require additional emphasis in a list of tasks selected for training maintenance personnel.

(b)
If widespread theft of items guarded by security guards is a problem, the tasks of "guard packages, materials, and property" and "prepare physical security plans" may require additional emphasis.

(c)
To obtain data on the probability of deficient performance, supervisors of job incumbents might be asked to rate each task as to how often, according to the scale below, the task is performed in an acceptable manner:

1)
Rarely if ever

2)
Less often than other tasks

3)
About as often as other tasks

4)
More often than other tasks

5)
Very often

(4)
Difficulty of Performance.  This refers to the time, effort, and assistance required to achieve performance proficiency.  Some tasks encountered in each job are so easy or so familiar that they can be readily learned on the job without formal training.  At the other extreme, some tasks are so complicated that a job incumbent can perform them adequately only after lengthy, formal training.  Other tasks lie somewhere in between these two extremes and require different levels of training.

(a)
Tasks easy enough to be learned on the job without training might be:

1)
Sweep floors.

2)
Collect food trays from patients in hospital wards.

3)
Distribute unclassified correspondence in an office.

(b)
Tasks requiring lengthy, formal training might be:

1)
Diagnose malfunction in an airborne radar weapons system.

2)
Defuse unexploded enemy bombs.

3)
Identify parasites in clinical specimens.

(5)
Task Learning Difficulty.  To obtain data on the criteria of task learning difficulty, job incumbents or others might be asked to rate tasks they perform as to the training time required to achieve proficiency, or as to the difficulty of learning the task on the job without formal training.  The following rating scale might be used:

(a)
Extremely low:  No training is required.

(b)
Very low

(c)
Low

(d)
Below average

(e)
Average

(f)
Above average

(g)
High

(h)
Very high

(i)
Extremely high:  Training is essential.

(6)
Task Delay Tolerance.  The delay tolerance of a task is a measure of how much delay can be tolerated between the time the need for task performance becomes evident and the time actual performance must begin.  There are some tasks encountered by job incumbents, as part of their normal job, in which no delay of task performance can ever be tolerated.  The job incumbent who encounters the task must be capable of performing, without taking time to read how the task is done, or finding someone to advise him/her or take over completely.  For other tasks, a delay of a few minutes or perhaps half an hour might be quite acceptable, or even mandatory, while the job incumbent gets advice, checks technical orders, regulations, etc.  For some tasks, there might be time to assemble a group of experts to confer before proceeding.  Tasks determined to have a low delay tolerance should be given relatively high priority for selection for training.

(a)
The following are examples of low delay tolerance tasks requiring immediate performance:

1)
Use artificial respiration to restore the breathing of an accident victim.

2)
Pull rip cord of emergency parachute if main parachute fails.

3)
Extinguish fire in aircraft engine during start-up on flight line.

(b)
Examples of tasks having a higher delay tolerance, thereby permitting performance delay, would include:

1)
Review books for unit library.

2)
Refill fire extinguisher after use.

3)
Write trip report.

(c)
A high delay tolerance does not exclude a task from training, but indicates that other factors will be more of a basis for acceptance or rejection.  To obtain data on this criterion, individuals who are familiar with the job are asked to rate the amount of delay that can be tolerated before performance begins, according to all or a subset of such categories as those listed below:

1)
Extremely high:  There is very little requirement for immediate performance.

2)
Very high

3)
High

4)
Rather high

5)
Average

6)
Rather low

7)
Low

8)
Very low

9)
Extremely low:  Task must be performed immediately.

(7)
Percent Performing.  These criteria, the percentage of job incumbents who perform the task, point to the need for training tasks that are most often performed on the job.  For example, one task for a weather technician might be "answer telephone inquiries about the weather."  If 96 percent of all weather technicians performed this task, the implications for training would be different than if only 10 percent performed it.  If only 10 percent of job incumbents perform the task, there is a strong probability that 90 percent of available training resources would be wasted if all weather technicians were trained to perform the task.  Gathering this data can be as simple as asking the question "Do you perform this task?"

(8)
Percentage of Time Spent Performing.  The percentage of time spent performing a task is criteria that points to a need for providing training to assist job incumbents in efficient performance of those tasks on which they spend the most time.  Selection of tasks for training based on this criterion offers chances for high 
pay-off in terms of return on training dollars expended.  To obtain data for determining the percentage of time spent performing the tasks in a job, inputs are required from a large number of job incumbents.  Usually they are not asked to state the percentage of their time spent on each task because such a question would be very difficult to answer.  Instead, they are usually asked to rate each task to the amount of time spent performing it as compared to their other tasks.  For example, to rate the relative amount of time a person will spend performing each task in their present job.  (Relative time spent means the total time spent doing the task compared with the time spent on each of the other tasks in their present job.)

(a)
Use a rating of 1 to = very much below average time.

(b)
Use a rating of 2 to = below average time.

(c)
Use a rating of 3 to = slightly below average time.

(d)
Use a rating of 4 to = about average time.

(e)
Use a rating of 5 to = slightly above average time.

(f)
Use a rating of 6 to = above average time.

(g)
Use a rating of 7 to = very much above average time.

(9)
Immediacy of Performance.  The criteria of the time interval between completion of training and performance of the task on the job have some significance in selecting tasks for training.  The determining factors are whether or not there is a high probability of the graduate encountering the task on the job fairly soon after completing training.  "Fairly soon" means, in this context, that tasks encountered within the first year after training would, everything else being equal, be weighed more heavily for selection than those not encountered until 1 to 2 years later.  Consider also, the predicted or measured amount of decay of the skill that will take place during the time interval.  To obtain data on this criterion, job incumbents and others might be asked to rate the time between job entry and task performance on a scale such as the following:

(a)
Task not yet performed.

(b)
Task first performed more than 4 years after assignment.

(c)
Task first performed between 2 and 4 years after assignment.

(d)
Task first performed between 1 and 2 years after assignment.

(e)
Task first performed between 6 months and 1 year after assignment.

(f)
Task first performed between 3 months and 6 months after assignment.

(g)
Task performed during first 3 months of assignment.

c.
Collect and Consolidate Data - After the criteria for the task selection process have been established, the data for rating each task of each criterion should be collected from a sample of job incumbents. For new jobs, it may be necessary to get the data from survey groups who do similar jobs or from SMEs and technical documents.  The data collected must be sorted, consolidated and presented in a usable form. See Table II-4 for Job Data Worksheet example.  The contents and format of this example are not the only acceptable design.

TABLE II-4.  Example - Job Data Worksheet

	JOB DATA WORKSHEET

JOB TITLE     AVIATION ORDNANCEMAN              RATING  AO                      PAGE NO. 1 
DUTY/CODE    Applying First Aid                 LEVEL                           DATE  4/3/91  

	
ITEM


CODE
	
TASK


ELEMENT
	
CONDITIONS
	
INITIATING


CUES
	
STANDARDS
	
NOTES

	A-001
	TASK:  Perform first aid measures for drowning.
	Performed in all climatic conditions generally outdoors, in all atmospheric conditions including toxic atmospheres.  In a non-toxic atmosphere, a pharyngeal airway device, if available, may be used in administering artificial respiration.  In a toxic atmosphere, a resuscitation tube may be used with a field protective mask to administer artificial respiration.  Mouth-to-mouth, mouth-to-nose, and mask-to-mouth methods require a high degree of respiratory endurance. 
	Casualty is unconscious and not breathing.  There may or may not be a slight pulse.
	All steps listed below are performed in the order listed and to the standard listed for each step.
	Detailed information listed in the 
HM 3&2 Manual 
of First Aid.

Standard Operating Procedure is to begin external heart massage and resuscitation procedures even when there is no pulse.

	A-001-001
	ELEMENTS:  Place casualties on their backs.
	Casualty may have other minor or serious injuries.
	Same as A-001.
	Victim should be immediately repositioned on back without further injury.  Movements must be made carefully but quickly.
	Severe bleeding from other injuries required attention concurrent with attempt to restore breathing.


d.
Select Tasks for Training -

(1)
The selection of tasks for training is a judgmental procedure that requires:

(a)
A clear understanding of the duties, tasks, and elements that make up the job.

(b)
Analysis of collected data that represents the judgments of a relatively large number of individuals who are familiar with the job.

(2)
Do not try to match or remember the tasks that "have always been trained in the courses" but try to decide which of the tasks on the list are of enough importance to justify training.  It is critical that the selected tasks are necessary to the mission and that their selection was made in a systematic way.

(3)
First, select from the list of tasks that make up the job those tasks that the data indicates should be trained if training resources were not a constraint.  Then determine which of the tasks will be trained in view of existing constraints of money, time, personnel, and equipment.  The outputs will include:

(a)
A list of tasks that the data indicates should be trained if no resource constraints existed.

(b)
A list of tasks selected for training with respect to existing constraints.

(c)
The data upon which the above decisions were based and upon which additional decisions can be based.

e.
Define Conditions, Cues, Standards, and Elements - The analysis process is not complete until the conditions under which the tasks are performed, the cues that initiate and guide the performance of these tasks, the standards that represent adequate task performance, and the elements of each task are listed for each of the tasks selected for training.  See TABLE II-4, Example Job Data Worksheet.
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f.
Put TTL Into Proper Format - The exact format of the TTL will be determined by the nature and extent of the course development project. The elements described below are commonly included in the TTL.  See sample TTL in Sample Package.

(1)
Top of Page

(a)
Heading - List TTL plus course title and CIN.

(b)
Course Mission - List the overall purpose of the course.

(2)
Column 1.  Number - Assign a number to each line item for reference purposes only.

(3)
Column 2.  Source

(a)
List the documents, references, and other information sources from which the duty or task was extracted.

(b)
Include, as appropriate, source names, acronyms, titles, and numbers.

(4)
Column 3.  Level - Display the level of training for each line item.

(a)
"S" indicates that the duty/task will be taught at the skill/hands-on level.  Trainees will actually perform the duty/task in the course.

(b)
"K" indicates that the duty/task will be taught to the knowledge level only.  Trainees will recall/recognize names, dates, terminology, steps, procedures, shapes, sounds, characteristics, etc., and/or comprehend/understand procedures, concepts, rules or principles.

(5)
Column 4.  Duty/Task - List the duties/tasks that have been selected for training.
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1.
DESCRIPTION AND PURPOSE - This part describes a critical segment of course development:  identification and design of Learning Objectives (LOs).  The purpose is to provide listings of skills, knowledge, and LOs, and the sequences of those objectives for the tasks that have been selected for training, as reflected on the TTL and Learning Analysis Report (LAR).  The orderly progression from the tasks selected for training to an organized set of LOs is the learning analysis process.  While the Job Task List (JTL) is a list of tasks an incumbent performs on the job, LOs describe exactly how the job, duties, tasks and/or skills will be performed in the course.  Breaking down TTL statements into individual components and their interrelationships is called developing a learning hierarchy.  It is from a learning hierarchy that the LOs are developed.

2.
DEVELOPMENT PROCEDURES -

a.
Assessing Target Population Entry Level - Before the learning hierarchy is developed, the course target population must be identified.  A thorough study should be made of all available documentation which describes the target population.  Such factors as rating, physical requirements, and the established Armed Services Vocational Aptitude Battery test scores selection criteria should be examined.  When an existing course is revised, the LOs of any prerequisite training must be reviewed.  This is also true of a course being developed for inclusion in an established training pipeline.  The entry level skills of the target population should be documented to ensure that there are no problems in the transition from previous training to the course being developed.

	NEVER ASSUME the target population has been provided with all prerequisite knowledge or skills.  Analyze, document, and verify all entry level skills.


b.
Developing a Learning Hierarchy - A task may be part of a more complex task.  The number of hierarchies and their complexity are determined by the tasks selected and the nature of the duties and jobs they reflect.  Developing the hierarchy requires that the most complex task be broken down into simpler skills until entry level skills of the target population are achieved.  At the end of the process, the developer should be able to:

(1)
Identify all directives, manuals, Naval Warfare Publications, etc., which specify the steps.

(2)
Identify when the procedure is followed.

(3)
Identify how the procedure is begun and what initiates the first step in the procedure.

(4)
Identify all steps in sequence.

(5)
Identify when the procedure is stopped.

(6) A sample learning hierarchy is shown in FIGURE III-A-1.  Example - Learning Hierarchy.
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FIGURE III-A-1.  Example - Learning Hierarchy

(7)
To construct a learning hierarchy, perform the following steps:

(a)
Group the tasks.  Loosely group the tasks selected for training according to a major piece of equipment, system, or duty to be performed.

(b)
Select the most, or next most complicated task from the group. The following considerations will be given to the selection of the most complicated task.  Select a task which:

1)
Involves a large part of the job time.

2)
Requires many sub-procedures for its completion.

3)
Tends to be one of the most difficult.

(8)
Divide the major task into component sub-tasks.  The developer, with the assistance of other Subject Matter Experts, analyzes the performance components using a procedural, hierarchical, or combination approach.  Also to be identified are:

(a)
Each operator/maintainer decision points.

(b)
Tasks which must be performed from memory.

(c)
All job aids/checklists that are used in performing a task.

(9)
Determine if there are too many sub-tasks or elements.  The developer will determine whether any of the following criteria applies to the sub-tasks or elements:

(a)
Any sub-task is a lower-level component of another sub-task listed.

(b)
Any sub-task repeats another sub-task listed.

(c)
Any sub-task is not necessary to the accomplishment of the main task.

   (10)
If it is determined that there are too many sub-tasks, proceed to the next step:

(a)
Narrow the list to the minimum set of sub-tasks necessary to perform the task.  The list of sub-tasks may be narrowed by eliminating any overlapping sub-tasks, any sub-task that is part of another sub-task on the list and sub-tasks that are not essential for performance of the main task.

(b)
Course trials will help to determine whether there are too few sub-tasks.  If after having learned all the sub-tasks, receiving simple instructions, and some practice, the trainee is unable to perform the main task, then one or more of the sub-tasks has been omitted.  These additional sub-tasks must be identified and added to the list.

(c)
Arrange the tasks in a hierarchy.  Following are three optional methods for establishing a learning hierarchy.

1)
Note Cards.  As a subordinate skill, knowledge, or sub-task is identified, each statement is written on a separate note card.  It may be desirable to use multiple colors, one color for the task and another for the elements.  It is advisable to start with 30 to 40 cards.  After all the elements are identified, arrange the cards on a large surface (such as a table top or bulletin board) starting at the top center with the task, and sequence the cards.  Using note cards allows maximum flexibility to arrange and rearrange the elements until the proper sequence is established.  When the sequence is established, a permanent record should be made.

2)
Large Sheet of Paper.  A large sheet of butcher paper, newsprint, or chart paper may be used to record the elements.  This method does not provide the flexibility of the note card approach, but it does give the total picture at a glance.  As in the case with the note card approach, once the final sequence is determined, a permanent record should be made for the audit trail.

3)
Standard Paper Size.  Multiple blocks are drawn on a standard size sheet of paper into which the task elements are written.  A single element is recorded in each block and lines can be added connecting the blocks to show the relationship between elements.  This approach also lacks the flexibility of the note cards, but it can be more easily stored than either of the previous methods.

c.
Writing LOs Derived From a Learning Hierarchy - Completed hierarchy charts specify the tasks, task elements, and supporting knowledge and skills which must be mastered by the trainees.  The next effort of the process is the development of LOs from all tasks, task elements, and supporting knowledge and skills from the hierarchy charts.  All LOs are definite learning specifications, written in behavioral terms, which specify exactly what the trainee must be able to do after having received instruction.  All LOs contain three essential elements:

(1)
A statement of the Behavior, or performance, expected of the trainee as a result of the learning experience.

(2)
The Condition under which the Behavior is to be exhibited.

(3)
The Standard (criteria) to which the Behavior will be performed or demonstrated.

d.
In the following example, the Behavior, Condition and Standard are indicated.

Example:  Measure the output amplitude, rise time, and jump voltage, given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, and oscilloscope within +/- 10 percent accuracy.

(1)
Measure the output amplitude, rise time, and jump voltage - Behavior (B)

(2)
Given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, and oscilloscope - Condition (C)

(3)
Within +/- 10 percent accuracy - Standard (S)

e.
Variations on writing this same LO:

(1)
Within +/- 10 percent accuracy (S), measure the output amplitude, rise time, and jump voltage (B), given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, and oscilloscope (C).  S-B-C

(2)
Within +/- 10 percent accuracy (S), given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, and oscilloscope (C), measure the output amplitude, rise time and jump voltage (B).  S-C-B

(3)
Given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, and oscilloscope (C), measure the output amplitude, rise time, and jump voltage (B), within +/- 10 percent accuracy (S).  C-B-S

(4)
Given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, oscilloscope (C), within +/- 10 percent accuracy (S), measure the output amplitude, rise time, and jump voltage (B).  C-S-B

(5)
Measure the output amplitude, rise time, and jump voltage (B), within +/- 10 percent accuracy (S), given a trainer having a semiconductor trapezoidal wave generator circuit, multi-meter, oscilloscope (C).  B-S-C

f.
Behavior, Condition, and Standard phrases are mandatory elements. Formats may vary, as in the following:

(1)
Select the three functions applicable to the use of the AN/APN-154(V) Radar Beacon (B), from a list of five (C), per NAVAIR 16-30APN-154-2 and NAVAIR 01-84AC-6 without error (S).  B-C-S

g.
Variations of the above format:

(1)
From a list of five (C), select the three functions applicable to the use of the AN/APN-154(V) Radar Beacon (B), per NAVAIR 16-30APN-154-2 and NAVAIR 01-84AC-6 without error (S).  C-B-S

(2)
Per NAVAIR 16-30APN-154-2 and NAVAIR 01-84AC-6, without error (S), select the three functions applicable to the use of the AN/APN-154(V) Radar Beacon (B), from a list of five (C).  S-B-C

h.
Other format variations:

(1)
List the four (4) sub-systems that comprise the AN/APN-154(V) Radar Beacon system (B) as specified by NAVAIR 16-30APN-154-2 and NAVAIR 01-84AC-6, from memory (C), without error (S).  B-C-S

(2)
Label on an Assignment Sheet, the Radar Beacon Sub-assemblies which are designated by NAVAIR 16-APN30-154-2, (B) without error, within ten (10) minutes (S).  Access to the AN/APN-154(V) Radar Beacon laboratory and use of NAVAIR 01-85AD-8 Technical Manual will be allowed (C).  B-S-C

(3)
Locate any replaceable component of the AN/APN-154(V) Radar Beacon listed in NAVAIR 16-APN30-154-2, by recording the FIGURE number, page number, and alphanumeric page coordinate of each component (B), given the circuit symbol, using NAVAIR 01-85AD-8 (C), without error (S).  B-C-S

(4)
Given:

(a)
Schematic diagrams for Interrogator Set AN/UPX-23

(b)
Radar Test Set AN/UPM-137A

(c)
10:1 probe and tips

(d)
Technical manual for Interrogator Set AN/UPX-23

(e)
Assorted coaxial cables and connectors

(f)
Flashlight (C)

The trainee will - Troubleshoot to the defective component (B), a minimum of two out of three instructor-inserted malfunctions in the Interrogator Set AN/UPX-23, within a time limit of 30 minutes for each trouble, while observing all standard safety precautions (S).  C-B-S

(5)
Given:

(a)
Technical manual for Interrogator Set AN/UPX-23

(b)
Operation, maintenance, and maintenance standards for Radar Test Set AN/UPM-137A

(c)
Alignment, check out, and adjustment procedures for AIMS (IFF) sub-system in Radar Set AN/CPN-4A, NE-0967-LP-426-8150

(d)
Maintenance Requirement Cards (MRCs) for Interrogator Set AN/UPX-23

(e)
Radar Test Set AN/UPM-137A

(f)
10:1 probe and tips

(g)
Assorted coaxial cables and connectors

(h)
Flashlight  (C)

The trainee will measure transmitter power out (B) with an accuracy of EQ \O(+,_) 0.5 DB, measure transmitter frequency with an accuracy of EQ \O(+,_) 0.2 MHz and measure receiver sensitivity to within the standards set forth in alignment, check out and adjustment procedures for AIMS (IFF) sub-system in Radar Set AN/CPN-4A 
(NE-0967-LP-426-8150) and/or MRC, while observing all standard safety precautions (S).  C-B-S

i.
In each of the previous examples, the format is somewhat different, but the Behavior(s), Condition(s), and Standard(s) are explicit and leave no doubt as to what the trainee must do.

j.
Tables III-A-1 and III-A-2 provide further guidance on constructing effective LOs.

TABLE III-A-1.  The Three Parts of a Well-Stated Learning Objective

	PERFORMANCE/

 BEHAVIOR(S) (ACTION)
	CONDITION(S)


	STANDARD(S)



	 Description of the

 action or Behavior.

 What the trainee is

 expected to do.
	 Description of the

 Condition(s) of

 performance.  What

 is presented to

 the trainee.
	 A statement of the

 output or outcome

 of the performance

 and the Standard(s)

 of performance.




TABLE III-A-2.  How to Write the Three Parts of an Objective

	TO WRITE PERFORMANCE BEHAVIORS, SPECIFY WHAT TRAINEE DOES.
	TO WRITE CONDITIONS, SPECIFY WHAT TRAINEE IS GIVEN.


	TO WRITE STANDARDS, SPECIFY OUTPUT (OR) OUTCOME) AND HOW WELL IT IS DONE.

	Use Action Verbs that are:

Observable

Measurable

Verifiable

Reliable (not prone

to varying

interpretation)


	Include:

Job Aids

Equipment

Technical References

Special Tools

Environmental

Conditions

Special Instructions

Signals, Symbols

Problem Situations or

Contingencies
	Criteria for Standards:

   Completeness

   Accuracy

Types of Standards:

   Standard Operating

   Procedure (SOP)

   No Error

   Time Requirements

   Amount of Supervision

   Qualitative Indices




k.
Properly stated LOs are the foundation for Instructional System Development.  Some of the benefits are shown in TABLE III-A-3.

TABLE III-A-3.  Benefits of Properly Stated Learning Objectives

	
PROPERLY STATED OBJECTIVES

  1.  Establish clear cut instructor and trainee goals.

  2.  Provide a firm basis of criterion-referenced tests.

  3.  Permit selection of the most suitable instructional               strategy.




l.
An instructor cannot read the mind of trainees to see how well they understand.  Only through some observable (overt) activity of the trainee can the extent of their knowledge or skill be measured.  So the Behavior (performance) element of a LO should state specifically what the trainee does.

m.
To reduce ambiguity, use Action Verbs.  Unless the trainee Behavior is specified with an Action Verb, the trainee may do something other than intended.  There are "good" verbs, but there are also "poor" verbs which do not accurately communicate desired trainee actions.  The verbs selected to convey desired Behavior should reflect actions that are observable, measurable, and verifiable.  Behaviors such as: identify, demonstrate, state, describe, explain, define, discriminate and classify are not specific and are open to interpretation as to what the trainee must do.  If these Behaviors are necessary, there must be a qualifying verb that will specify the exact Behavior the trainee is to demonstrate.  For example:

(1)
Identify, by selecting three of the five following statements ...

Identify, by matching ...

Identify, by completing incomplete sentences (fill-in the blanks)

(2)
Demonstrate, by writing the formula ...

Demonstrate, by matching ...

Demonstrate, by computing ...

(3)
State, in writing ...

State, by listing ...

(4)
Describe, in writing ...

Describe, by listing ...

Describe, by selecting ...

(5)
Explain, in writing ...

(6)
Define, by writing ...

Define, by matching ...

Define, by listing ...

(7)
Discriminate, by selecting ...

(8)
Classify, by writing ...

Classify, by matching ...

n.
All LOs can be classified as Terminal or Enabling.

(1)
Terminal Learning Objective (TLO) or (TO) - A TO is a learning objective that the trainee will accomplish by the end of the course.  A TO is a specific statement of the performance expected from a trainee as the result of an experience, expressed in terms of the Behavior to be exhibited, the Condition(s) under which it is to be exhibited, and the Standard to which it will be performed.  TOs indicate the ability to perform those tasks selected for training.


(2)
Enabling Learning Objective (ELO) or (EO) - An EO is a specific statement of the Behavior to be exhibited, Condition(s) under which it is to be exhibited, and the Standard to which it will be performed.  EOs directly support the achievement of a TO. Conditions and Standards may be implied for EOs when they are stated in the TOs they support.

o.
Ideally, the Behavior described in the objectives (called the criterion Behavior) will be the same as required by the job (skill or knowledge to be identified as a TO).  If the job Behavior involves typing letters, the criterion Behavior should involve typing letters. On the other hand, some job Behaviors cannot be duplicated in the training environment.  This may be due to safety, economic, or other practical considerations.  For example, one job Behavior (TO) might require astronauts to "hop around on the moon for extended periods of time without hurting themselves or their equipment."  It is clearly impossible to exactly duplicate this Behavior in training.  So, how would the performance part of the objective be stated?  The principle is:  The criterion Behavior should be as close as possible to the job Behavior.  For "hopping around on the moon," the Condition of the Behavior makes it clear that the training Behavior does not occur on the moon.  So, an abbreviated form of this objective might be:  "Given a simulated moon environment, space suit, etc., the astronaut will hop around for ..."  Note that this objective does not require any of the following Behaviors:

(1)
500 deep-knee bends

(2)
Running 5 miles in 40 minutes

(3)
Naming the parts of a space suit

(4)
Listing the principles for hopping on the moon

p.
A properly prepared LO states the limits of Conditions of trainee performance.  This second part of the LO describes the important aspects of the performance environment.

(1)
Have the trainees had prior experience or training?

(2)
What do the trainees have to work with?

(3)
Can they select their own tools?

(4)
Are the trainees allowed to use notes they have taken on the subject?

(5)
Are technical publications, job aids, or checklists available as a starting point?

(6)
Statement of training condition(s) are shown in TABLE III-A-4.

TABLE III-A-4.  Statement of Training Condition(s)

	
GOAL
	
EXAMPLE

	 State the Conditions imposed upon the trainee.
	 "Given the diameter of a sphere and the appropriate formula, compute the surface area of a sphere."

 The trainees do not have to 
memorize or derive the formula.  
They solve the problem using the formula provided.

	 Do not overuse the word "given."  Use variations.


	 "Field-strip and assemble an M-16-
A1 rifle under Conditions of total darkness."

 This implies that the trainees will be provided with the rifle, and requires that they strip and 
assemble the weapon in complete darkness.

	 Establish the working Conditions.
	 "Using available library resources, prepare a staff study comparing the communications support contributions made by five military leaders during the 19th century."


q.
A third requirement for a well-prepared LO is a clearly stated measurable standard of performance.  The criteria for Standards: completeness, accuracy, and time are summarized in TABLE III-A-5.

TABLE III-A-5.  Criteria for Standards in Objectives

	CRITERIA FOR GOOD STANDARDS
	WHAT IS SPECIFIED



	Completeness


	  The precise nature of the output.

Number of features that the output must  contain.

Number of steps, points, pieces, etc., that must be covered or produced.

Any quantitative statement that indicates an acceptable portion of the total.



	Accuracy


	How close to correct the performance must 
be.

Exact numbers reflecting tolerances.

Values or dimensions that acceptable answers/performance can assume. (These may be qualitative.)

	Time


	How many days, hours, minutes, or seconds can be used.




r.
The trainee's action will result in an output, the quantity or quality of which is the standard of performance.  It must be determined which one or more of the six types of Standards, shown in TABLE III-A-6, the trainee will have to meet.

TABLE III-A-6.  Six Types of Standards for Objectives

	NO.


	DESCRIBE STANDARDS

BY
	EXAMPLE



	 1.


	Referring to a

Standard Operating

Procedure.


	"Given the situational requirements for an instrument approach and the local airfield regulations, perform the procedure the pilot follows to complete an instrument landing.  The performed steps will be in correct order and comply with local regulations."

	 2.


	Implying the Standard of NO ERROR.


	"Given the diameter of a sphere and the appropriate formula, use a calculator to compute, to two decimal places, the surface area of the sphere."  Adding "perform without error" would not increase the requirement for accuracy.

	 3.


	Specifying minimum acceptable level of performance.


	"Using a slide rule, multiply two three-digit numbers and write the answer to the nearest tenth."  This clearly states the degree of accuracy required for satisfactory achievement of the objective.

	 4.


	Specifying the time requirements.


	"Given a 200-word rough draft, type a letter, without error, at a minimum speed of 40 words per minute."  Time is an important factor, so it is included in the objective.

	 5.


	Specifying the rate of production.


	"Given a rough draft of a final report, type pages, without error, at a minimum of 20 pages per day."  The amount produced daily is an important factor, so it is included in the objective.

	 6.


	Specifying qualitative requirements.


	"Given a misadjusted carburetor and necessary tools, adjust the carburetor to idle at its smoothest point."  Smoothness is a qualitative Standard.


s.
The following general assumptions may be made about Conditions and Standards:

(1)
Many objectives contain "implicit" or implied Conditions and Standards.  Unless otherwise stated in the objective, it will be assumed that the trainee is to perform under normal classroom conditions, is provided paper, pencil, and appropriate instructions.

(2)
Unless otherwise stated, it will be further assumed that the trainee will write all responses, and that the responses must be "100 percent correct."  Therefore, when an objective says "state" or "recall", it will be assumed that this means "write from memory with 100 percent accuracy."

(3)
The example objectives on Table III-A-6 are taken out of context. Therefore, some of the appropriate decisions will be difficult to make.  In general, assume that these objectives are from apprentice-level courses.

t.
The Learning Objective Analysis Worksheet (LOAW), FIGURE III-A-2, provides a convenient means of keeping track of all LOs, both Enabling and Terminal, and provides an Audit Trail linking the objectives to the training tasks and the training tasks to the job tasks.  This LOAW is not mandatory nor deliverable, but is provided simply as an aid.
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FIGURE III-A-2.  Example - Learning Objective Analysis Worksheet

u.
As each LO is written on the LOAW, all equipment required to perform the specific objective must be identified.  It is also necessary to indicate whether the equipment is available at the training activity. As LOs are written, it is vital to the rest of the course design and development process that they accurately describe equipment available and Conditions reproducible in the actual setting in which achievement of the objectives will be demonstrated.  Each LO must be numbered so that any EO can be traced directly to the TO which it supports.  The task on the JTL, from which the TO or EO was derived, will be listed in parentheses after the objective.  Each TO will be a whole number such as 1.0, 2.0, 3.0, 4.0, etc.  The number assigned should be based on the logical teaching order.  EOs will be assigned numbers to the TO they support such as 1.1, 1.2, 1.3, 1.4, etc., supporting TO 1.0.  EOs numbered 2.1, 2.2, 2.3, etc., would support TO 2.0.  A complete list of all the LOs for the course will be produced as a final product of the learning analysis.  This list will, at the option of the functional command, be submitted to the appropriate curriculum approval authority.

v.
An LO may be clear (with a Behavior, Condition, and Standard), but be inappropriate for the intent of the instructional program.  In this case, the objective is inadequate.  To be appropriate, an LO must prepare the trainees for what they will be required to do or know following the instructional program.  The follow-on duty could be anything from actual job performance, to on-the-job training, to another formal follow-on school; these are all "Jobs" after a training program.  To determine appropriateness, always remember the job.  If the LO is clearly stated and appropriate in terms of the job, then the LO is adequate.  The procedures for determining objective adequacy are:

(1)
Determine whether or not the objective is correctly stated.

(a)
Is the Behavior the trainee must perform specified?

(b)
Is an Action Verb used to specify what the trainee must do?

(c)
Is only one action stated in the objective?

(d)
Are the Conditions under which trainee performance is expected specified?

1)
Environment - physical (weather, time of day, lighting, etc.), social (isolation, individual, team, audience, etc.), psychological (fatigue, stress, relaxed, etc.)

2)
Information - given information (scenario, formula values, etc.), cues (signals for starting or stopping), special instructions

3)
Resources - job aids (cards, charts, graphs, checklists, etc.), equipment, tools, technical manuals

(e)
Are the Standards, which the trainee performance must meet, specified?

1)
Performance (how much of the task must be performed)

2)
Accuracy (how well each task must be performed)

3)
Time limit (how much time is allowed)

4)
Rate (how fast task must be done)

5)
Product completeness (what finished product must contain)

6)
Quality (what objective standard product must meet)

7)
Judgement (what subjective opinions product must satisfy)

(2)
Determine whether or not the objective is appropriate.

(a)
Are the Conditions appropriate for the work to be performed on the job or for later training?

(b)
Are the Standards appropriate for the work to be performed on the job or for later training?

(c)
Is the task level of the action appropriate for the work to be performed on the job or for later training?

(3)
In the following sample LO, the evaluation process is used to determine if the LO is adequate.  Objective:  The trainee will solve for total power in a DC parallel circuit.

(a)
Correctly Stated Behavior?  OK - One Action

(b)
Conditions?  Incomplete, although the trainees are asked to solve for total power, there is no way to tell what circuit values they are given.  The objective should specify what variables values will be given, so that the correct power formula can be chosen.

(c)
Standard?  Incomplete, the implied Standard is 100 percent, but a precision (such as, two decimal places) should be specified.

(4)
In the same example, the evaluation process is used to determine if the LO is appropriate.

(a)
Appropriate Behavior?  OK.

(b)
Conditions? - The revised Conditions should be appropriate for the job.

(c)
Standard?  See above.


(5)
Revised Objective:  The trainee will solve for total power in a DC parallel circuit, given values for any two of the following: current, voltage, or resistance.  Answer will be accurate to within two decimal places.

w.
Determining Sequence of LOs - After identifying the tasks to be trained and developing the LOs, the objectives must now be sequenced; that is, arranged in the way the instruction will be presented to the trainee.  The purpose of sequencing LOs is to help ensure that when instructional materials are developed, each objective is placed in optimum relationship to other objectives.  Proper sequencing will help produce the most learning in the shortest period of time, will help the trainee make the transition from one skill or body of knowledge to another, and will ensure that the supporting knowledge and skills are acquired before dependent subject matter is introduced.  The best sequence is the one that works best for the trainee.  In order to sequence two LOs, the relationship between them must be determined. For types of relationships, see TABLE III-A-7, Types of Relationships Between Learning Objectives.  Two LOs may have:

(1)
A dependent relationship, in that mastery of one requires prior mastery of the other.

(2)
An independent relationship, in that they are totally unrelated and independent of each other.

(3)
A supportive relationship, in that some transfer of learning takes place from one LO to the other.

TABLE III-A-7.  Types of Relationships Between Learning Objectives

	DEPENDENT
	INDEPENDENT
	SUPPORTIVE

	Skills and knowledge in one LO are closely related to those in the other LO.
	Skills and knowledge in one LO are unrelated to those in the other LO.
	Skills and knowledge in one LO have some relationship to those in the other LO.

	To master one of the LOs, it is first necessary to master the other.
	Mastering one of the LOs does not simplify mastering the other.
	The learning involved in mastery of one LO transfers to the other, making learning involved in the mastery of the other easier.

	EXAMPLES:

In math, in order to learn multiplication one must first learn addition.  One cannot send messages in Morse Code without first having mastered the codes for each of the letters and numbers. The "sending" skills are totally dependent on the prior learning.
	EXAMPLES:

For an Aviation Storekeeper, "type letters from drafts" is independent of "maintain files."  For Aviation Electronic Technicians, "operate the AN/USM 281 Oscilloscope" is independent of "isolate the malfunction in a representative F.C. Digital Computer and Input/Output device."  In both examples, knowing how to do one would not help much with the other.
	EXAMPLES:

"Assemble weapon" has a supportive relationship to "disassemble weapon."  "Operate a Mamiya TLR camera" has a supportive relationship to "operate a 45 press camera."  In both examples, learning to do one would help considerably in learning to do the other.



	The LOs must be arranged in the sequence indicated by the above hierarchy.
	In general, the LOs can be arranged in any sequence without loss of learning.
	The LOs should be placed close together in the sequence to permit optimum transfer of learning from one LO to the other.


x.
The table might give the impression that all pairs of LOs that do not have a dependent relationship, have either a completely independent or completely supportive relationship.  But, most pairs of LOs that do not have a dependent relationship probably fall somewhere between these two extreme positions.  Some transfer of learning may take place between most pairs of LOs.  This makes for some difficulty in sequencing these LOs.  If convinced that very little or no transfer of learning is likely to take place between two LOs, consider the relationship an independent one.  When in doubt, consider the relationship a supportive one.  It is usually a simple step to sequence LOs with dependent relationships, particularly when the LOs were arranged in the proper hierarchy.  For example, a TO with its supporting EOs and learning steps might look like FIGURE III-A-3.  Note that, for convenience, only the action components of the objective are listed.  Before mastering the TO of "Get from point A to point B," two LOs must be accomplished:  "Orient map and compass" and "Hike with a pack."  Some of the LOs under "Orient map and compass" have dependent relationships.  The hierarchically ordered LOs are, therefore, easy to sequence.  One sequence is:

(1)
Identify symbols

(2)
Match symbols to:

(a) Actual terrain

(b) Legend

(3)
Use:

(a) Legend

(b) Grid system

(4)
Interpret map


FIGURE III-A-3.  Example - Learning Analysis Chart

y.
Some of the LOs present a sequencing problem.  For example, in FIGURE III-A-4, which should be placed first, "Read compass values from scale" or "Align points with scale"?  These can be placed in either order, so long as they are both placed before "Read compass", and as long as "Read compass values from scale" comes after the five LOs under it.


FIGURE III-A-4.  Example - Sequencing Learning Objectives

z.
However, placing "Align points with scale" within LOs 1 through 6 would interfere with the dependent sequence of those LOs.  Therefore, unless there is a good reason for doing otherwise, place "Align points" either after "Read compass values from scale" or before the group of LOs that have a dependent relationship to "Read compass values from scale."

aa. There are other independent relationships in FIGURE III-A-3.  For example, "Sight compass" has a dependent relationship with "Use compass."  But, since it has an independent relationship with the other LOs, "Sight compass" can be placed anywhere in the sequence so long as it precedes "Orient map and compass."  Again, as with "Align points with scale", unless there was a good reason for doing otherwise, avoid placing "Sight compass" within a group of LOs that have dependent relationships with each other.  This relationship is shown in FIGURE III-A-5.




FIGURE III-A-5.  Example - LOs with Dependent Relationships

bb.
While the preceding are examples of LOs with dependent relationships that support a TO, the same rules apply to sequencing TOs.  For example, one TO might be to operate a certain piece of equipment, while another TO might be to instruct others in the proper operation of the equipment.  Most likely, a dependent relationship exists between these two TOs.  Therefore, place "Operate equipment" before "Instruct others."

cc.
Generally, place a particular TO in a certain position in the sequence, and locate the EOs that support the TO with it.  This is because of the dependent relationship of the EO to the TO, and because of the transfer of learning that is more likely to occur when closely related LOs are kept together.  The one basic rule for sequencing LOs with supportive relationships is to place the LOs as close together in the sequence as practical so that optimum transfer of learning can take place.  In addition to this basic rule, there are several other good reasons for placing LOs close together in the sequence.  The developer may place LOs close together if the Conditions under which they are carried out are identical, or similar, and if the Conditions are difficult or expensive to produce at random times.  For example, if several LOs have Conditions such as "at night", "on muddy terrain", or "when flying at an altitude of 20,000 feet", the developer will probably place the "at night" LOs together, the "on muddy terrain" LOs together, etc.

dd.
Also, if a particular piece of equipment must be available in order to accomplish a group of LOs, and continuous access to that equipment is not assured, the developer will probably group the LOs that use that particular equipment.  In addition, the developer will want to keep the order of the group of LOs within the total program as flexible as possible. For example, if the LO is "Perform maintenance on a helicopter", the helicopter must be available for maintenance before the objective can be accomplished.  A number of conclusions have been reached about sequencing in general:

(1)
Sequencing effects are long-range.  The advantages or disadvantages of using any sequencing scheme will not likely show up immediately.  Therefore, end-of-course tests should be used for evaluating effectiveness of sequencing techniques.  Within-course tests of small portions of the course are not likely to reveal the true effects of sequencing.

(2)
Sequence is important to low aptitude trainees.  Trainees who have a high aptitude for the subject matter will learn it in spite of sequencing.  The lower the aptitude of the learner for the content, the more important it becomes that some type of sequence and structure is provided.

(3)
Sequence is important with unfamiliar materials.  Trainees who are familiar with materials will learn regardless of the order of presentation.  But, as material becomes increasingly unfamiliar to the trainee, the importance of sequence increases.

(4)
Sequence is important to non-redundant materials.  Some instructional materials are especially redundant, stating important points over and over again.  Sequencing is not especially important with these materials, because the trainees can pick up the second time anything they may have missed the first time.  But if materials are not redundant and state their points only once, it is important that the materials be sequenced according to some rationale.

ee.
As was mentioned earlier, LOs with independent relationships may be arranged in any sequence; however, such LOs generally will not be placed between LOs that have a dependent relationship to each other. Any of the guidelines listed for sequencing LOs with a supportive relationship may also be used for sequencing objectives with independent relationships.  However, with the latter, there is no need to be concerned about locating the LOs close together in the sequence unless Condition or equipment constraints indicate otherwise.

ff.
Common-factor LOs are those that are identical or that have identical action words (FIGURE III-A-6) and similar objects of the action in the LO statement (FIGURE III-A-7).  In FIGURE III-A-6, consider the LO "Desolder."  It occurs under both "Remove defective capacitor" and "Remove transformer."  But there is no need to teach desoldering more than one time.  Therefore, there are two choices.  Delete the LO in all cases except the first time it appears in the list of sequenced objectives.  Or, since desoldering is a prerequisite to a number of other objectives, it can be deleted from every place it appears and teach it (probably along with soldering, if soldering is required in the course) near the beginning of the course.


FIGURE III-A-6.  Example - Common Objective Learning Objectives


FIGURE III-A-7.  Example - Similar Learning Objectives

gg.
In FIGURE III-A-7, note that "Identify capacitors", "Identify transistors", and "Identify resistors" are required at different points.  One logical way to handle these common factor LOs is to group all "identify" LOs and place them near the beginning of the course.

hh.
Common element LOs generally should be listed early in the sequence, because they represent information or skills basic to many LOs.  The delay between introducing such objectives and the actual application of the objectives should be minimized.  This is so that material learned at the beginning of training will not be forgotten by the time it is practiced as a part of other LOs.

ii.
Sequencing of LOs reveals quite a few items; so many, in fact, that there might be some difficulty in getting a clear picture of the relationship between all of them.  This difficulty can be overcome by dividing the LOs into large groups that will provide organized, manageable blocks of content with which to work.  The number of LOs grouped into a block is an arbitrary matter.  At this point, simply identifying LOs that can be grouped because of the close relationship between them is the objective.  Grouping can help in the following ways:

(1)
Grouping content areas early will help to get a clearer picture of the scope and nature of the developing program.

(2)
Grouped LOs can be worked on independently.  If one person is responsible for development of the total system, that person can work on later groups if all the material is not available for earlier groups.



(3)
When more than one person is assigned to develop course materials, different people can be assigned responsibility for different groups.  Each person can then work relatively independently on a group of LOs, conferring with others as needed.

jj.
Following are some guidelines that should be helpful in dividing the LOs into groups:

(1)
For a particular group, select LOs that bear a close relationship to each other.  Combined, they should make a self-contained group.

(2)
Combine LOs so that the group has a natural beginning and ending point.

(3)
Be sure all LOs are included.

(4)
In general, LOs within the groups will remain in exactly the same order as the original sequence.  However, since dividing LOs into groups should help clarify the total program, do not hesitate to re-sequence objectives where necessary.

(5)
Do not assume that the group of LOs is unalterable.  Subsequent decisions may require reevaluating what should constitute a group.

kk.
Major Divisions of the Course - When all of the LOs for the course are properly sequenced, the divisions of the course can be identified:

(1)
The course is first broken down into major divisions called Units.

(2)
Units are then broken down into lesson topics.

ll.
Use the "natural breaks" method to determine both Units and lesson topics.  Look at the list of sequenced LOs for major changes in subject matter content.  For example:

(1)
One system or sub-system to another

(2)
Going from theory/knowledge to performance/skill

(3)
Going from operations to maintenance

mm.
If a course is to provide training on the operation and maintenance of a hardware system, the natural breaks would be System Operation, then (depending on the size of the system) Preventive Maintenance, and Corrective Maintenance.  Possible Units might be Systems Operation, Preventive Maintenance, and Corrective Maintenance.  Apply a similar process to each Unit.  The natural breaks that appear within each Unit will be the lesson topics.  After all LOs have been sequenced into Units and lesson topics, assign titles to each Unit and lesson topic. Titles should be descriptive of the content of the Unit or lesson topic.  For example:

(1)
Introduction to ...

(2)
Operation of the ...

(3)
Theory of the ...



(4) Knowledge of ...

(5)
Basic Preventive Maintenance of ...

(6)
Advanced Theory and Corrective Maintenance of ...

nn.
Assign consecutive numbers to the sequenced Units and lesson topics.

(1)
Unit Number.  Use whole number digits.  Number the first Unit "1", the second "2", the third "3", and continue using consecutive whole numbers until all Units have been numbered.

(2)
Lesson Topic Number.  Use two-number digits.  The first digit indicates the Unit supported by the lesson topic.  The second digit indicates the sequence in which the lesson topic is taught.

EXAMPLE:
UNIT 2:  AN/APN-154(V) Radar Beacon 

Lesson Topic 2.1
AN/APN-154(V) Receiver-Transmitter Basic Test Setup

Lesson Topic 2.2
AN/APN-154(V) Initial Control Settings and Test Equipment Fam.

Lesson Topic 2.3
Preliminary Turn On Procedures and RT-763 Receiver-Transmitter Operational Check-Out

Lesson Topic 2.4
AN/APN-154(V) Receiver-Transmitter RF Tuning Adjustments

Lesson Topic 2.5
AN/APN-154(V) Control Unit C-4419 Test Bench Setup and Check-Out

(3)
In the preceding example, the Unit Number is 2.  The first lesson topic number in the Unit is 2.1; the second lesson topic number is 2.2.  The remaining lesson topics are numbered sequentially in the order in which they are taught.

3.
LAR - A course development tool containing the TOs, EOs and the skills and knowledge to support the objectives.  The LAR provides listings of skills, knowledge and LOs, and the sequence of those objectives for the tasks that have been selected for training.  (See LAR in Sample Package.)


Note:  A draft LP may be developed in lieu of an LAR to provide a guide for conducting course trials and User/Wing Review.

a.
Construction -

(1)
The Duty/Task statements of the TTL will become the TOs and EOs for the LAR/Draft LP.

(2)
Each lesson topic will begin on a new first page and will contain the following information:

(a)
The lesson topic number and topic title.  (First page only.)
(b)
The TOs.  (First page only.)
(c)
The EOs supporting the TOs and the skills/knowledge factors required to attain them.

(3)
The page format following the TOs will be two columns with the heading divided into EOs (left-hand column) and skills and knowledge (right-hand column).

(a) Each of the EOs will have a corresponding discussion point in the right column which will contain the information necessary for the trainee to successfully attain that objective

(b) Only use technical information that can be traced to an official/form document.

(4)
Generally, tasks are grouped and subordinate tasks will be used to develop the LOs for that lesson topic.

(5)
Each lesson topic of the course is completed in the same manner as previously described.  The pages will be numbered consecutively throughout the LAR in the lower middle of the page.

(6)
A draft Curriculum Outline of Instruction will be developed using the LAR/Draft LP.
b.
Requirements -

(1)
A LAR/Draft LP will be prepared for each course except as noted below:

(a)
The LAR is normally specified as a deliverable item for contractor developed courses.  Contractor developed courses which are delivered without a LAR, do not require a LAR.

(b)
For course revisions, a revised LAR/Draft LP containing the TOs and EOs and the skills and knowledge or outline of the DPs for the revised lessons will be developed.

(c)
Reserve or "Z" courses do not require an LAR.  (See Part X.)

(d)
Submission of the LAR/Draft LP to NAMTRAGRU (N5) is not required.

(2)
The LAR/Draft LP will be reviewed with the user activities.  If the LAR/Draft LP is reviewed with the TCCD, a User Activity Review Statement will be signed by a representative, preferably a senior PO/NCO or Officer of the local user activity.

(3) The LAR/Draft LP will be used to conduct course trials and will be forwarded to counterpart teaching sites for User/Wing/ review as part of the Interim Package.

(4) The LAR/Draft LP of the new/revised course will be retained on diskette by the CCMM until the final LP is approved by the Course Curriculum Model Manager's FTS.
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1.
DESCRIPTION AND PURPOSE - This part and section address one of the major Audit Trail documents of a training course.  The approval of the TCCD serves as the authority to implement and teach the course. The TCCD is a collection of products which expresses, in summary form, the content, structure, and essential management information for the course.  Most of the information has already been developed.  In the TCCD, it is placed in a standard format.  A lot of the information contained in the Training Project Plan (TPP) will be included in the TCCD.  However, during the time since the TPP was submitted, some of the information which was current at that time may be changed or altered in the TCCD.

2.
DEVELOPMENT PROCEDURES - The TCCD consists of Front Matter, Outline of Instruction and Annexes.


a.
Front Matter of the TCCD consists of the following:

(1)
Cover Page - The cover page contains the same information as the TPP cover page, with the identifier "Training Course Control Document For (course title)."  The date (month and year) of preparation or revision will be near the bottom center of the page.  If this is a revision, the date of the previous TCCD will be placed in parentheses under the preparation date of the current TCCD.  The cover page will be page "I" in the Table of Contents, but the number will not be printed on the Cover Page.

(2)
Change Record Page - Will be page ii in the Table of Contents.  It provides space for recording information of each change made to the TCCD.  The information to be recorded is the change number, name of the person making the change and the date the change was entered.

(3)
Table of Contents.

(4)
Foreword - Not required, but serves as a place to explain to reviewers any unique aspects of the course, which may not be apparent from the basic data.

(5)
Curriculum Outline Cover Page - For NAMTRAGRU courses, the standard cover page as shown in the Sample Package will be included.

(6)
Course Data - Should be the same as the Course Data reported in the TPP, updated as required.

(7)
Trainee Data - Consists of the following:

(a)
Personal Physical Requirements.  Physical requirements for a rating (AO, AE, AT, etc.) may be found in the Manual of Navy Enlisted Manpower and Personnel Classification and Occupational Standards, NAVPERS 18068.

1)
Additional physical requirements may be imposed by specialty groups (aircrew, submarine, diver, etc.) which involve many ratings.

2)
The current list of specialty groups is located in the Bureau of Naval Personnel Manual, Article 1830180.

3)
The specific physical requirements for each of the current specialty groups is found in the Manual for the Medical Department, NAVMED P-117.

4)
Physical requirements for training are entered in the CANTRAC and revised as necessary.

(b)
Security Clearance.  This is the security clearance necessary for the course.  It should be noted if a higher security clearance is required by the training site.

(c)
Prerequisites.  This information can be copied from the same entry on the Course Data pages.  An entry of "In accordance with CANTRAC" may also be used.

(d)
Obligated Service.  This information is available in NAVMILPERSCOM manuals.  An entry of "In accordance with the Enlisted Transfer Manual" may also be used.

(e)
NEC/MOS Earned.  List the NEC/MOS that will be earned by completing the training track.

(f) Rating(s) Eligible.  List rating eligible to attend course.

b.
Outline of Instruction - The Outline of Instruction provides the structure and detail of the course.

(1)
Outline of Instruction Summary will show the instructional periods for each unit, topic and course totals.  Topic hours will not include bottleneck time.  See bottleneck under Annexes section.
(2)
Curriculum Outline of Instruction will show the units, TOs, Topics and EOs.

c.
Annexes - TCCD annexes provide the time allocations and resource requirements for the training course.

(1)
Course Master Schedule (CMS (Annex A).  A CMS and CMS Summary Sheet will be developed for all new and revised courses.  The CMS is a vital management tool providing in a single document, the period-by-period subject matter of the course, the time allocated to each sequence of the instructional program and the optimum trainee-to-instructor ratio for each period.  Additionally, the CMS is the basic document from which instructor man-hours are developed, enabling computation and justification of instructor manpower requirements.  The following responsibilities are assigned:

(a)
Course Curriculum Model Managers (CCMMs) will prepare and submit to NAMTRAGRU (N5) a CMS and a CMS Summary Sheet as Annex A to the TCCD for each new or revised course to indicate the period-by-period program for each day and week of the course of instruction.  The CMS Summary Sheet will contain activity and course identification information, along with a summarization of the CMS ratios, periods and other pertinent data.

(b)
NAMTRAGRU (N5) Program Manager will send the CMS and CMS Summary Sheet with the approved TCCD to the CCMM and a copy to the counterpart training sites.  A copy of the TCCD with annexes will be maintained in the Master Training Plan.

(c)
Format for the CMS:

1)
The first column indicates the number of the unit and lesson topic.

2)
The second column indicates the type of instructional situation - class (theory), lab/shop (practical application (PA)) or acft/line/field (practical job training (PJT)).

3)
The third column is the sequential period number (e.g., a 3 week course would have periods numbered 1 through 120).

4)
The fourth column contains a list of the lesson topics.

5)
The fifth column indicates the ideal maximum trainee-to-instructor (T:I) ratio that can be accommodated for each period.

6)
The sixth column indicates the actual T:I ratio that can be accommodated for each period because of limitations.  These periods are referred to as bottleneck ratios.  See the definition of bottleneck in Para 2c(1)(d)5).
(d)
CMS Definitions:

1)
Theory Ratios:  A T:I ratio of 25:1 is the planning standard for formal theory work.  This ratio represents an optimum and has been validated as a planning factor through years of experience and research in civilian and military schools.  This standard is flexible since space configurations, personnel, equipment, aircraft or other factors may sometimes dictate variation.  For example, if a classroom can physically accommodate only 20 trainees, the ratio for those classroom periods should be set at 20:1.  The ratio for progress tests (written) situations normally will be the same as for classroom teaching situations in the same course.

2)
PA/PJT Ratios:  In order to determine the maximum (highest) ratio of trainees per instructor, in consideration of the type of equipment, aircraft, safety and teaching effectiveness for the particular teaching situation, PA/PJT ratios must be based on and be a result of a verification of each such period in the CMS.  The importance of establishing these ratios accurately cannot be overemphasized since manpower determinations cannot yield the correct instructor requirement if the underlying CMS ratios are inaccurate.  The ratio of trainees per instructor for each instructional situation must be set at that point which yields the highest possible ratio without serious detriment to safety or to the quality of training. PA/PJT ratio periods are designed to allow each trainee to perform the hands-on application as determined by the LAR. Attention is directed to establishing, validating, updating and monitoring these ratios.

3)
Dual Instruction:  Normally used in PA/PJT situations where safety of personnel and/or equipment is involved or where split training situations are required.  When establishing T:I ratios for a new or revised course, carefully consider the established criteria.  Once established, where the T:I ratio indicates a requirement for dual instruction, the T:I ratio will be strictly adhered to.

4)
Double PA/PJT Periods:  If it is necessary to use double shifting in a course, the CMS will show the second shift as a duplication of the previous shift and will be denoted by an asterisk (*) to the left of the Topic Number.  At the bottom of each page that shows double shifting, the following note will be annotated:  "* Denotes PA/PJT ratios taught as a second shift.  The periods, per trainee, are doubled without extending class length in days."  The T:I ratio is computed as if the double shifting was not occurring.  Double PA/PJT periods are recommended, where necessary, when extending the length of the course is not feasible.

5)
Bottleneck:  A bottleneck situation exists when restrictions such as lack of equipment, personnel, space or safety preclude the simultaneous advancement of the entire class through a unit of instruction. 

a)
The usual procedure to overcome bottlenecks is to divide the class into groups small enough to be accommodated safely within the restrictions.  While one group is being processed through the segment of training with the restriction, the other group(s) will be in a standby status while awaiting their turn to enter the bottleneck.
b)
Bottleneck periods extend the course length by the number of additional periods required to rotate the groups through the topic with the restriction.  Only these additional periods are the Bottleneck periods.  Therefore a course without bottleneck(s) has Standard periods only.
c)
Bottleneck situations are indicated on the CMS by the addition of a parenthetical ratio, placed in the sixth column.  The number of parenthetical ratios ((3:2) in the sample package) indicates the number of periods required to rotate one group through the bottleneck.  The 3:2 ratio shown in parentheses reflects the actual laboratory ratio for the bottleneck situation.
The 3:1 ratio in the fifth column is the ratio for the entire class.  (e.g., in the sample package there are 3 trainees and 2 instructors in lab (3:2) + 3 trainees and no instructors in standby (3:0); therefore 3:2 + 3:0 = 6:2 which is reduced to the lowest term of 3:1.
d)
It is important to understand that the first segment of training in a bottleneck situation (periods 34, 35 and 36 in the sample package) are standard periods.  The periods necessitated by the requirement to cycle additional groups of trainees through the same lesson topic are the bottleneck periods (periods 37, 38 and 39 in the sample package).
6)
Class Overload:  From time to time, it becomes necessary to exceed the established maximum ratios.  In the event of a class overload, the functional Wing/MAG must be made aware that the possibility of degraded training exists.  Without their written acceptance of any degradation that may occur in the PA/PJT ratios, the class overload should be avoided. Theory ratios normally can be exceeded with no detrimental effects (degradation) to training.  However, when PA/PJT ratios are exceeded, unless the time is extended to allow all trainees to perform at the established T:I ratio or additional instructors and equipment are used, degraded training may result or safety may be compromised.  The OINC may refuse to teach overloaded situations if safety is compromised.

7)
Non-technical time:  The following will not be included on the CMS:

a)
Command/Base/NAMTRAGRUDET/FREST indoctrination, as distinguished from course indoctrination, is normally accomplished prior to formally convening a class.

b)
Field day will not be held during the normal scheduled training day.

c)
Individual medical and dental time, overseas interviews, ceremonies not directly related to the training, and administrative/command time.

d)
Check-in and check-out times.

8)
The CMS Summary Sheet:  The primary purpose of the CMS Summary Sheet is to provide a uniform title/cover sheet for each CMS and to properly summarize certain detailed data contained in the body of the CMS.  Experience has shown that if no formal, standardized method is used to summarize the periods, ratios, etc., for each course, a wide range of errors will appear in the data reported to the MCRF, instructor computations, and other documents.  Such errors have included:

a)
Entry of incorrect number of periods at each ratio.

b)
Ratios that differ in size from those detailed in the Master Schedule (MS).

c)
Ratio periods when totaled do not equal the total course length in periods.

d)
Training workweeks that do not meet the NAVEDTRACOM minimum standard.

e)
Failure to show actual instruction time and the length of time per period of instruction.

f)
Failure to identify the course title, CIN, or the training activity on the CMS.

g)
No justification for other than standard ratios.

9)
Standard Training Workweek:  A minimum of 40 periods a week will be dedicated to technical training subjects.  These subjects may also include essential course indoctrination time and physical training/medical/other time if required as an integral part of the skill training, e.g., diving and salvage training.

(e)
Format for CMS Summary Sheet.  The following information is required:  (See CMS Summary Sheet in Sample Package.)

1)
ACTIVITY - NAVAL AIR MAINTENANCE TRAINING GROUP.

2)
DATE - The date of the CMS Summary Sheet preparation.

3)
LOCATIONS - For each training site enter CDP, MTU number, and location.

4)
COURSE - Short title - must match the NITRAS MCRF.  (Maximum length can only be 16 characters)
5)
CIN - Course Identification Number.

6)
PERIODS PER WEEK - Class periods (hours) scheduled per week, excluding the lunch period.  This will normally be eight instructional periods per day, or 40 periods per week. 

7)
PERIOD LENGTH - 60 minutes.  Actual instructional contact time is 50 minutes followed by a 10-minute break.

8)
CURRICULUM (MASTER SCHEDULE) - This will be the source data for the "Course Periods" section of the MCRF.  Each different T:I ratio that exists in the course and the number of standard periods throughout the course at that ratio will be listed here.  In the sample package, the ratios are 6:1 for 13 hours, 3:1 for 21 hours, and 3:1 for 3 hours for a total of 37 standard periods.
9)
BOTTLENECK PERIODS - Number of periods for each different parenthetical ratio in the course will be shown in the space provided.  

a)
Each different parenthetical ratio and the number of periods for each different ratio in the course will be listed.

b)
In the sample package, there are 3 bottleneck periods at a 3:2 ratio.  This is the total number of periods that would be required for one group to rotate through the bottleneck.
c)
In another situation, if the bottleneck is 2 periods per group of trainees and the number of groups is 4, the total periods will be 8, consisting of 2 standard and 6 bottleneck periods.
d)
In all cases, the number of standard periods plus the number of bottleneck periods equal the course length.
   10)
RATIO JUSTIFICATION - On the bottom of the CMS Summary Sheet, complete justification for any ratios other than 25:1 or the planned maximum class size will be provided.  See the example in the Sample Package.  Use the reverse side of the CMS Summary Sheet if additional space is needed.

(2)
RRL (Annex B).  The RRL is a composite listing of all the material needed to conduct training.  Items to be included:

(a)
Reference List - List in alphanumeric order by type, all the reference documents used in developing and/or conducting the course.

(b)
Visual Information (VI) -

1)
Audiovisual List - List films, CBT materials, videotapes, and videodiscs used in the course.

2) Graphic Aids List - List transparencies, wall charts, photographs, slides, etc.

(c) Interactive Multimedia Instruction (IMI) materials

1) Computer Aided Instruction (CAI)

2) Interactive Courseware (ICW)

(d)
Trainee Handout Materials - List all instruction sheets not contained within the Trainee Guide.  Include the instruction sheet number, title, and the quantities required per class.  If a Trainee Guide is used, the entry for this heading will be, "All instruction sheets for this course are contained within Trainee Guide."

(e)
Equipment Requirements List (ERL) - This includes all the equipment, special tools, and test equipment required to conduct the course.
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1.
TESTING PROGRAM - Guidelines, responsibilities and procedures for the NAMTRAGRU testing program herein were derived from references (a), (b), and (c). 

a.
Examinations used for measuring trainee achievement of course learning objectives (LOs) will be prepared and used per the guidelines as set forth in this instruction.  Testing administration periods will be identified in the Course Master Schedule (CMS).

b.
OINCs are responsible for the implementation of the testing program which provides a measurement of the trainee's achievement of the LOs.

c.
Each CCMM is responsible for conducting the testing program for all courses assigned and will:

(1)
Have the overall responsibility for the accountability of all tests used in the MTU.

(2)
Designate, in writing, a Testing PO/NCO for the MTU.

(3)
At the discretion of the CCMM, an alternate or assistant Testing PO/NCO may be designated.  Duties will be the same as, but subordinate to, the MTU Testing PO/NCO.

d.
The Testing PO/NCO duties are:

(1)
Ensure all tests are stored in a locked container accessible to staff personnel only.

(2)
Establish a log-in and log-out procedure for all tests and maintain a positive inventory of same.

(3)
Ensure test materials maintained in word processing centers on tapes or floppy disks, and those in draft stages, are secured in the same manner as finalized tests.  A computer having test items stored on a hard disk drive will be in an area accessible to staff personnel only.

(4)
Ensure there is a sufficient number of tests, (A and B) to supply the maximum class size for the course.

(5)
Ensure Master Test Booklets are maintained and stored separately from the Trainee Test Booklets.

(6)
Ensure that each copy of the Trainee Test Booklet is serialized with a number for identification and accountability.

(7)
Conduct test item and test analysis per reference (b), Appendix B.

(8)
Ensure all tests are handled and maintained in such a manner as to prevent compromise.  When test booklets become too worn to be used, they will be disposed of in the same manner as classified material.

(9)
Provide answer sheets for use with the test.  These answer sheets must be properly disposed of after use.

e.
The CCMM for assigned courses will:

(1)
Be responsible for preparation and revision of all tests and a Master Test Booklet for each testing situation.

(2)
Use a different version of a test for retesting purposes.  To be considered different, it must contain no test items from the original test but must cover the same material at an equal degree of difficulty.

(3)
Develop tests, Test Answer Key/Test Item Cross-Reference Sheets, Practical Work (PW) Grade Sheets, Performance Grade Sheets and Testing Plans for each course and send them to NAMTRAGRU (N5) for reproduction and distribution with the final approval package, utilizing proper mailing procedures to prevent compromise.  The number of copies distributed will be determined by the CCMM and annotated on the Training Plan Transmittal/Route Sheet (TPT/RS) when submitting the final approval package.

(4)
Ensure all progress tests (written or performance) are numbered sequentially. (Example: The first progress test will be numbered Progress Test No. 1A or 1B. The second progress test will be numbered Progress Test No. 2A or 2B.  There will be a minimum of two versions of each written progress test, sequenced alphabetically after the test number (3A/3B, 4A/4B, ... ).
f.
All counterpart MTUs teaching the same course will administer the same tests for that course.

(1)
Only the CCMM may change a test.

(2)
Counterpart MTUs are encouraged to send suggestions for test improvement to the CCMM.

g.
NAMTRAGRU (N5) will:

(1)
Provide printing services.

(2)
Distribute copies of all tests to each MTU teaching the course.

2.
TEST DEVELOPMENT - For all progress tests in NAMTRAGRU:

a.
The trainee's achievement of each LO will be evaluated.

b.
The criticality of the LO will determine which LOs are tested.  Highly critical LOs must be formally tested.  Less critical LOs may be tested by other means such as practical work or by higher critical LOs.  

c.
The number of test items used to measure achievement of a specific LO will usually vary directly with the complexity of the objective and the amount of time devoted to the training of that LO.

d.
The number, type, and length of performance tests must take the following into consideration:

(1)
Availability of lab equipment

(2)
Availability of support materials/equipment

(3)
Anticipated annual class throughput

3.
PROGRESS TESTS - Include written (knowledge) and performance (skill) testing.

a.
NAMTRAGRU Progress Tests meet the requirements of within-course and final comprehensive tests.

b.
Progress Tests are administered at appropriate points and usually cover several topics.  There is no established number of tests prescribed for testing of a course.  The accepted rule of thumb is that NAVEDTRACOM courses should have one testing situation for approximately every 40 periods of instruction.  Courses with less than 40 periods should be tested as appropriate.  Another accepted rule is that total testing time should not exceed 10 percent of the total course training time.

c.
All tests will be criterion referenced and developed to determine the degree of trainee achievement of the LOs.

d.
The tests will always measure at the same level of learning as indicated by the LOs in the TCCD.  There are five knowledge (K) levels used to help ensure that the knowledge level to which test items are written, and the types of test items selected, are appropriate to the knowledge objective elements.  Following are definitions and examples of the five "K" levels:

(1)
Recognition (K1).  Identifying specific terms, facts, rules, methods, principles, procedures, objects, etc., from the statements or cues presented in the test item.

EXAMPLE:
A test item asking the trainee to identify a particular switch on a piece of equipment by matching its name to a diagram of the switch.

(2)
Recall (K2).  Remembering specific terms, facts, methods, and principles and responding exactly as taught.

EXAMPLE:
A question asking for a definition of a procedure for configuration.

(3)
Comprehension (K3).  Understanding information as shown by interpreting, explaining, translating, or summarizing information.

EXAMPLE:
The act of obtaining specific information from graphs, charts, scales, schematics, manuals, or procedures is a demonstration of comprehension.

(4)
Application (K4).  The ability to use acquired knowledge in a new situation; that is, a situation not specifically demonstrated during instruction, but job-related.  Application questions require examinees to demonstrate knowledge through mental skill exercises.

EXAMPLE:
Solving a computational problem; or, given a circuit diagram, determining resistance values.

(5)
Analysis/Evaluation (K5).  Analysis demonstrates understanding of elements of data and relationships among data that make the meaning of information explicit.  Evaluation involves judgment of the value or effectiveness of procedures or solutions based on data, criteria, and standards.

EXAMPLE:
Asking the examinee to select the best approach to meet a stated objective would require the examinee to know or determine which options would meet the objective (analysis) and which single option would be best (evaluation).

e.
Refer to the LOs in the TCCD to determine which of the five "K" type levels best tests each objective element.  Some objective elements may be adequately tested by one "K" level test item; others with a higher learning level may require more test items to ensure understanding.  These items must be written no higher than the objective specifies.

f.
Tests may be administered orally on an individual basis, as deemed appropriate by the test administrator.

4.
WRITTEN TESTS (Knowledge) – LOs, which require the trainee to demonstrate the ability to recall or apply facts, principles, concepts, etc., are usually tested by written tests.  Written tests in technical courses are used to determine if a trainee has attained the knowledge and understanding necessary for performance of a skill.  They measure the trainee's ability to recall, comprehend, analyze, and evaluate technical data.  Written test item types include:  completion, multiple-choice, matching, etc.  The selection of a test item type to measure the achievement of an objective is based on the level of the knowledge or skill being acquired and the way the knowledge is used on the job.

a.
Test items are written to measure trainee achievement.  The test items will measure the trainee's attainment of the LO at the learning level determined by the Behavior, Condition(s) and Standard of the objective.

b.
Written test items may be developed in either of two categories, closed-book or open-book.  As test items are selected, they will be grouped according to objectives and placed on the test based on their teaching sequence.

(1)
A closed-book test item requires no supporting reference document for its proper administration.  A closed-book test item may contain an illustration.

(a)
Develop closed-book test items when the LOs require that the information be remembered.  An important consideration in job-specific testing is measuring the trainee's mastery of knowledge in the way that the knowledge is required on the job.

(b)
Before an item is designated a closed-book item, ensure that the knowledge tested is normally known on the job without reference to documentation.  This is typically the case in immediate or emergency action procedures, some casualty operating procedures and certain safety/security procedures.

(c)
Questions that probe for understanding and items that require the remembering of rules, facts, or concepts are examples of closed-book test items.

(2)
An open-book test item requires the support of a specified reference document for its proper administration.

(a)
Develop open-book items when the LO does not require that the information be memorized.  When the knowledge element being tested is contained in a step of a documented procedure, which is usually referenced on the job, the test item should be designated as open-book.

(b)
When the knowledge is seldom used and an immediate response on the job is not required, the item should be developed as an open-book item.

(c)
Test items may be developed to cover more than one knowledge element when identified in the LO to be tested.  The following example was developed to measure knowledge of the functional operation of the Radar Beacon (AN/APN-154(V)).  In addition, the item requires the trainee to locate information in a reference document.

EXAMPLE:
State the purpose of R-210 in the AN/APN-154(V) power supply.

(d)
It is important that items be selected on the basis of their appropriateness for testing the specified LOs.

(e)
The equipment name or designator should be stated within the test item.

EXAMPLE:
What circuit in the AN/APN-154(V) activates the pulse transformer?


c.
Written test items most often used are in the multiple choice, matching, completion, true/false or labeling type formats. This section contains examples of some of the formats, describes their utility for testing, and provides guidelines and rules for constructing job-specific test items.

(1)
The multiple-choice format is the most popular in technical training testing.  The items must measure the knowledge and skills required to function on the job, as defined by the LOs.  Guidance for stems and alternatives is as follows:

(a)
Stem Construction - A cardinal rule in test item development is to communicate effectively.  Stem construction should be per the following:

1)
The stem must include all information, conditions, assumptions and details.

2)
The stem should be phrased positively.

3)
Words, phrases, etc., in the stem should pertain to all alternatives.

4)
If the test item uses an illustration, it should be referenced in the stem by figure number.

5)
Question type test items should be complete sentences, punctuated with a question mark at the end of the sentence.

6)
Punctuation should precede or follow the completion position in an incomplete statement type test item, so that all alternatives are grammatically correct if placed in that position of the stem.

7)
For standard format items, every effort should be made to prepare stems in the question form.  An exception is those cases where the question form would make the test item grammatically clumsy/difficult to understand.  In these cases, use the incomplete statement form.

(b)
Alternative (Distractor) Construction - Each multiple-choice test item has one correct answer and three distractors. Distractors should be plausible but clearly incorrect, and should fit well with the stem.  The difficulty of the item will depend largely upon the distractors.  Distractors should be based upon common misconceptions.  The following requirements apply to the development of multiple-choice test items:

1)
The item must have only one correct answer.

2)
All alternatives must be closely related.

3)
The use of interrelated answers (such as: "C" is true if "A" and "B" are false) should never be used.

4)
Use terminology that is familiar to the trainees and is used on the job.

5)
Alternatives should be of the same length and complexity.

6)
Alternatives of "all of the above", "none of the above", "always" and "never" should not be used.

7)
Negative wording is confusing and should not be used.

8)
Incomplete statement test item alternatives must match that of the item stem.

(2)
True-False - A two-response multiple-choice item that is used when only one plausible alternative to an item exists.  This type of test item asks the trainee to use logic in identifying which of the associated components could or could not cause the stated problem.  The true-false test item's primary drawback is its susceptibility to guessing the correct response.

(a)
True-False Test Item Construction:

1)
The stem (descriptive statement) must include all relevant information required to correctly answer the item.

2)
The stem must be concise and clear, and the proposition to be judged as true or false must be evident.

3)
The identification (True/False) must precede the descriptive statement or stem.

4)
A false statement must be consistent with a typical misconception.

5)
Specific determiners, such as:  always, never, none, all, may, and sometimes will not be used.

6)
Descriptive statements will be short.  Long statements are harder to read and more difficult to judge true or false.

7)
When possible, state each item positively to minimize confusion.

8)
True-False test items will not be lifted directly from the TCCD.

(3)
Matching - The standard matching format consists of two lists containing related words, phrases, or symbols.  The trainee is required to match elements on one list with associated elements on the other list.  The matching items are ideally suited for testing topics dealing with:  recognition, explanation and understanding. Generally, a matching exercise is used when it is difficult to develop plausible distractors or the items are closely related.

(a)
Matching Test Item Format - There are several variations of the matching exercise and each depends upon the subject matter content, test objective, etc.  The traditional matching test item consists of a stem and two columns listed below the stem. The stem provides directions on how the trainee must match the items in the two columns.  One column represents the questions and the other consists of the answers.

(b)
Matching Test Item Construction - Rules that should be followed in constructing the matching test items are as follows:

1)
The stem must clearly specify how the trainees are to match the questions and answers.

2)
The question items are placed in the left hand column, and the response items are placed in the right hand column. Each question item will be treated as a single test item.

3)
When feasible, the response list should consist of single words, numbers, codes, symbols, etc.

4)
The lists must be closely related to provide a good discrimination of knowledge.

5)
The question list should contain between four and eight items.  More responses than questions should be included to reduce the effect of guessing.

(4)
Completion Test Items - Require the trainee to complete a sentence by supplying the correct word or phrase.

(a)
Test items will be constructed to ensure there is only one correct and indisputable answer.

(b)
The number of blanks will be kept to a minimum and placed at or near the end of the item.

(5)
Labeling - Labeling test items are constructed by using drawings or illustrations of items which the trainee will identify in blank spaces provided.

Note:  Table III-C-1 provides guidelines for selecting test item types based on the LO behavior or level of learning.

d. NAMTRAGRU test items will be multiple choice, true/false, or matching. 
This is to ensure compatibility with the AMTCS TEV module.

e. Procedures for developing tests using the AMTCS TEV module are outlined in reference (z).

TABLE III-C-1. Learning Level to Test Item Comparison

	Learning

Level


	Multiple

Choice


	Cluster

True

False
	Matching


	Completion


	Labeling



	Recognition
	X
	X
	X
	
	

	Recall
	
	
	
	X
	X

	Comprehension
	X
	X
	X
	X
	X

	Application
	X
	X
	X
	X
	X

	Analysis/

Evaluation
	X
	X
	
	
	X


5.
WRITTEN TEST FORMAT - Tests are formatted using NAMTRAGRU Macros.  See the Sample Package for examples.

a.
Master Test Booklet - Is compiled upon the completion of test item development.  It provides those items necessary for the administration of the test and consists of a Cover Page, Test Instructions for the Proctor, Test Answer Key/Test Item Cross-Reference Sheet and a Trainee Test Booklet.  When Test Answer Sheet requirements differ from the standard multiple choice type answer sheets, a copy of those answer sheets will be made a part of the Master Test Booklet.

(1)
Cover Page - Provides identification of the test.

(2)
Test Instructions for the Proctor - The proctor guide provides testing guidance to the proctor and trainee.

(3)
Test Answer Key/Test Item Cross-Reference Sheet - Provides complete and accurate answers to the test given, cross-referenced to the test item number, topic number and the LO numbers.

(4)
Trainee Test Booklet - Provides the trainee with test instructions and test items and consists of:

(a)
A Cover Page identifying the test by title, serial number, and number of items and their applicability.

(b)
Test Instructions to the Trainee will contain a list of directions that clearly specify how to fill out the answer sheet, ramifications of cheating and handling of test answer sheets and test support materials.

(c)
The test, which will consist of test items as discussed in paragraph 4.

6.
PERFORMANCE TESTS (Skill) - Objectives that require demonstration of observable skills are tested by performance tests.  Performance tests are sample work situations requiring the trainee to demonstrate the practical application of a skill or an operation as an essential part of a job or task.  Performance is observed and evaluated under the Conditions and Standards as stated in the LOs.  Evaluation is based upon predetermined checklists and rating scales that include the steps to be evaluated, the performance standards and the administrative guidelines.  Either the process or the product, or in some instances both, will be evaluated.

a.
The process test is best used when measuring achievement of well-defined steps (a procedure that must be performed in a proper sequence).  The test proctor, having a list of the steps that are required, evaluates the steps as they are performed by the trainee. Since close observation is required by the proctor, a one-to-one testing situation is desirable.  Alignment, adjustment, and calibration of electrical or mechanical equipment are examples of skills requiring close observation.

b.
The product test is best used when the actual step-by-step procedure is of little or no significance.  Only the end result, the final product, is evaluated.  The trainees' product serves as a measure of their performance.  Examples of product performance testing are: soldering, welding, troubleshooting, or completing a prepared form.

c.
If the objective calls for group or team performance, the proctor will rate each trainee according to the individual's performance and participation in the group or team.  A trainee will not be given a performance grade for just reading directions to other trainee(s) from a technical manual.

7.
PERFORMANCE TEST FORMAT - Tests are formatted using NAMTRAGRU Macros.  See the Sample Package for examples.

a.
Master Test Booklet - Provides those items necessary for the administration of the performance test and consists of a Cover Page, Test Instructions for the Proctor and a Trainee Test Booklet.

(1)
Cover Page - Provides identification of the test.

(2)
Test Instructions for the Proctor - Provide the proctor with instructions for administering the test, a description of the test and related information.  The instructions will provide the proctor with detailed step-by-step procedures for establishing the test conditions and will be organized and outlined in a manner which is easy to read and follow.  The descriptive statements to be presented to the trainee will provide information necessary for the trainee to take the test.  Specific areas may be as follows:

(a)
Test description.

(b) Job to be performed and exactly what the trainee is to do.

(c)
Level of assistance permitted.

(d)
Scoring procedures, including critical steps which may result in mandatory failure of the test.

(e)
List of tools, test equipment and materials required for performing the test.

(f)
Time limit allowed and the relationship of time to the score.

(g)
Safety precautions which must be observed during the test with specific warnings about any unusual conditions that exist.

b.
Trainee Test Booklet - Provides the trainee with guidance for performing the test and consists of a Cover Page, Instructions to the Trainee, a Job Sheet and an Evaluation Checklist.  The Trainee Test Booklet will be an exact copy of the Trainee Test Booklet in the Master Test Booklet.

(1)
The Cover Page provides identification of the test.

(2)
Instructions to the trainee for the performance test provide directions to be followed by the trainee.  Specific areas may be as follows:

(a)
Task or job description.

(b) List of tools, test equipment, and materials required for performing the test.

(c) Special precautions/procedures.

(d)
Additional steps required during testing.

(e)
Performance considerations such as instructor check points throughout the test and any other considerations.

(3)
Job Sheet - Provides guidance to the trainee during test performance.  Performance test Job Sheet problems will be consistent with but not identical to those used during instruction of the course.  The Job Sheet is normally developed before the proctor guide, since the information provided by a completed Job Sheet supports the development of the proctor guide.  The Job Sheet has four sections:

(a)
Introduction - This section describes the purpose of the Job Sheet and what the trainee is expected to do.

(b) Equipment - This section lists the tools, test equipment and materials required for the performance of the job.

(c) Reference(s) - Publication(s) required to perform the steps on the Job Sheet are listed in this section.  Each reference must fully identify the document by number, volume, part (as applicable), and complete title.

(d)
Job Steps - This section consists of step-by-step procedures for performing operation, maintenance, troubleshooting, or repair during the performance test.

8.
GRADING GUIDELINES - Written Tests, Performance Tests and PW.  See the Sample Package for examples.

a.
Written Test Grading - Seventy-five (75) is the minimum passing grade for all NAMTRAGRU written tests although individual test items may require 100 percent accuracy.

(1)
If trainees fail a test, they will receive remedial training and be retested.

(2)
Trainees passing the retest will be assigned the minimum passing grade.

(3)
Trainees failing the retest will be counseled and subject to an Academic Review Board.

b.
Performance Test Grading - Performance grades will be assigned when training time has been devoted to performance tests.  Evaluation involves the observation and critique of a trainee's performance by an evaluator and is recorded on the evaluation checklist.  Checklists should be developed to include factors to be evaluated and performance standards for each factor.

(1)
Performance can be evaluated by the following methods:

(a)
Observing work in progress.

(b) Measuring completed work.

(c) Checking operation of equipment after completed assembly.

(d)
Physical testing of the finished job.

(e)
Skill in using tools and compliance with required safety precautions.  Care of equipment can also be checked effectively by performance tests.

(2)
Evaluation Checklist - Two methods, "Yes/No" and "Rating Scale", are provided on the checklist.  An asterisk (*), identifying a step deemed to be significant or critical, e.g., procedure or safety hazard, will be placed to the left of the step number.  This checklist is a sample only, there can be many variations which may be as unique as the performance test requires.

c.
PW Grading - When PW time exceeds 10 percent of the course time, PW grades will be assigned.  In NAMTRAGRU, PW usually involves practice performance exercises in the laboratory or on the aircraft.

(1)
PW grading sheets will be developed to provide a high degree of objectivity in assigning PW grades.

(2)
The sample Practical Work Grade Sheet shows only a few of the areas which could be graded.

(a)
The CCMM is responsible for determining which areas in the course merit a PW grade.

(b)
To determine the PW grade, take the sum of the actual points column and divide by the sum of the maximum points column. Convert the resulting decimal to a percent for the PW grade.

d.
Final Grades - Computed by combining all grades according to their relative value as outlined on the test weight sheet in the testing plan of each course.

9.
MAINTENANCE MANUALS - Include all referenced manuals used in the course.

a.
In the LOs of NAMTRAGRU courses, the terms "use of" the maintenance manual is a condition and "in accordance with" or "per" the maintenance manual is the standard.

b.
Some jobs are so detailed and complex that the use of the maintenance manual is required every time the job is performed.

c.
Since the LO Conditions and Standards should approximate the job performance or "real world" Conditions and Standards, the LO Conditions and Standards should be based on reasonable expectations after a given period of time in training.

d.
The training Conditions and Standards should be set so that they are attainable yet still reflect actual job Conditions and Standards.

10.
TEST REVIEW - Each testing situation will be reviewed.

a.
Test items will be reviewed with the trainees after the test.

b.
If an incorrect response was made, the correct information must be reviewed/retaught.

c.
See paragraph 8 for grading guidelines.

11.
TEST ITEM VALIDATION - Test items must be validated to ensure they are technically and grammatically accurate and adhere to the guidelines presented in preceding paragraphs.  The validation process must be conducted by technically qualified subject matter experts rather than the test item author.  Test validation data and records will be retained in the master test folders.  The individuals validating the test item must answer the following questions:

a.
Is the item technically accurate and the correct response keyed?

b.
Does the item have a direct content match with the objective it was written to measure?

c.
Does the item measure a critical knowledge element of the task associated with the objective?

d.
If memorization of the knowledge being tested is required for competent performance on the job, is the item identified as a closed-book item?

e.
If the knowledge being tested is normally looked up during performance of on-the-job task(s), is the item either identified as an open-book item or is the essential reference material supplied with the test item as an illustration?

f.
Is the item written at the appropriate knowledge level?

g.
Is the item written to the appropriate training level?

h.
Are all words spelled correctly, and is the item grammatically correct?


12.
TEST ITEM AND TEST ANALYSIS - Will be conducted per reference (b), Appendix B.

13.
TESTING PLAN - A document outlining the testing procedures for a course. Testing plans will be submitted with the Final Approval package.  See the Testing Plan in the Sample Package.  The sample is for guidelines only, since each individual course may have unique requirements that will require a different format and/or additional elements.  A NAMTRAGRU testing plan macro will be used which will provide for general testing plan requirements.  Testing Plan Elements are as follows:

a.
Cover page - Will consist of:  Title of document (Testing Plan), Course Title, CIN, identification of the CCA (NAMTRAGRU), and date of preparation.

b.
Description of progress tests and methods used to determine trainee's grade.

c.
Testing constraints (manpower, equipment, space, etc., if applicable)

d.
Grading and weighing criteria.

e.
Minimum passing grade and rationale for tests and course.

f.
Schedule of when the tests are given and a list of the objectives covered by each test.

g.
Review, remediation and retesting procedures.

14.
SECURITY CLASSIFICATION MARKINGS - For classified testing material:

a.
Cover pages of tests containing classified information when completed will be marked with the same classification/downgrading data required for the trainee guide cover page.

b.
Each classified test item must be marked with a (U), (C), or (S) after its number to indicate classification.  Individual distractors should not be marked.

c.
The test answer key/test item cross-reference sheet will carry the highest overall classification of any test item.
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1.
LESSON PLAN (LP) ELEMENTS - LPs are composed of Front Matter and Lesson Topic (LT) elements assembled in a classified or unclassified volume and developed in sufficient depth so that a newly assigned instructor may use them as the primary teaching document.  The Master Training Plan LPs will not be personalized and will not be used as teaching documents.  LPs used for teaching will be personalized by annotation or by the insertion of additional pages.  The personalized LP is the instructor's plan.  If the personalization information is of a nature that should be included in all LPs, a change or the recommendation for a change will be generated.  The course effectiveness is determined by the correctness of the LPs.  Outdated LPs will guarantee an ineffective presentation.  Therefore, the updating and refining of LPs will be continuous.


2.
LP FRONT MATTER - Each page, except the title page, has a two line running header consisting of the phrase LESSON PLAN and the CIN.  If there are multiple volumes, the volume number will follow the CIN.  LPs should be split into volumes if they exceed approximately 200 sheets of paper. See the LP example in the Sample Package for format.  The front matter consists of the following elements in this order:

a.
Title Page - A title page will be prepared for each LP.  The title page information will include the phrase LESSON PLAN, Course Title, CIN, revision number in Alpha characters (if required), CCA (NAMTRAGRU), the date (month and year) of preparation or revision (if this is a revision, the date of the previous LP will be placed in parentheses under the preparation date of the current LP.)

b.
Change Record Page - This page provides space for recording information of each change made to the LP when the change is approved. The information to be recorded is the number and description of change, name of the person making the change and the date the change was entered.

c.
Table of Contents Page(s)

(1)
Under the heading Table of Contents, for a single volume LP, list:

(a)
Front matter elements such as change record, security awareness notice, etc.

(b)
All LTs by their number and complete title in the order in which they are presented.  LT numbers are composed of the unit and lesson numbers.  The first lesson in Unit One will be listed as 1.1.  The fourth lesson in Unit Three will be listed as 3.4.

(2)
Under the heading Table of Contents for a multiple volume LP, list:

(a)
In the first volume, the complete contents of all volumes in the LP.  Classified LTs will be indicated by an asterisk before the LT number with a note at the bottom of the page stating that the marked LTs are contained in a classified LP volume.

(b)
In subsequent volumes, only the LTs in that volume will be listed by their number and complete title in the order in which they are presented.

d.
Security Awareness Notice Page - Each LP will bear the highest security classification demanded by its contents.  Under the heading Security Awareness Notice:

(1)
State whether classified material is contained in the course or not.

(2)
Describe procedures for handling and safeguarding classified materials used in the course.

(5) Refer to references (d) and (o) on Security Program Regulations to ensure that all training materials are marked and handled per the latest policy guidance.


e.
Safety/Hazard Awareness Notice Page (s) - Under the heading Safety/ Hazard Awareness Notice:

(1)
Identify hazards to personnel and equipment.  State whether or not hazardous materials are used in this course.  List all materials that the trainee will use.

(2)
Provide special direction to personnel concerning safety.

(3)
Provide safety precautions per reference (p).

(4)
Provide specific policy on Training Time Out (TTO).

(5)
Describe the purpose of the Pre-Mishap Plan.

(6)
Provide instructions for the reporting of safety and hazard violations.

(7) Identify relevant documentation containing specific precautions and preventive measures.

(8)
Describe the Operational Risk Management (ORM) Program.


f.
Terminal Objectives (TOs) Page(s):

(1)
TOs listed on this page will be the same as listed in the TCCD Outline of Instruction.

(2)
List the TOs in numeric sequence.

3.
LESSON TOPICS (LTs)

a.
LTs are organized into units and topics.

(1)
The units and topics are numbered the same as in the TCCD Outline of Instruction.  Topics may be any combination of classroom/ laboratory/aircraft time.
(2)
Units are listed in the Table of Contents for organization purposes but there are no unit pages.

b.
Each LT contains two parts:

(1)
Topic Pages.

(2)
Discussion-Demonstration Activity (DDA) pages.

c.
Each page of the LT:

(1)
Has a three-line running header:

(a)
First line contains the phrase Lesson Plan.

(b) Second line contains the unit number, unit title, CIN and, if required, the revision alpha character and change number.

(c) Third line contains the LT number and title.

(2)
Has on all following Topic and DDA pages, the LT Number and title flush left under the unit number and title.

(3)
Displays all Topic page information in dual columns of approximately the same width.

(4)
Displays all DDA page information in dual columns, the first approximately twice the width of the second.

d.
Topic Pages - Topic pages will list:

(1)
Allocation of classroom, laboratory and aircraft time.

(2)
Enabling objectives.

(3)
Trainee preparation materials.

(4)
Instructor preparation guidelines.

e.
After the headings Class, Laboratory, and Aircraft, list in standard periods, not in hours or minutes, the time required to teach the LT one time, regardless of the number of times it will be necessary to repeat the LT to accommodate bottlenecks.  New or revised course from the effective date of this publication will have periods listed as described.
(1)
Periods are defined as 60 minutes, consisting of 50 minutes of instructional time followed by a 10-minute break.

(2)
Time will not be listed in fractions of a period.
(3)
The time displayed represents the total time necessary to present the LT or to conduct one laboratory or aircraft session.  (For example, a two-period aircraft session which must be conducted with three groups will be shown as two periods, not six.)

f.
Under the heading Enabling Objectives (EOs), list the EOs in the order in which they are taught.  EOs will be the same as listed in the TCCD.

g.
Under the heading Trainee Preparation Material, list Trainee Support Material and Reference Publications as required.

(1)
Under the heading Trainee Support Material, list all trainee handout materials such as the Trainee Guide (TG).  The TGs will contain Instruction Sheets required to conduct the lesson.  If no support materials are required, state None.

(2)
Under the heading Reference Publications, list all reference material to be read by the trainee, such as technical manuals or instructions.  If no reference publications are required, state None.

(a)
All references will be listed by identification number/ publication number and full title. and source.

(b)
Any publication listed here will also be listed as an instructor Preparation Reference Publication.

(3)
Trainee Preparation Materials will usually be listed in the DDA pages as part of the assignment of the previous lesson.

h.
Under the heading Instructor Preparation:

(1)
Enter the phrase, Review Assigned Trainee Materials.

(2)
Under the heading Reference Publications, list all references which are cited as "Refer to" or "Reference" in the Related Instructor Activity (RIA) column.

(a)
All references will be listed by identification number/ publication number and full title.

(b)
No reference will be listed under Reference Publications if it is not cited in the RIA column.

(3)
Under the heading Training Materials Required, list all support materials which are required for the instructor to conduct the LT, such as wall charts, transparencies, CBT materials and fault insertion guides.

(a)
Support materials will be listed by type and identification number.

(b)
If all Instruction Sheets are bound into a Trainee Guide, list "Trainee Guide" and CIN number.  If they are issued separately, list the individual Instruction Sheet by type and number. 


i.
DDA Pages - DDA pages consist of two columns labeled Discussion Point (DP) and RIA.

j.
Under the heading Discussion Point, list all points to be covered, in the proper sequence for presentation, including all sub-points necessary to ensure the proper level of coverage for each DP.  There will be a DP to support each Lesson Topic (LT) EO.
(1)
The first DP will be numbered 1 and will be the introduction to the lesson.  During the introduction:

(a)
Provide an overview of the LT.

(b)
Provide motivational statements on the importance of the subject matter.

(c)
Review any safety precautions and operational risks related to the LT.  This includes hazardous materials and TTO procedures. Under the heading Discussion Point, in each instance where a trainee will use a hazardous material, incorporate the following:  "Have each trainee read the applicable MSDS and sign a statement of understanding."

(2)
The second DP will be numbered 2 and titled "This Lesson Topic".  Under this DP the Topic EOs will be explained to the trainees.  All DPs that follow will:

(a)
Be numbered consecutively, starting with 3.

(b) Support the LT EOs.

(c) Be presented in objective sequence.

(d)
Cover facts, concepts, principles and procedures that trainees must know to accomplish the tasks being trained.

(e)
Break down the general concepts into their simplest component parts and segments, which are presented one by one.

(f)
Be presented in sufficient detail to lead the instructor smoothly and comprehensively through all portions of the presentation.

(g)
Detail information which may range from minimal to a level where no research of the technical documentation is necessary.

(h)
Use key words or phrases to guide the instructor's presentation.

(i)
Leave ample space between DPs for the instructors to insert notes and examples as part of their personalization of the LT.

(j)
Use the outlining format for the LPs as shown in Figure IV-1.

(k)
Only use technical information that can be traced to an official/formal document.

	
Format guide for all training documents in NAMTRAGRU courses.
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FIGURE IV-1.  Outlining Format

(3)
A DP labeled Summary and Review will:

(a)
Be a review of the DPs.

(b) Condense and repeat the principal points of the LT.

(c) Condense and repeat the EOs.

(d)
Check the trainee's comprehension of the LT by providing review questions/problems.

(4)
A DP labeled Assignments will inform the instructor to:

(a)
Direct the trainees to Instruction Sheets which will assign homework to reinforce the LT material.

(b)
Direct the trainees to Instruction Sheets which will assign trainee preparation for the next LT.

(c)
If there is no assignment, state None.

(5)
The Application DP directs the instructor to administer tests or to tell the trainees when the tests will be administered.  Also used to direct the trainees to an Instruction Sheet, usually a Job Sheet, which assigns a problem or a laboratory/aircraft exercise that allows the trainee to practice what has been taught.  If there is no Application, state None.

(6)
When safety is part of a DP, it should begin with the words "Safety Precaution", followed by the specific information.

(7)
When there are multiple training sites:

(a)
Verify that each site has the equipment, facilities, etc., before including the requirement in the LT.

(b)
Site-unique requirements, which cannot be changed to a standard, will require a site specific alternative DP or special instructions to the instructor.

k.
Under the heading RIA will be instructor specific directions which:

(1) Aid the instructor in presenting the DP.

(2)
Are keyed/numbered to correspond to the DP to which they relate.

(a)
There does not have to be an entry in the RIA column for every entry in the DP column.

(b)
There must be an entry in the DP column for every entry in the RIA column.

(3)
Refer to reference documents that the instructor can use to prepare to teach a particular DP or the LT.

(4)
Refer to Instructional Media Materials (IMM) and appropriate demonstrations that are to be used to support DPs.

(5)
List actions to be performed by the trainee during the presentation of instruction such as take notes, refer to, etc.

(6)
Provide guidance to the instructor on how to present the DP such as draw on chalkboard, demonstrate procedure, refer to NAVAIR Manual 00-35B-16, etc.

(7)
Use the phrase "Reference..." to direct the instructor where to locate information needed to prepare to teach a DP.  Each time a reference is listed in the RIA column, list it by complete number.

(8)
Use the phrase "Refer to..." to direct the instructor to use in the presentation a particular reference, document or instruction.

(9)
Use the phrase "Display..." to direct the instructor to use a particular IMM referenced by identification number.

(10)
Refer to Instruction Sheets by type and number such as Job Sheet 4-2-4, in the order of their use within the LT.

(11)
Cite or assign all Instruction Sheets provided in the Trainee Guide.

(12)
Provide additional information on DPs to be emphasized, such as safety precautions.

(13)
Describe demonstrations to be performed by the instructor.

(14)
Provide guidance for administering trainee laboratory/aircraft practice sessions.

(15)
Provide directions to the instructor for environmental requirements such as temperature, lighting, ventilation and cleanliness.

(16)
Indicate Computer Based Training (CBT) materials with the phrase "Present ... using CBT Material."  Insert in the blank the system or subsystem that will be discussed or similar wording.
4.
LESSON PLAN (LP) SPECIFICATIONS

a.
LPs will be oriented horizontally, that is 11" X 8 1/2" on standard paper.  This is often referred to as landscape layout.

b.
LPs may be organized into one or more volumes.  It is not necessary to repeat all elements of the front matter for each additional volume. 

c.
LPs will be printed on both sides on the sheets, head to foot.  The phrase "This page intentionally left blank" will not be used on blank pages unless all pages must be accounted for because the LT is classified.

d.
Front Matter pages will be numbered:

(1)
Consecutively, using Arabic characters.

(2)
In the lower right-hand corner of the page.  A page number is not placed on the Title page; however, it is counted as page 1.

e.
LT pages will be numbered:

(1) Consecutively within the LT using Arabic characters.

(2)
In the lower right-hand corner of the page.  The number will consist of the unit number, LT number and sequential page number. For example, the LT page number 4.10.3 will translate as:  Unit 4 - LT 10 - page 3.

5.
LP REVISIONS AND CHANGES -

a.
If components of a LP are revised as part of a revision, an alpha character starting with "A" for the first revision will follow the CIN on the Title page and a new publication date will be shown above the original or last revised date.  The original date or last revised date will be shown in parentheses.  The Change Record Page will be replaced during a revision and will have no entries. on it.  Revisions are discussed in Part VI-B and require the submission of a TPP.

b.
If components of a LP are changed as part of a change, the term CH, with a number starting with "1" for the first change, will follow the CIN on every page affected by the change.  Example C-123-4466 CH 4.  All changes are entered on the Change Record Page.  Changes and their routing are discussed in Part VI-B.

c. Interim Changes are entered by the instructor.  The entry is noted on the Change Record Page.  The CCMM will retain all Interim Changes for inclusion in later Revisions or Changes as appropriate.  Interim Changes and their routing are discussed in Part VI-B.
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1.
DESCRIPTION AND PURPOSE - The Trainee Guide (TG) consists of Front Matter and a series of Instruction Sheets assembled in separate classified and unclassified volumes which collectively provide the trainee with the supplementary material (in addition to technical manuals) needed for successful completion of a particular course of study.  The TG is prepared in coordination with the Lesson Plan (LP).  The TG should not duplicate existing documents and manuals.  It is designed to be used in conjunction with them as software training materials for a course.  At times, however, it is more efficient to duplicate a few pages from a manual if, for example, the manual is very large or has classified sections.


2.
FRONT MATTER - The front matter of the TG consists of the following elements:

a.
Cover Page

b.
Table of Contents Page(s)

c.
Security Awareness Notice Page(s)

d.
Safety/Hazard Awareness Page(s)

e.
How to Use Your Trainee Guide Page(s)

f.
Terminal Objectives Page(s)

3.
FRONT MATTER SPECIFICATIONS - Specifications for development of the Front Matter are as follows:

a.
Cover Page - Will include the phrase TRAINEE GUIDE FOR, Course Title, CIN, revision number using alpha characters (if required), CCA (NAMTRAGRU), Volume number (if required), Classification (if classified), the date (month and year) of preparation, revision or change.


b.
Table of Contents Page(s)

(1)
Under the heading Table of Contents, for a single volume TG, list:

(a)
Front Matter elements such as safety awareness notice, security awareness notice, etc.

(b)
Each Instruction Sheet by Lesson Topic (LT) number and complete title in the order in which they are presented.  LT numbers are composed of the unit and lesson numbers.  The first lesson in Unit One will be listed as 1.1.  The fourth lesson in Unit Three will be listed as 3.4.

(2)
Under the heading Table of Contents, for a multiple volume TG list:

(a)
In the first volume, the complete contents of all volumes in the TG.  Instruction Sheets for classified lessons will be identified by an asterisk before the LT number with a note at the bottom of the page stating that those sheets are contained in a separate classified volume of the TG.

(b)
In subsequent volumes, only the contents in that volume will be listed by their number and complete title in the order in which they are presented.

c.
Security Awareness Notice Page

(1)
Each TG will bear the highest security classification demanded by its contents.

(2)
Under the heading Security Awareness Notice:

(a)
State whether classified material is contained in the course or not.

(b) Describe procedures for handling and safeguarding classified materials used in the course.

(c) Refer to references (d) and (o) on Security Program Regulations to ensure that all training materials are marked and handled per the latest policy guidance.


d.
Safety/Hazard Awareness Notice Page(s) - Under the heading Safety/ Hazardous Awareness Notice:

(1)
Identify hazards to personnel and equipment.

(2)
Provide specific directions to personnel concerning safety.

(3)
Provide safety precautions per reference (p) for the protection of personnel and equipment.

(4)
Provide specific policy on TTO.

(5)
Describe the purpose of the Pre-Mishap Plan.

(6)
Provide instructions for the reporting of safety and hazard violations.

(7)
Identify relevant documentation containing specific precautions and preventive measures.


e.
How to Use Your Trainee Guide Page (s) - Will include a general description of the composition, function and use of the Instruction Sheets and the TG.

(1)
Types of Instruction Sheets contained in the TG.

(2)
How to use the Instruction Sheets.

(3)
The types of examinations administered in the course.

f. Terminal Objectives (TOs) Page (s) - TOs listed on this page will be the same as listed in the TCCD Outline of Instruction.  List the TOs in numeric sequence.


4.
INSTRUCTION SHEETS - TG Instruction Sheets consist of the following:

a.
Information Sheet

b.
Outline Sheet (Required)

c.
Diagram Sheet

d.
Job Sheet

e.
Assignment Sheet

f.
Problem Sheet


5.
INSTRUCTION SHEET SPECIFICATIONS - Specifications for Instruction Sheet development, regardless of Instruction Sheet type, are as follows:

a.
Instruction Sheets are organized by Units and LTs.  Units and LTs are numbered according to the TCCD Outline of Instruction.

b.
Instruction Sheets are arranged according to the sequence in which they are used within the LT they support.

c.
Pages of Instruction Sheets are normally vertically oriented on standard paper (8 ½" x 11").  This is most commonly referred to as portrait layout.

d.
Each Instruction Sheet has a running header.

(1)
The first line contains:

(a)
The phrase TRAINEE GUIDE.

(b) CIN.

(c) Revision number in alpha characters (if applicable).

(d)
The word "Change" with numerals in Arabic numbers (if applicable).

(d)
Volume number if a multi-volume TG.

(e)
Security classification (if applicable).

(2)
The second line is blank.

(3)
The third line is centered and includes the Instruction Sheet type and its number.  Each Instruction Sheet is identified with a three-element number which relates the Instruction Sheet to the Unit/LT in the TG it supports or supplements.

(a)
First element - Unit number

(b) Second element - LT number

(c) Third element - Sequence number within the LT

Example:
Assignment Sheet 6-4-1

Information Sheet 6-4-2

Job Sheet 6-4-3

e.
Instruction Sheets will be printed back-to-back.  The phrase, "This page intentionally left blank" or a similar phrase is not required on blank pages unless all pages must be accounted for because of the classified nature of the TG.

f.
Pages will be numbered at the bottom center of the page and will continue the sequence following the Front Matter.

6.
INSTRUCTION SHEET DEVELOPMENT

a.
Information Sheet - Provides additional, amplifying, or background information essential for the trainee but not contained, or not easily found, in the technical manuals or other official documentation.  The Information Sheet consists of:

(1)
Title - Should describe the subject matter of the sheet.

(2)
Introduction - Will consist of a narrative statement describing the purpose and intent of the Information Sheet.  It's a statement of how or why the information benefits the trainee.

(3)
References - List all references used to develop the information section of the Information Sheet.

(4)
Information - Presents material designed to aid the trainee in comprehending the instructional topic and not contained in the technical manuals identified for use in the curricula.  Examples of material to consider for inclusion are:

(a)
References to technical manuals or other approved publications.

(b)
Information on new concepts.

(c)
Background information.

(d)
Clarifying information.

b.
Outline Sheet - Provides the trainee with an outline of the major teaching points in the LT and is consistent with the outline of discussion points in the LT.  Outline Sheets allow the trainee to follow the progress of a LT, to take notes as desired, and to retain topic information for future reference.  Outline Sheets consist of:

(1)
Title - Shall be the same as the LT in the LP.

(2)
Introduction - Will consist of a narrative statement describing the purpose and intent of the Outline Sheet and the overall scope and content of the LT.  A statement of what benefits can be expected by the trainee is helpful.

(3)
Enabling Objectives (EOs) - Identical to those in LP and TCCD.
(4)
Outline

(a)
Presents an outline of the major points to be covered in LT.

(b)
Only key words or phrases should be entered.

c.
Diagram Sheet - Provides illustrative material such as a chalkboard sketch, Instructional Media Material, or any diagram or schematic deemed important to the trainee.  The Diagram Sheets consist of:

(1)
Title - Should describe the subject matter of the sheet.

(2)
Diagram - Under the heading Diagram, provide the illustrative material:

(a)
Organized in any reasonable manner to accomplish the LT objective.

(b) May range from foldout schematics or block diagrams to a simplified schematic.  Avoid foldouts wherever possible.

(c) Should be large enough so the trainee can make notations.

(d) If graphics are computer generated, they will be saved as Paintbrush (.pcx) files.


d.
Job Sheet - Directs the trainee to use technical documentation, if available, in the step-by-step performance of tasks or functions encountered in an operational environment.  The Job Sheet consists of:

(1)
Title - Should describe the subject matter of the sheet.

(2)
Introduction - Will consist of a narrative statement describing the purpose and intent of the Job Sheet.  A statement of what benefits can be expected by the trainee is helpful.

(3)
Tools, Test Equipment and Material - List, by nomenclature, all equipment and material required for accomplishing the job.

(4)
References - List all reference publications required to complete the Job Sheet.

(5)
Self-Test Questions - Provide questions that:

(a)
Require decision making similar to that required in the operational environment.

(b) Are technically correct and have direct application to the task being performed.

(c) Are easily understood, grammatically correct and easily graded by the instructor.

(6)
Safety Precautions to be Observed - List all precautions that must be observed during performance of the Job Sheet.

(7)
Job Steps - List the procedures for performing the task or function.

(a)
Do not duplicate the procedures listed in the reference.

(b) Provide sufficient space under each job step to record information.

(c) Identify critical job steps and require the instructor's initials and date of completion.

e.
Assignment Sheet - Used to assign required reading material and to pose questions on the assignments for an individual topic.  The Assignment Sheet consists of:

(1)
Title - Describes the subject matter of the sheet.

(2)
Introduction - Consists of a narrative statement describing the purpose and intent of the Assignment Sheet.  It's a statement of how or why the information benefits the trainee.

(3)
EOs - Identical to those listed in the LT of the LP. Direct the trainees to refer to the outline sheet by number.
(4)
Study Assignment

(a)
Material to be studied by the trainee either before, after, or as part of the LT.

(b)
Specific study instructions, including preferred sequence of study, may be included.

(5)
Study Questions

(a)
List questions that assess understanding of what was studied, or tests the trainee's ability to apply the information.

(b)
Study questions will be written at the same learning level as the related EO.

f.
Problem Sheet - Provides practical problems requiring analysis and decision making similar to those that will be encountered on the job. Problem Sheets will engage the trainee in problem solving, giving practice in the application of knowledge to practical situations.  Problem Sheets are used when the subject matter requires the ability to solve a problem in a logical manner.  Problem Sheets consist of:

(1)
Title - Should describe the subject matter of the sheet.

(2)
Introduction - Consists of a narrative statement describing the purpose and intent of the Problem Sheet.  A statement of what benefits can be expected by the trainee is helpful.

(3)
References - List all reference publications required to perform the task or function.

(4)
Problems - Present problems which:

(a)
Provide a clear statement of the problem, the conditions and parameters of the problem, and any directions for solving the problem.

(b)
Are organized in a manner which promotes problem-solving skills.

(5)
If required, drawings/diagrams are included as part of the Problem Sheet, not as a separate Diagram Sheet.
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1.
TRAINING COURSE CONTROL DOCUMENT (TCCD) - There will be an approved TCCD for each course offered by NAMTRAGRU.  Courses will be taught within the approved course length unless specifically authorized by one of the six types of Course Deviations described in Annex A.  A Training Plan Checklist (see FIGURE V-1) will be used for all course training plans submitted to NAMTRAGRU (N5) during the approval process.  All training plans and materials must be submitted via the Field Training Specialist (FTS).  E-mail shall be used whenever possible to track and forward training materials. (See para. 5.h., page VIII-10).
a.
A completed Training Plan Checklist for each course will be retained in the Course Correspondence File and replaced by a new checklist when the next revision is submitted.

b.
For contractor courses:

(1)
The mission of NAMTRAGRU is to provide training to the fleet. Therefore, contractor-developed deliverables will be used at the earliest possible date for course trials.

(2)
Although the Training Plan Checklist is to be used for all course submissions, if the contractor-developed course has been accepted by NAMTRAGRU, the use of the Training Plan Checklist will be required only on Training Project Plans and Final Approval packages.

2.
APPROVAL OBJECTIVE - The objective of the approval procedure is that the TCCD for each course be coordinated with the local user activities during development.  The finalized TCCD should reflect, where possible, the efforts and inputs of not only the CCMM but of the local user activities, counterpart MTUs, and counterpart local user activities.

3.
PLAN OF ACTION & MILESTONES (POA&M) MEETING MINUTES - After the tasking to revise a course or develop a new course, minutes of the POA&M meeting will be submitted, via E-mail, to NAMTRAGRU (N5).
4.
TRAINING PROJECT PLAN (TPP) - When tasking requires development of a new course or the revision of an existing course, the following actions are required:

a.
The CCMM will:

(1)
E-mail the proposed TPP to each counterpart MTU.  The E-mail receipt acknowledgment serves in lieu of a signed TPT/RS.
(2)
Incorporate the counterpart MTU's inputs.  Any disagreements between the CCMM and counterpart training sites concerning curriculum content will be resolved by NAMTRAGRU (N5).
(3) Collect the completed ERL/ESL package from the Supply Department. The ERL package will be prepared per enclosures (2) and (3) of reference (j).  This package includes:

(a) Electronic copy of the new (proposed) ERL transfer files

(b) Electronic copy of the ERL Resume’ of Changes

(c) Electronic copies of the ESLs from all teaching sites
(4)
E-mail to NAMTRAGRU (N5), the TPP and the complete ERL/ESL package.  Ensure the EPT/RS includes signatures from the OIC, FTS, and Storekeeper.

b.
Counterpart MTUs will:

(1)
E-mail TPP recommendations to the CCMM within 10 working days with the following information:
(a) The number of classes to be taught each year.

(b) The projected trainee throughput for each of the next 5 years.

(c) Any equipment refurbishment required.

(d)
Facilities construction, modification or rehabilitation required.

(2)
E-mail an ESL to the CCMM.  If no shortages exist, E-mail an ESL with the annotation:  "No Additional Resources Required."
c.
Routing procedures for NAMTRAGRU are: 

(1)
Curriculum and Instructional Standards Department (N5):

(a)
Review TPP for accuracy and completeness.
(b) Grant Preliminary Approval and specify a date for the CCMM to submit requirements for Interim Approval.  NAMTRAGRU Preliminary Approval is the authority for the MTU to continue with the revision or development of a new course pending TPP approval.
(c) Forward the ERL/ESL packet to N4 for processing.
(d) Upon receipt of updated ERL/ESL, route TPP to N7, N2, and N8 departments.

(2)
Manpower/NITRAS Division (N7):
(a)
Review TPP for instructor manning requirements.

(b) Enter required data from the TPP into the Navy Integrated Training Resources and Administration System (NITRAS) data base.

(c) E-mail changes to N5.  If changes are not required E-mail a negative response. 

(3)
Operations Department (N2):
(a)
Review the TPP for accuracy, completeness, and compliance with tasking.
(b)
E-mail changes to N5.  If changes are not required E-mail a negative response. 

(4)
Supply Department (N4):

(a) Resolve any ERL/ESL problems with the CCMM and/or N2 Department.

(a) Verify accuracy of the ERL/ESL and make entry into the ERL Data Base Program.

(b) Place all non-Trainer requirements on the ESL for either ordering when funds are available or for redistribution if assets are available.  Requirements will be removed from the ESL when the course is deleted, discontinued or if the TPP is disapproved.

(c) E-mail CNO ESL(s) and notification of updated ERL to N5.

(d) E-mail Update notification with attached ERL and ESL files to all teaching sites.

(e) Return ERL Update letter and processed ERL packet to the CCMM Supply section.
(5)
Accounting Department (N8):
(a)
Review the TPP preliminary package for unfunded and CPATS requirements.
(b)
Route CPATS change sheet to N5.  If no change sheet is required, forward a negative response.
(6)
Curriculum and Instructional Standards Department (N5):

(a)
Verify accuracy and completeness of the TPP approval package.

(b) Extract latest ERL listing from the N4 ERL Data Base Program and attach it to the TPP.

(c) Attach CNO ESL for all teaching sites to the TPP.

(d) Send the TPP per existing instructions for approval/ endorsement with a copy to the CCMM and counterpart MTUs via e-mail.

5.
INTERIM APPROVAL

a.
Interim Approval Authority (IAA)
(1)
For Organizational Maintenance courses the IAA is the user activity's cognizant functional wing.
(2)
For Intermediate Maintenance courses the IAA is the NAMTRAGRUDET/FREST OINC.
b.
When notified of TPP approval, the CCMM will request interim approval from the IAA, enclosing a draft TCCD and a User Activity Review Statement.  The cover letter will request inclusion of NAMTRAGRU (N5) and all teaching sites, as a "copy to:" of the approval letter.
c.
Upon Interim approval, the CCMM will E-mail notification to NAMTRAGRU (N5) along with the draft TCCD.  The CCMM will retain the original UARS.
d.
The CCMM will verify that the Interim Approval date entered into the COTS by NAMTRAGRU (N5) is correct.
e.
Course Curriculum Model Manager-

Will conduct course trials.  If required assets are not on hand to conduct course trials, the CM will submit a curtailed training report, per reference (e), and continue with the development of the finalized training plan.  If the curtailed situation is not resolved in time to meet the date specified for submission of the finalized approval package, an extension request with justification (see paragraph 8) will be submitted to NAMTRAGRU (N5).  When shortages have been resolved, the CCMM will conduct the course trials and proceed with finalization of the course.

(b)
Review counterpart MTU UARS and notify the originator, via E-mail, within 30 days of receipt of the UARS, the disposition of comments/recommendations as to the incorporation or non-incorporation thereof.  Explanation for non-incorporation will be specific as to the justification.  Incorporate valid recommendations and resolve any differences to the satisfaction of each  OINC.

(2)
Counterpart MTU(s) -

(a)
Coordinate the external course review with the designated reviewing activity and the cognizant functional wing.

(b)
Send a UARS with any recommendations to the CM within 30 days after receipt of the Interim Approval letter and training materials.  A completed and signed UARS will be kept on file and the UARS that is E-mailed will have the typed names of the participating personnel at the counterpart MTU's site identified with an "/s/", indicating that the signature is on file.  This is not to preclude scanning and E-mailing a copy of the UARS.
f.
Local user activities may request the counterpart MTU to teach the new or revised course under Interim Approval.

(1)
The counterpart MTU, having the necessary assets, will request authority to teach the course from NAMTRAGRU (N5).
(2)
Upon approval, counterpart MTUs may conduct Interim Training pending final course approval.

6.
FINAL APPROVAL

a.
The CCMM will, upon completion of course trial(s):

(1)
Prepare the finalized training plan which will include the following:

(a)
TCCD less ERL portion of Annex B

(b) Résumé of Changes - For revised courses, include a résumé identifying the change(s) to the approved TCCD and the reason for the change.  For new courses, identify change(s) to the Interim Approval package draft TCCD.  (See Figure V-2.)
(c)
Lesson Plan

(d)
Trainee Guide

(e)
Testing Materials

(f)
User Activity Review Statements 

1)
Comments/recommendations, if any, will accompany the finalized training plan along with a copy of the CCMM's itemized resolution statements.
2)
The CCMM's justification for any items not incorporated will also be included.  Any comments or recommendations which cannot be resolved at the NAMTRAGRUDET/FREST level will be identified to NAMTRAGRU (N5).  A final resolution concerning the comments/recommendations, with instructions, will be sent to the CCMM for disposition by NAMTRAGRU (N5).

(g)
A print request, identifying the number of trainee guides and lesson plans required for all training sites, will be placed in the body of the E-mail.

(2)
Prior to submission for Final Approval, CCMMs, ISD and the FTS will conduct a review of the new/revised training plan components, using the Training Plan Checklist as a minimum requirement.
(3)
E-mail the final package to NAMTRAGRU (N5), via the FTS.
b.
NAMTRAGRU (N5) will:

(1)
Maintain the Course Tracking System (COTS) computer program for tracking the training plan components as they are processed for final approval.

(2)
Update the CANTRAC, as required.
(3)
Issue a letter of implementation to the appropriate MTU(s) via the OINC(s), which is the authorization for all MTUs listed as training sites to begin teaching the course when they are capable.
c.
CCMM and Counterpart MTUs will:
(1)
Report asset shortages by submitting a degraded training report and continue to submit Situation Reports, per reference (e), until shortages are resolved.
(2)
Identify course software shortages to NAMTRAGRU, N5 via routine correspondence.

7.
CONDITIONAL TRAINING -

a.
Conditional Training Description -

(1)
Conditional Training is training conducted by an MTU for fleet personnel when a new system, sub-system or equipment has been delivered/introduced into the fleet inventory and all equipment, facilities, etc., required to support the new formalized training program have not been delivered or are incomplete.  Conditional Training is considered to be degraded training.

(2)
Conditional Training will not be conducted until the instructors for the course have completed initial training or have been taught by NAMTRAGRU instructors who have attended initial training.

(3)
Conditional Training will be requested, in writing, by user activities via chain of command to CNO, with a copy to NAMTRAGRU (N5).  Upon CNO approval, the MTU will conduct the Conditional Training.  TYCOMs should consult with NAMTRAGRU, to assess the adequacy of elements of training prior to granting Conditional Training approval.  Conditional Training is valid for no more than 9 months or until final approval is granted.  CNO (N889H) may extend Conditional Training for additional 9-month increments when requested and justified by the user activity and endorsed by the TYCOM and NAMTRAGRU.  (Reference (m) applies.)

(4)
The MTU(s) providing Conditional Training will identify the degree of training degradation to the user/requesting activity, TYCOM and NAMTRAGRU (N5) and (N2).

b.
Completion Record/Letters of Course Attendance

(1)
Conditional Training will be identified on the Course Completion Record with the words "Conditional Training" following the course title.

(2)
A letter of course attendance will be issued.

c.
Conditional Training Termination - Conditional Training will be terminated when the MTU has the capability of providing non-degraded training.  When Conditional Training is terminated, the normal Interim and Final Approval procedures will be followed.

8.
EXTENSIONS -

a.
All extension requests will be submitted to NAMTRAGRU (N5) via the FTS.

Extensions of due dates for the Interim and Final Approval packages may be granted by NAMTRAGRU (N5).

b. When requesting an extension for a course, with an approved TPP, that impacts the scheduled implementation date, a revised milestone chart reflecting the extension will be submitted with the request.

9.
USER ACTIVITY REVIEW - For purposes of this instruction, Marine Air Groups (MAGs) are authorized to sign the User Activity Review Statement, as reviewing activity and cognizant wing.  The following is a list of organizational designated reviewing activities.

COMNAVAIRPAC ACTIVITIES DESIGNATED TO REVIEW NAMTRAGRU CURRICULA

Location/MTU #
Weapon System/Course Type
Reviewing Activity

Lemoore/1038
F/A-18

"O" Maintenance
VFA-125

"I" Maintenance
AIMD Lemoore

Miramar/1008
F-14


"O" Maintenance
VF-124

"I" Maintenance
AIMD Miramar
Miramar/1025 
E-2/C-2


"O" Maintenance
VAW-110

"I" Maintenance
AIMD Miramar

Miramar/3011
ATE 

 
"I" Maintenance
AIMD Miramar

North Island/3022
CAL
Nearest user AIMD

North Island/3033
ASE
Nearest user AIMD

North Island/3041
AB Courses
COMNAVAIRPAC

North Island/4033
ALW
CV/CVN (as available)

North Island/1036
S-3

"O" Maintenance
VS-41

"I" Maintenance
AIMD North Island

North Island/1067
SH-60 LAMPS MK III

"O" Maintenance
HSL-41

"I" Maintenance
AIMD North Island

North Island/1022
SH-60F

"O" Maintenance
HS-10

"I" Maintenance
AIMD North Island

Tinker/1080
E-6

"O" Maintenance
VQ-3/VQ-4

"I" Maintenance
AIMD Tinker

Whidbey Island/1001
A-6

"O" Maintenance
VA-128

"I" Maintenance
AIMD Whidbey Island
Whidbey Island/1083
EA-6B

"O" Maintenance
VAQ-129

"I" Maintenance
AIMD Whidbey Island

Whidbey Island/1012
P-3

"O" Maintenance
COMPATWINGTEN

"I" Maintenance
AIMD Whidbey Island

COMNAVAIRLANT ACTIVITIES DESIGNATED TO REVIEW NAMTRAGRU CURRICULA


Cecil Field/1039
F/A-18

"O" Maintenance
VFA-106

"I" Maintenance
AIMD Cecil Field

Cecil Field/1037
S-3

"O" Maintenance
VS-27

"I" Maintenance
AIMD Cecil Field

Jacksonville/3032
ASE
Nearest user AIMD 

Jacksonville/1068
SH-3

"O" Maintenance
HS-1

"I" Maintenance
AIMD Jacksonville

Jacksonville/1005
SH-60F

"O" Maintenance
HS-1

"I" Maintenance
AIMD Jacksonville

Jacksonville/1011
P-3

"O" Maintenance
VP-30

"I" Maintenance
AIMD Jacksonville

Mayport/4030 
ALW
CV/CVN (as available) 

Mayport/1066
SH-60B

"O" Maintenance
HSL-40

"I" Maintenance
AIMD Mayport

Norfolk/1026
E-2C 

"O" Maintenance
VAW-120

"I" Maintenance
AIMD Norfolk

Norfolk/3040
AB Courses
COMNAVAIRLANT

Norfolk/4032
ALW 
CV/CVN (as available) 

Norfolk/3023
CAL
AIMD Oceana

Norfolk/1031
H-53

"O" Maintenance
HM-12

"I" Maintenance
AIMD Norfolk

Oceana/1003
A-6

"O" Maintenance
VA-42

"I" Maintenance
AIMD Oceana
Oceana/1007
F-14

"O" Maintenance
VF-101

"I" Maintenance 
AIMD Oceana

Oceana/3010
ATE "I" Maintenance
AIMD Oceana

CMC ACTIVITIES DESIGNATED TO REVIEW NAMTRAGRU CURRICULA

LOCATION/FREST
Weapon System
Reviewing Activity
Cherry Point/
AV-8/ECM/Acft Weapons
MAG-14/2ND MAW

VMAT 203

New River/

HMT 204
CH-46/V-22
MAG-26/2ND MAW

Cherry Point (New Bern)/

VMGRT 253
KC-130
MAG-14/2ND MAW

Camp Pendleton/
H-1
MAG-39/3RD MAW

HMT 303

New River (McCutcheon Field)/

HMT 302
CH-53
MAG-29/2ND MAW

	TRAINING PLAN CHECKLIST

CIN                     

COURSE TITLE:                                                              

PRELIMINARY DATES
           INTERIM DATES
     FINAL DATES
DUE AT ISD          
DUE AT ISD          
DUE AT ISD         
DUE AT HQ           
DUE AT HQ           
DUE AT HQ          
SME



SME
SME

REVIEW


REVIEW
REVIEW

COMPLETED           
COMPLETED           
COMPLETED          

STOREKEEPER

STOREKEEPER
STOREKEEPER

REVIEW


REVIEW
REVIEW

COMPLETED           
COMPLETED           
COMPLETED          

TECH LIBRARY

TECH LIBRARY
TECH LIBRARY

REVIEW


REVIEW
REVIEW

COMPLETED           
COMPLETED           
COMPLETED          

ISD



ISD
ISD

REVIEW


REVIEW
REVIEW

COMPLETED           
COMPLETED           
COMPLETED          

FTS



FTS
FTS

REVIEW


REVIEW
REVIEW

COMPLETED           
COMPLETED           
COMPLETED          

SUBMITTED           
SUBMITTED           
SUBMITTED          

APPROVED            
APPROVED            
APPROVED           

EXTENSIONS                                                                  

COURSE TRIAL DATE(S)                              

                          1st               2nd




FIGURE V-1. Example - Training Plan Checklist

	PRELIMINARY APPROVAL TPP CHECKLIST (IV-B)

  I.
TRAINING PROJECT PLAN (I)

A.
Is the cover page formatted correctly?

B.
Does the Table of Contents list all sections and sub-sections?

C.
Is the course data correct?


1.
Title


2.
CIN and type TPP


3.
CDPs and Locations/MTUs (Course Curriculum Model Manager 




identified)

4.
Type Training

5.
Purpose of Course (Course Mission)


6.
Overview


7.
Occupational Classification

Training Site(s)



a.  Course Length (Current and Planned)



b.  Class Capacity and Number of Class Convenings



c.  Average Number of Trainees Onboard



d.  Projected Annual Trainee Throughput


9.
Course Hours


10.
Training Track(s)

11. Aircraft/Work Center

D.
Are Safety Risks and Hazardous Materials identified?

E.
Is the Curriculum Development Method stated?

F.
Has the justification source been clearly identified?

G.
If a revision, is there a résumé of change?

H.
Is the "Impact Statement" clear?

I. Are the milestones in chart form and are the months required realistic?

J.  Are all Resource Requirements listed?

1.
Is the equipment in need of refurbishment?

2.
Are all publications listed?

3.
Are Instructional Media Materials correct?

4.
Is the amount of tr aining materials correct?

5.
Are the facilities adequate?

6.
Does the number of personnel required match Section 1?

7.
Are all equipment/hardware items listed under "Related End-Items" in the correct categories?

8.
Is the ERL Packet per NAMTRAGRUINST 4440.8 series?
9.
Is there a résumé of change to the ERL?

 II.
EQUIPMENT SHORTAGE LIST (ESL) (I)

A.
Has an ESL been prepared for all sites?

B.
Are all required blocks completed?

C.
Have document requisition numbers been assigned?

D. Have all items been verified by the storekeeper?

E. Do the ESL items appear exactly as shown on the ERL?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	III.
POA&M Minutes (I)

A.
Has a POA&M meeting been held?

B.
Is a copy of the minutes included with this package?

   IV.
FLOPPY DISKETTES (for Supply, N4)

     
A
Is the ERL diskette included?

   IV.
TRAINING PLAN TRANSMITTAL/ROUTE SHEET (IV-B)



A.
Have all required reviewers signed the TPT/RS?



B.
Does the Electronic TPT/RS contain the planned submission dates for Interim and Final packages?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	INTERIM APPROVAL CHECKLIST (IV-B)

  I.
PROPOSED TCCD (III-B)

A.
TCCD COVER PAGE

1.
Is course title stated correctly and descriptively?

2. Has Course Identification Number been listed?

3. Has the revision date, if any, been entered?

B.
CHANGE RECORD PAGE – No entries.

C.
TABLE OF CONTENTS PAGE

1.
Are all the contents of this section listed?

D.
CURRICULUM OUTLINE COVER PAGE

1.
Is course title stated correctly and descriptively?

2.
Has Course Identification Number been listed?

3.
Is course length, in instructional periods, correct?

4.
Is course length in calendar days correct? 

5.
Are all MTU(s) teaching this course identified sequentially, listing each MTU number and location?

6.
Has quota control been listed properly? (See CANTRAC VOL. 1)

7.
Has CCMM been identified (asterisk)?

E.
COURSE DATA PAGE (III-B)

1.
Is the course title correct?

2.
Is the CIN listed?

3.
Are the CDP codes by site correct?

4.
Is the Course Status correct?

5.
Does the Course Mission match the User Activity Review Course Mission and contain all required elements?

6.
Has the Curriculum Material Classification been correctly identified?

7.
Have occupational classifications been listed?

8.
Does the course overview list all unit titles in correct order?

9.
Have site unique considerations been identified and stated?

10.
Have the instructor/support manning levels been stated?

11.
Is the Hazardous Material statement correct?
12.
Is there a High Risk statement?

13.
Has the training track been identified?

14.
Has an Aircraft/Work-Center been identified as applicable?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	F.
TRAINEE DATA PAGE (III-B)

1.
Are personnel physical requirements listed (if required)?

2.
Has required security clearance been stated for each 
training site?

3.
Has prerequisite training been stated?

4 Have obligated service requirements been listed per NAVPERS 15909F?

5 Have the NEC/MOS statements been entered?
6 Are Rating(s) Eligible listed?

G.
OUTLINE OF INSTRUCTION SUMMARY (III-B)

1.
Are all units listed by correct title?

2.
Are the lessons listed identified by title and type of instruction in periods?

3.
Are the total periods correct for each unit (Do not include bottleneck time)?
4.
Does the sum of training periods in all units equal the total standard periods shown on the Master Schedule Summary Sheet?

5.
Do the percentages for theory, PA and PJT add up to 100 percent?

H.
CURRICULUM OUTLINE OF INSTRUCTION (III-B)

1.
Are the TOs of the course listed in the units in which they are taught?

2.
Do all TO numbers end with ".0"?

3.
Is the outline arranged in unit and topic number order?

4.
Do the EOs relate to their TO by number?

I.
ANNEX A - MASTER SCHEDULE/MASTER SCHEDULE SUMMARY SHEET (III-B)

1.
Are ratios stated correctly - see explanation in Part III-B.
2. Is there an explanation for ratios less than the maximum?

3. Are all sites listed with correct CDPs on the MSSS?

4. Are all lesson topics listed for the correct number of periods on the Master Schedule (MS)?

5. Are the topic titles complete on single lines in the MS?

6. Are tests properly identified by type, number and topic in which administered?

7. Are bottlenecks correctly shown on the MS and MSSS?

J.
ANNEX B - RESOURCE REQUIREMENTS LIST (ERL) (III-B)

1.
Are complete titles used in the reference list?

2.
Are the references listed alphanumerically?
3.
Are all audiovisuals in the correct categories?
4.
Are graphic aids listed alphanumerically?

5.
Does the Trainee handout material list include all handouts?
6.
Has the ERL been verified by the storekeeper?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	II.
USER ACTIVITY REVIEW STATEMENT (V)

A.
Is the CIN listed? 

B.
Does the course title match the TCCD course title?

C.
Does the course mission match the TCCD course mission?

D. Has the MTU representative signed?

E. Have user activity and cognizant wing (if “O”-level course) representatives signed?

III.
LEARNING ANALYSIS REPORT (CHECK ONE LESSON AT A TIME) (III-A)



Note:  If Draft LPs are developed in lieu of an LAR, the checklist is still applicable with differences noted in parentheses.

A.
Do the lesson title and topic number, as listed at the top of the first page, match the TCCD?

B.
Does the TO contain all elements?

C.
Do the Lesson Plan and TCCD TOs match?

D.
Does the lesson topic TO support the course mission?

E.
Is a variety of behaviors used in the EOs?

F.
Do skills/knowledge(Discussion Points) numbers track with specific EOs?

G.
Are all EOs stated in behavioral terms?

H.
Is the lesson topic descriptive of what is being taught?

I.
Is outlining correct?

J.
Is spelling correct?

K.
Are pages numbered correctly?

L.
Has the LAR (Draft LP) been developed to a sufficient depth to allow user activities to review/evaluate the course? 

M.
Is there a clearly identifiable relationship between the TOs and the supporting EOs?

N.
Have objectives been written to include hands-on training of which the trainer or prime equipment is capable?

 IV.
TESTS (III-C)

A.
Are all learning objectives tested?

B.
Is test item behavior on the same learning level as the related objective?

C.
Does the Master Test Booklet have:

1.
A Cover Page?

2.
Test Instructions to the Proctor?

3.
A Test Answer Key/Test Item Cross-Reference sheet?

4.
An Examinee Test Booklet?

D.
Is there a test for approximately every 40 periods?

E.
Are there two versions of each written test?

F. Is there a Testing Plan?

G. Do test items satisfy STASS/TEV requirements?

  V.
RÉSUMÉ OF CHANGES for (IV-B)

A.
Is the format correct?

B.
Are the reasons for change or revision clearly stated?

C.
Is there a résumé for each affected training document?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	
FINAL APPROVAL CHECKLIST (V)

  I.
PROPOSED TCCD (III-B)

A.
TCCD COVER PAGE

1.
Is course title stated correctly and descriptively?

2. Has Course Identification Number been listed?

3. Are the dates of preparation/revision properly entered?

B.
CHANGE RECORD PAGE – No entries.
C.
TABLE OF CONTENTS PAGE

1.
Are all the contents of this section listed?

D.
CURRICULUM OUTLINE COVER PAGE

1.
Is course title stated correctly and descriptively?

2.
Has Course Identification Number been listed?

3.
Is course length in instructional periods correct?

4.
Is course length in calendar days correct? 

5.
Are all MTU(s) teaching this course identified sequentially, listing each MTU number and location?

6.
Has quota control been listed properly? (See CANTRAC VOL. 1)

7.
Has CCMM been identified (asterisk)?

E.
COURSE DATA PAGE (III-B)

1.
Is the course title correct?

2.
Is the CIN listed correctly?
3.
Are the CDP codes by site correct?

4.
Is the Course Status correct?

5.
Does the Course Mission match the User Activity Review Course Mission and contain all elements?

6.
Has the Curriculum Material Classification been correctly identified?

7.
Have occupational classifications (NEC/MOS) been listed?

8.
Does the course overview correctly show all unit titles in order of presentation?
9.
Have site unique considerations been identified and stated?

10.
Have the instructor/support manning levels been stated?

11.
Is the Hazardous Material statement correct?

12. Is there a high risk statement?

13. If there are hazardous materials used, are they correctly identified with an "(HM)" on the ERL?

14.
Has the training track been identified?

15.
Has an Aircraft/Work-Center been identified as applicable?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	F.
TRAINEE DATA PAGE (III-B)

1.
Are personnel physical requirements listed (if required)?

2.
Has required security clearance been stated for each training site?

3.
Has prerequisite training been stated?

4.
Have obligated service requirements been listed IAW NAVPERS 15909F?
5.
Have the NEC/MOS statements been listed?

6.
Are Rating(s) Eligible listed?

G.
OUTLINE OF INSTRUCTION SUMMARY (III-B)

1.
Are all units listed by correct title?

2.
Are the lessons listed identified by title and type of instructional setting in periods?

3.
Are the total periods correct for each unit (Do not include bottleneck time)?
4.
Does the sum of training periods in all units equal the total standard periods shown on the Master Schedule Summary Sheet?
5.
Do the percentages for theory, PA and PJT add up to 100 percent?

H.
CURRICULUM OUTLINE OF INSTRUCTION (III-B)

1.
Are the TOs of the course listed in the units in which they are taught?

2.
Do all TO numbers end with ".0"?

3.
Is the outline arranged in unit and topic number order?

4.
Do the EOs relate to their TO by number?

I.
ANNEX A - MASTER SCHEDULE/MASTER SCHEDULE SUMMARY SHEET (III-B)

1.
Are all sites listed with correct CDPs on the MSSS?

2.
Are ratios stated correctly?

3.
Is there an explanation for ratios less than the maximum?

4. Are all lesson topics listed for the correct number of periods on the Master Schedule (MS)?

5. Are the topic titles complete on single lines in the MS?

6. Are tests properly identified by type, number and topic in which administered?

7. Are bottlenecks correctly shown on the MS and MSSS?
J.
ANNEX B - RESOURCE REQUIREMENTS LIST (ERL) (III-B)

1.
Are complete titles used in the reference list?

2.
Are the references listed alphanumerically?
3.
Are all audiovisuals in the correct categories?
4.
Are graphic aids listed alphanumerically?

5.
Does the Trainee handout material list include all handouts?
6.
Has the ERL been verified by the storekeeper?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	II.
LESSON PLAN (LP) (IV-A)

A.
FRONT MATTER

1.
Do the cover page course title and CIN match the TCCD?

2.
Is there a blank change entry record page?

3.
Is the table of contents page correct?  Are classified lessons identified with an asterisk?

4.
Is the Security Awareness Notice page correct?

5.
Does the Safety/Hazard Awareness Notice contain specific data for this course?

6. Does the TO page list all of the TOs correctly and in the correct teaching sequence?

7. Does the Front Matter have an even number of pages?

B. LESSON TOPICS – For each LT, answer the following questions.
1. Are the Unit and Topic titles the same as in the TCCD and TG?

2. Do the periods of instruction in the LT agree with the Course Master Schedule Standard Periods and the OIS?

3. Are the EOs for this lesson the same as in the TCCD and TG?

4. Have Trainee Preparation references been cited in the RIA column?

5. Do Instructor Preparation references include all the Trainee Preparation references?

6. Are Instructor Preparation references not included as Trainee Preparation references cited for the instructor's use in the RIA column?

7. Are all references listed in the Resource Requirements List?

8. If there are no references, is NONE annotated?

9. Are all required training aids, including CAI software listed?

10. Are all required Visual Information aids listed?

11. Is the Trainee Guide listed by CIN?

12. Are all required instruction sheets not included in the TG and other handouts listed?

13. Is the introduction appropriate for this lesson?

14. Is the lesson topic the same as it is shown in the header listed in the Table of Contents, the TCCD and TG?
15. Has the LP been developed in sufficient detail?

16. Is there a major discussion point for each EO?

17. Is outlining correct?

18. Are spelling and grammar correct?

19. Are all RIA numbers matched to Discussion Point numbers?

20. Is there a summary statement?

21. Is there an assignment for this lesson?  If so, has the "None" been deleted?

22. Is the application, if any, appropriate to this lesson?

23. Has the progress test, in which the objectives of this lesson will be tested, been identified by type, number and the lesson in which it will be administered?
24. Are pages numbered with the lesson topic and page number in the lower right corner.

25. Does the lesson topic have an even number of pages?


9


FIGURE V-1. Example - Training Plan Checklist (Continued)

	III.
TRAINEE GUIDE (IV-B)

A. Does the cover page include all elements? 

B. Does the date(s) on the cover page show the last change (in parentheses), if a revised course, as well as the date of preparation?

C.
Does the Trainee Guide contain all the required Front Matter pages?

D.
Are the TOs the same as stated in the TCCD?

E.
Is there an Outline Sheet for each LT?

F.
Are the necessary instruction sheets included?

G.
Do the trainee information sheets list the references to be used alphanumerically by number and title?

H.
Have the pages been numbered correctly (bottom center)?

I. Is the Trainee Guide cover page annotated "FOR TRAINING PURPOSES ONLY" and "NOT AUTHORIZED FOR USE IN MAINTENANCE WORK CENTERS"?

J. Do the page numbers on the Table of Contents match the page numbers on the Instruction Sheets?

K. If Job Sheets are used, do they meet the following criteria?

1. Does the title describe the subject matter of the Job Sheet?
2. Are Job Sheet numbers stated correctly and required by a corresponding LP?

3. Is there an appropriate introduction?

4. Are all required references listed?

5. Are required equipment, tools and materials listed?

6. Are the self-test items safety and job related?
7. Does instructor verify precautions and self-test items?

8. Are job steps clearly stated?

9. Is a VIDS/MAF step included if it would be required in an actual job situation?

IV.
TESTS (III-C)

A.
Are all learning objectives tested, either the TO or representative EOs?
B.
Are test item behaviors on the same learning level as the related objective?

C.
Does the Master Test Booklet have:

1.
A Cover Page?

2.
Test Instructions to the Proctor?

3.
A Test Answer Key/Test Item Cross-Reference sheet?

4. An Examinee Test Booklet? 

5. If a performance test, are the instructions for classroom/laboratory preparation explicit and complete?

6. If a performance test, is there an Evaluation Checklist and is the checklist included in the testing plan?
D.
Is there a test for approximately every 40 periods?

E.
Are there two versions of each written test?

F. Is there a Testing Plan?

G. Do test items satisfy STASS/TEV requirements?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	  V.
TESTING PLAN (III-C)

A.
Is there a Practical Work Grade Sheet if 10% or more of the course is Practical Work?

B.
Do the performance evaluation checklists for each different performance testing situation match those in the Master Performance Test booklets?
C.
Is there a Test Weight Sheet with all grading situations listed?

 VI.
USER ACTIVITY REVIEW STATEMENT (V)

A.
Is CIN listed? 

B.
Does Course Title match TCCD?

C.
Does Course Mission match TCCD?

D.
Has the MTU representative signed?

E.
Have user activity and cognizant wing (if “O”level course) representatives signed?

F.
Are all comments from course reviewers included?

G.
Are copies of itemized statements of resolution included?

H.
Are justification statements for non-incorporated items included?

VII.
RÉSUMÉ OF CHANGES (V)

A.
Is the format correct?

B.
Are the reasons for change or revision clearly stated?

L. Is there a résumé for each affected training document?

M. Have the changes, if any, made since Interim Approval been listed?
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FIGURE V-1. Example - Training Plan Checklist (Continued)

	
RÉSUMÉ OF CHANGES

Changes
         Reasons
1.  Title changed
 To include the TS-1500 Test Set.

2.  Objective changed
 To include the TS-1500 Test Set.

3.  NEC changed from
 Manual of Navy Enlisted Manpower and

    0000 to 83XX
 Personnel Classifications and Occupational

                               Standards, NAVPERS 18068D.

4.  Course length increased
 To include use of the TS-1500 Test Set

from 120 periods to 156
 and increased practical application per

periods

                MTRR Tasking.

Unit I decreased from
 Removal of nice-to-know information.

32 periods to 28 periods

Unit II increased from
 To increase practical application.

88 to 128 periods

5.  Resource Requirements

    List




 a.
 Reference List
 Updated to latest existing publications.

 b.
 ERL
 
               Updated to include CBT equipment.




FIGURE V-2. Example - Résumé of Changes.
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1.
FORMAL COURSE REVIEW (FCR) REQUIREMENTS

a.
The objective of the FCR is to determine the quality of the existing training.  The NAMTRAGRU FCR program is also used to maintain training effectiveness through a system of annual reviews, both external and internal, followed by initiation of necessary corrective actions.

b.
The foundation of training appraisals is based on LOs derived from a task analysis.  Since the effectiveness of training depends directly upon relevant, well described and measurable objectives, the LOs of a course will be used as a basis for the training appraisals.

c.
External review is based on information obtained from outside the training activity and is commonly referred to as fleet, e.g., squadrons, AIMD, etc., review or feedback.

(1)
This information will help determine how well the NAMTRAGRU course graduates can perform their jobs in the fleet and if the objectives of each course are, in fact, the objectives that should be taught.  This includes training relevance, over/under training, and validation of instructor to trainee training transfer.

(2)
An External Review Record will be used for the external review portion of the FCR for NAMTRAGRU courses.

d.
Internal review is based on information obtained from the CCMM and counterpart MTUs.

(1)
This information will help determine how effectively the course material was developed and how well it is being presented.

(2)
The internal review will include an assessment of trainee performance and an evaluation of the effectiveness of the instructional materials, media, and methods.

(3)
A Formal Course Review Record will be used to obtain data during the internal review of NAMTRAGRU courses.

e.
A training safety review will be conducted during the FCR using the Course Safety Review Record.  The completed record will be maintained in the Master Training Plan (MTP).

2.
FCR PROCEDURES

a.
It is the responsibility of the OINC to ensure that training appraisals and course reviews are conducted per reference (b) and the instructions herein.

b.
ASE Operator Courses will be reviewed using all applicable portions of the Formal Course Review Record and reported in the same manner as other courses.

c.
For courses in revision or in a pending status, a FCR is not required.

d.
The CCMM will conduct FCRs annually in the quarter of the anniversary of the course's final approval date as reflected on the COTS and report the results.

e.
Reviews by counterpart MTUs on courses for which they are not the CCMM will be conducted in the quarter preceding the anniversary of the course's final approval date as reflected on the COTS.  The completed FCR record will be sent to the CCMM, with copies being maintained in the Course Correspondence File.

f.
Recommendations by non-CCMMs

(1)
If a requirement for a modification exists, a recommendation for making the modification will be identified on the cover of the FCR and submitted to the CCMM.

(2)
The CCMM will inform the submitting MTU, within 30 days after receipt, of action to be taken on the submitted recommendations.

(3)
Submitting MTUs will keep their respective user activities informed of the status of the user's recommendations.

g.
Differences over the recommendations between counterpart MTUs and the CCMM, that cannot be resolved by the CCMM, will be sent to NAMTRAGRU (N5) for resolution.

h.
The latest copies of the Formal Course Review Record, the External Review Record, and Course Safety Review Record will be maintained with the MTP.

3.
EXTERNAL REVIEW

a.
Arrangements for external review of training must be made through the appropriate wing commander.

b.
If authorized by the wing commander, the external review may be accomplished in one of the following ways:

(1)
Maintain direct liaison with user activity personnel for collection of training feedback information on a not-to-interfere with work basis.

(2)
Arrange liaison visits to user activities with the functional wing commander.

(3)
Maintenance Training Improvement Program (MTIP)/Aviation Maintenance Training Continuum System (AMTCS) data will be used as an additional review tool.  NAMTRAGRUINST 1540.19 applies.
c.
The MTU evaluator must have extensive knowledge of the course and its objectives.  Teaching experience in the course is desirable.  The evaluator will:

(1)
Establish liaison with appropriate personnel of the user activity and request permission to interview recent course graduates and their supervisors.

(2)
Establish a date and time for interviews which will have a minimum impact.  Request a quiet room for use during interviews.

(3)
Interview one person (supervisor or graduate) at a time.  Explain the purpose and procedures of the interview.

(a)
Have the user activity representative review the External Review Record and provide answers to related questions.

(b) The user activity representative should be an on-the-job supervisor of course graduates.

(c) Recent course graduates may serve as an additional user representative if they have been on the job for at least 3 months.

(d)
Write an (S) for supervisor or a (G) for graduate immediately after S/G to identify the user representatives status.

(4)
Furnish a copy of the Training Course Control Document (TCCD) to the user activity representative during the review.

(5)
Complete the External Review Record.  This record will be used with the Internal Review Record to identify any shortfalls in the course.

(6)
Request the Maintenance/Assistant Maintenance Officer to review any recommended changes to the course, and sign the review record.

d.
The OINC will inform user activities, in writing, of the status of reviewed courses relevant to the user recommendations.

e.
Copies of correspondence with the user activities will be retained in the applicable Course Correspondence Files.

4.
INTERNAL REVIEW

a.
An internal review of the course, using the Formal Course Review Record, will be conducted as a follow-on to the external review.

b.
All training course materials including the MTP, active teaching copies and items listed in the Resource Requirements List of the TCCD, will be made available for review to determine training adequacy.

c.
The current ERL and ESL(s) will be reviewed for accuracy during the Formal Course Review.  Counterpart teaching sites will forward ERL/ESL changes to the CCMM.  Any updates required will be forwarded by the CCMM to NAMTRAGRU (N4) in accordance with reference (j).

d.
Rating codes of Yes, No and N/A will be assigned to review items of the FCR record.

e.
The external and internal reviews will be analyzed to determine the training adequacy of the course.  If the course is deficient, the CCMM will correct the deficient areas.

f.
Planned input, utilization, attrition and setbacks will be analyzed per reference (r).  Courses with low input or low or high utilization during the past two fiscal years will be analyzed to ensure the validity of the training requirements and that adequate resources are available to support those training requirements.  Low input is defined as actual input of 10 or less without apparent plans to increase the input during the current or future fiscal years.  Low utilization is defined as 80 percent or less.  High utilization is defined as 120 percent or more.  Both percentages are computed by dividing actual input by the planned input based on NITRAS data.

(1)
Courses which meet high or low utilization definitions will be identified during the FCR.  Recommendations to raise or lower training requirements will be validated with the user activities generating the training requirements.

(a)
Justification letter(s) to adjust input or to retain the training will be sent to NAMTRAGRU (N5) as an enclosure to the FCR.

(b)
A Training Project Plan (TPP) will be required for courses recommended for deletion or discontinuance.  The CCMM will prepare the TPP using guidelines provided by references (a), (b) and (v), and send it to NAMTRAGRU (N5) as an enclosure to the FCR.

(2)
Course status categories of "A Revision is Required", "No Revision Required", or “A Change is Required” will be entered on page 1 of the Formal Course Review Record.

5.
FCR REPORTING PROCEDURES

a.
The non-CCMM will submit the Internal and External Review Records and, if necessary, retention justification letter(s), deletion or discontinuance recommendations to the CCMM.

b.
The CCMM will report FCRs by sending a copy of the Formal Course Review Record to NAMTRAGRU (N5) with course utilization by MTU, a copy of the External Review Record and, if necessary, a TPP for revision or for deletion or continuance.  If utilization indicates deleting the course and the user activity wants to retain the course a retention justification letter(s) will be submitted.  Separate amplifying remarks may be submitted as deemed necessary.  The FCR report is due not later than the 15th of the month following the review month.  If the CCMM deems it necessary, counterpart inputs may be made as enclosures to the FCR report.  The FCR report is assigned report symbol NAMTRAGRU 1540-1.
c.
If a TPP is sent for deletion or discontinuance, NAMTRAGRU (N5) will forward the TPP to CNO via CNET for approval.  Upon approval, OINCs will be informed by NAMTRAGRU (N5) of the actions to be taken for the deletion or discontinuance of the course.  No course will be deleted or discontinued without authorization from NAMTRAGRU (N5).  Upon receipt of authorization to delete from CNO and completion of current classes, NAMTRAGRU (N5) will archive the course following guidance provided in the Archive Procedure flow chart (Figure VI-1.)
d. A copy of the deletion/discontinuance letter from NAMTRAGRU (N5) should be forwarded by the MTU supervisor to the detachment storekeeper for ERL data base management.



Figure VI-1

PART VI SECTION B

1.
MODIFICATION/UPDATING PRACTICES
VI-B-3

a.
Interim Change
VI-B-3

b.
Change
VI-B-3

c.
Revision
VI-B-4

2.
ROUTING TECHNICAL PUBLICATIONS AND INFORMATION WITHIN MTUS
VI-B-5

3.
TYPING, DUPLICATION AND DISTRIBUTION
VI-B-5

4.
SUBMISSION OF SOFTWARE COMPONENTS
VI-B-6

5.
MASTER TRAINING PLAN (MTP)
VI-B-6

6.
REQUEST FOR TRAINING MATERIAL
VI-B-7

a.
Outside Activities
VI-B-7

b.
MTUs
VI-B-7

7.
ROUTING AND FORWARDING TRAINING PLAN COMPONENTS
VI-B-7

8.
PUBLICATION REVIEW
VI-B-8

9.
COURSE CORRESPONDENCE FILE
VI-B-8

10.
RELOCATION OF ESTABLISHED COURSES
VI-B-8

11.
ACADEMIC REVIEW BOARD (ARB)
VI-B-9

a.
Composition
VI-B-9

b.
Options
VI-B-9

c.
Member Duties
VI-B-10

d.
Procedures
VI-B-11

12.
TRAINEE COUNSELING
VI-B-11

13.
TRAINEE GRADUATION
VI-B-12

14.
COURSE COMPLETION RECORD
VI-B-12

This page intentionally left blank.

1.
MODIFICATION/UPDATING PRACTICES - Each OINC will establish, in writing, an organized plan to ensure training plans are continuously updated.  The intent of training materials modifications is to allow expedient updating of curricula while maintaining consistent instructional standards. Modifications will be in the form of interim change, change, or revision.

a.
Interim Change - A pen-and-ink change to training materials to incorporate technical changes, safety, or urgent type commander subjects.  An interim change will not affect course mission, terminal objectives (TOs) or length of the course, and will not require additional resources.  A Training Project Plan (TPP) is not required for an interim change.  Interim changes will be noted on the Change Record Page of course curricula materials and will be incorporated when a change or revision is made.  Counterpart MTUs will submit interim change recommendation(s) to the CCMM.  The CCMM is responsible for reporting the recommendation(s) incorporation or non-incorporation to counterpart MTUs within 5 working days.  Reassignment of a CCMM, addition or deletion of a training site or other minor changes directed, in writing, by NAMTRAGRU (N5) will be entered immediately and need not be reissued as a change.

b.
Change - A modification to training materials that does not affect the course mission or TOs, does not change course length by 1 day and does not require additional resources.  A TPP is not required.  Each change will incorporate outstanding interim changes.  Minor time reallocation, redesignation of training aids, changes due to publication updates, minor updating of equipment and general technical change updating are examples of changes.  The Field Training Specialist (FTS) must be consulted prior to initiating a change.  The OINC is the authority for approving changes.

(1)
Changes which will affect CANTRAC, NITRAS or course security classification require approval from NAMTRAGRU (N5) prior to issuance by the CCMM.

(2)
Changes to the TCCD will be pen-and-ink changes only and will be annotated on the Change Record Page.  Under no circumstances will the Course Data Page or the Trainee Data Page outline of instruction of an approved TCCD be retyped and/or replaced without written approval from must be approved by NAMTRAGRU (N5).

(3)
Changes to a LP lesson topic require that all pages in that particular lesson topic be changed.  LPs will be annotated with the applicable change number.  Example C-123-4466 CH 4.  Dates on the cover pages of the LPs will not be changed.  LP changes will be annotated on the Change Record Page with Change #, date change was made, and the name of the person making the change and the ISD representative reviewing the change.  Changes to a TG or test will require a complete new TG or test.  When a TG or test is changed, the date of the previous TG or test will be placed in parenthesis under the date of the current TG or test.

(4)
Change Numbering

(a)
Changes will be numbered consecutively.

(b) The first change after course development/approval will be change 1, subsequent changes will be numbered accordingly.

(c) Each MTU will insert interim changes resulting from safety messages and bulletins, as they occur, and notify the CCMM in writing.  The CCMM will incorporate interim changes into the next change, assign a change number and distribute as required.

(5)
Change Record Page

(a)
Changes will be annotated on the Change Record Page of the affected documents.

(b)
The CCMM will maintain a copy of all changes in the Course Correspondence File.  The change number will be recorded on the COTS.
(6)
Change Recommendations

(a)
MTUs, other than the CCMM, can initiate a change by submitting the proposed change to the CCMM for evaluation.

(b) If the recommendation is to be incorporated, the CCMM will send a Résumé of Changes to counterpart MTUs with revised/updated course materials (diskette or e-mail) of the change for incorporation.  A revised/updated diskette or e-mail will be sent to the cognizant NAMTRAGRU (N5) Training Specialist for record purposes within 45 days of receipt of the proposed changes.

(c) If a proposed change recommendation is not incorporated by the CCMM, a letter with complete justification for non-incorporation will be sent to the MTU proposing the change within 45 days of receipt.  A copy of the letter will be sent to NAMTRAGRU (N5).

(7)
Changes to the Equipment Requirement list (ERL) - Changes to the ERL will be made per reference (j).
(8)
Distribution of Changes

(a)
Changes will be authorized by the OINC of the MTU assigned as CM.

(a)
The CCMM will be responsible for preparing and distributing changes.  The CCMM will distribute hard paper copies, diskette or e-mail of the changed pages and a Résumé of Changes to all training sites. The CCMM will also E-mail the complete course and a Résumé of Changes to NAMTRAGRU (N5).  Upon receipt, NAMTRAGRU (N5) will replace the files in the server.
c.
Revision - A change to TOs, a change in course length, or a training material change that requires additional resources constitutes a revision.  A revision will incorporate previous changes and supersedes preceding editions of the training materials.  During a revision, all training plan components of the course will be rewritten in the format per this instruction.MS Word97.  Revisions require the development and submission of a TPP.

(1)
Revision is further described as:

(a)
Any change to the course length (by 1 calendar day), to the TOs and/or subject matter to such an extent that logistics, personnel allocation, funds or other resources become significantly involved.  A change to a TO may not necessitate a revision.  An actual determination will be made at the POA&M meeting.

(b)
An addition, deletion or alteration (except minor updating) to the prime equipment that is taught in the course constitutes a revision.

(2)
The FTS must be consulted prior to initiating a revision.

(3)
The requirement for a revision is normally generated as a result of a CNO Tasking Letter, Maintenance Training Requirements Review Conference, ILSMT Conference, Weapon System/Equipment Modification, a Navy Training Plan, External Review, etc.

(4)
Any MTU may initiate a recommendation for a revision by submitting a proposed TPP to NAMTRAGRU (N5) via the CCMM, setting forth the detailed justification.

(5)
Revisions to a course will follow the approval procedures in the same manner as a new course.

(6)
Preliminary Approval from NAMTRAGRU (N5) is required prior to continuing a revision.

(7)
Interim Approval is required prior to teaching the revised course.

(8)
During a revision all training plan components will be placed onto floppy diskettes, utilizing the latest NAMTRAGRU Macros.
2. ROUTING TECHNICAL PUBLICATIONS AND INFORMATION WITHIN MTUS

a.
MTUs will establish an internal system for routing, processing, control and follow-up of publication changes affecting the training plan.  See reference (g) for further details.

b.
The FTS and the Instructional Systems Development (ISD) Specialist will be included in the routing of all correspondence affecting any training course.

c.
The ISD Specialist will ensure that magnetic media routed between MTUs is marked and addressed properly prior to mailing.

3.
TYPING, DUPLICATION AND DISTRIBUTION

a.
NAMTRAGRU (N5), will be responsible for coordinating the printing, reproduction and distribution of all training plan components.

b.
Distribution will be as determined and requested by the CCMM based upon quarterly trainee throughput.
c.
MTUs will E-mail the Final Approval package of training plan components.  The request for quantities of training material will be annotated in the body of the E-mail.
d.
Upon final approval and after initial issue, the CCMM will retain the reproducible masters of the training plan components, and coordinate and distribute subsequent training plan component requirements to counterpart MTUs, with the exception of Trainee Guides.  NAMTRAGRU (N5) will maintain the master and distribute coordinate the distribution of copies of the Trainee Guide.  Normal replenishment of training material will be accomplished per Part VII.

e.
All training plan components stored on magnetic media will be stored in secure areas.  OINCs will implement positive control programs to ensure only authorized changes are incorporated.

f.
Where immediate requirements are evident and upon written request, NAMTRAGRU (N5) and/or the CCMM will expedite the printing and distribution of the course material.

4.
SUBMISSION OF SOFTWARE COMPONENTS

a.
All software sent to NAMTRAGRU (N5) for reproduction and distribution will be submitted by the CCMM, via the FTS.

b.
All software, except classified, will be E-mailed to NAMTRAGRU (N5).
c.
Classified material will be submitted per reference (d).

5.
MASTER TRAINING PLAN (MTP) - Will be maintained by the CCMM and consists of paper masters of all the course training materials, except trainee guides, from which copies can be made.  One copy of all training materials capable of being placed on floppy diskettes will also be maintained with the MTP.

a.
NAMTRAGRU (N5) maintains the masters of Trainee Guides, therefore only a copy of the Trainee Guide needs to be maintained with the MTP.

b.
If the master pages are lost and the course is not on floppy diskette utilizing WordPerfect NAMTRAGRU Macros, the best available printed copy will be used.

c.
All counterpart training sites will maintain a copy of the MTP.

d.
The MTP, except classified training materials and progress tests, will be maintained in an area designated by the OINC.

e.
The MTP will be maintained in an up-to-date status with all changes (recorded and inserted as changes occur) and will not be personalized nor used in the classroom.

f.
When a course is transferred to a new CCMM, the MTP and all associated software (tests, course correspondence file, magnetic media and reproducible masters, including those previously deleted) will be sent to the new CCMM. (Transferring MTU may make copies of the Course Correspondence File for record keeping purposes.)

g.
In order to establish standardization, each MTP and instructor plan will contain the items listed below arranged in the following order: 

(1)
Locator Sheet

(2)
Latest Formal Course Reviews

(3)
Implementation Letter

(4)
Training Plan Change Entry Record
*

(5)
Technical Publication Review Record

(6) Training Project Plan

(7)
Training Course Control Document with Annexes

(8)
Testing Plan
*

(9)
Lesson Plan(s)
*

(10)
Trainee Guide/Handouts
*


h.
Trainee Handout Materials

(1)
A clean copy of all trainee handouts such as Trainee Guide Diagram Sheets, Information Sheets and Job Sheets, that are peculiar to a course (excluding maintenance manuals), will be maintained with, and updated in the same manner as the MTP.

(2)
Requests for additional copies of Trainee Guides by the CCMM will be submitted to NAMTRAGRU (N5).  Counterpart teaching sites will request additional material from the CCMM. 

(3)
Changes to trainee handout materials (Trainee Guides) will be made per Part VII.

6.
REQUEST FOR TRAINING MATERIAL

a.
Outside Activities - NAMTRAGRU responds to requests for course software from outside activities only in unusual circumstances; then only with the understanding that NAMTRAGRU accepts no responsibility for keeping them updated.  MTUs receiving requests for copies of training material from outside activities will send the requests to NAMTRAGRU (N5).  When directed by NAMTRAGRU (N5) the material will be transmitted as an enclosure to a letter.  An OPNAV 5511/10 will be used for receipt records.


b.
MTUs - Will submit all training material requests to the CCMM.  In the case of a request for training plan components for a course, which is undergoing course trials, the counterpart MTU, having authorization to teach the course, will submit a request to the CCMM.

7.
ROUTING AND FORWARDING TRAINING PLAN COMPONENTS

a.
A TPT/RS may be used when routing material within NAMTRAGRU.  A TPT/RS will be completed and used in routing and forwarding of all classified training plan components.   When a TPT/RS is used, each individual in the routing will be held accountable for the completeness and accuracy of all documents in the area of their responsibility.  By completing the Signature/Date block of the TPT/RS, verification for completeness and accuracy has been certified.  The original and three copies of the TPT/RS will be routed as follows:

(1)
Original and one (copy 1) to action addressee.

(2)
Copy 2 (suspense copy) - Retained by originator.

(3)
Copy 3 - Retained by FTS and/or ISD, as applicable.

(4)
Additional copies - May be sent to copy-to addressees.

(5)
Copy 1 - Signed by action addressee and returned to originator.

b.
A cover letter is NOT required when the TPT/RS is used within NAMTRAGRU.

c.
Originators and action addressees will retain copies of the training plan component TPT/RS in the applicable Course Correspondence File.

d.
Action addressees will acknowledge receipt by signing, dating and returning a copy of the TPT/RS to the originator.  Copy-to addressees are not required to acknowledge receipt.

8.
PUBLICATION REVIEW - Each review of publication changes/revisions will be recorded on the Technical Publication Review Record and maintained with the MTP.  Changes initiated by the CCMM, as a result of the publications review, will be recorded as stated above.  (See reference (g) for information on publications review.)


9.
COURSE CORRESPONDENCE FILE



a.
A Course Correspondence File will be maintained for each course that the MTU is authorized to teach.

b.
When any correspondence material affects more than one course, one copy of the material will be filed with each course affected.

c.
Course Correspondence Files will be maintained for as long as the course is active.

d.
When a change of CCMM occurs, the Course Correspondence File will be sent from the old CCMM to the new CCMM.

e.
When a course is deleted, the Course Correspondence File and the associated magnetic media will be retained by the CCMM in an inactive status for 1 year, at which time it will be destroyed per local directive(s).  NAMTRAGRU (N5) will archive course materials in accordance with section VI-A-6.
f.
Some examples of correspondence to be filed are:  Preliminary, Interim and Final Approval data; requests for training aids; minor course changes; letters acknowledging external review inputs; etc.


10.
RELOCATION OF ESTABLISHED COURSES - When a course is to be relocated, assets will be distributed as follows:



a.
Software - All usable course software will be sent to the new location.

b.
Hardware - ERL items, requisitioned for a specific course, belong to that course and will be transferred to the new location upon relocation of the course.  Retention of items time-shared with other courses within the transferring MTU must be approved by NAMTRAGRU N4.


11.
ACADEMIC REVIEW BOARD (ARB) - Provides an official, standardized procedure for handling non-disciplinary problems related to trainees' academic progress, requests for acceleration of training and makes recommendations to the OINC.  The OINC will review the findings and recommendations of the board and determine the course of action to be taken.  For non-NEC awarding courses, a review by the MTU supervisor is sufficient, and a formal ARB is not mandatory.



a.
Composition

(1)
The ARB will be composed of a designated chairman and not less than 3 additional members.

(2)
ARB members will be chosen from instructional personnel.  One or more of the ARB members will be a qualified instructor in the content area failed by the trainee.  If a qualified instructor in the failed content area is not available, an explanation will be included in the ARB records.  Membership need not be permanent but may vary as work loads dictate.

(3)
The chairman of the board will be appointed by the OINC.




(4)
The chairman will appoint one of the members of the board to serve as a recorder.  Support personnel may serve as ARB recorders at the discretion of the OINC, when the personnel situation requires such augmentation.

(a)
The recorder will be a non-voting member on actions recommended by the board.

(b) The recorder will ensure the accurate and thorough completion of the required paperwork per references (b) and (r).

(c) The record of the board's findings and the OINC's action will be kept on file for 2 years.




(5)
If a member of the ARB has previously acted as a preventive counselor for the trainee being interviewed, thought should be given to maintaining the confidentiality of trainee counseling when the matter has no direct bearing on trainee performance.




(6)
Matters discussed within the ARB will be kept within the ARB.

(7)
In no instance will the ARB be used for disciplinary purposes.



b.
Options

(1)
Accelerated Training

(a)
An accelerated training program permits exceptional trainees to complete the prescribed training in a group-paced course in less than the allotted time.

(b) Trainees, whose level of previous experience and training indicates a proficiency greater than normally expected of a graduate, may be permitted to accelerate through an entire course by successfully meeting the TOs.

(c) Trainees who are accelerated through courses which contain skill-type LOs, which must be achieved by lab/shop/aircraft "hands-on" activity, are required to successfully complete the accompanying performance tests in addition to any written or oral tests.

(d)
Accelerated training is authorized where scheduling of instructor and equipment can be arranged; however, in all cases, regularly scheduled classes take precedence.

(2)
Remedial Instruction

(a)
Remedial instruction is planned instruction conducted outside the normal training day for trainees who need additional study to maintain class progress.

(b)
Remedial instruction is directed toward trainees in group-paced courses with specific deficiencies in the achievement of LOs.

(3)
Drop from Training

(a)
Dropping a trainee will be based on the trainee's failure to achieve the LOs of a course.

(b) Trainees may also be dropped from training for non-academic reasons, e.g., administrative (including disciplinary action), lack of security clearance, physical disqualification, etc.  This type action does not require an ARB.
(c) Recommendations for dropping trainees from training for academic reasons will be the result of an ARB action.

(d)
The trainee's commanding officer will be notified, by letter, when a trainee has been dropped from training.



c.
Member Duties




(1)
Review information in the Trainee Data Records prior to the ARB interview.




(2)
Conduct an interview with the trainee.

(3)
Recommend a course of action when it is determined that a trainee is qualified for accelerated training or when a trainee has failed to achieve the LOs of a training course.

(4)
ARB recommendations will be that trainees be:





(a)
Dropped from training and returned to their parent command.

(b) Dropped from the course with a recommendation to enroll in a prerequisite course.

(c) Allowed to continue in the course and assigned remedial instruction.




(5)
The authority for removal from training is the OINC's.



d.
Procedures




(1)
The ARB interview will be conducted with respect to the dignity and privacy of the individual involved.




(2)
Before beginning the interview, the chairman will explain to the trainee why the trainee is before the board, what the board is charged to do, that the board is not a disciplinary board, that the trainee has the right and duty to speak or make a written statement, and the possible board recommendations.




(3)
Prior to making recommendations, the ARB members should question the trainee concerning course materials, academic progress, attitudes, personal problems, etc.




(4)
The trainee will be allowed to ask questions and offer explanations before the board makes any recommendations.




(5)
The recorder will keep clear and accurate minutes of the ARB proceedings.  These minutes will become part of the ARB records.




(6)
After the interview the trainee may, at the ARB's discretion, leave the room until the members agree on their recommendation. The trainee should then be recalled and the recommended action explained.  The chairman will make clear to the trainee:





(a)
The ARB's recommendation.

(b) The consequences which may result from the approval of that recommendation and the actions expected of the trainee.

(c) The trainee's option of making a written statement concerning the board's recommendation.  If the trainee does not desire to make a written statement, a statement to that effect will be signed on the ARB Record.


12.
TRAINEE COUNSELING - The intent of the trainee counseling program is to uncover trainee problems and provide the help necessary to solve those problems before they result in a test or course failure.



a.
A senior instructor will be selected by the MTU CCMM to function as a Senior Counselor on either a full-time or collateral duty basis. Individuals selected should possess the attributes of leadership, high motivation, maturity and technical competence and demonstrate a desire to serve as counselors.  The Senior Counselor's duties will be to supervise, coordinate and direct the trainee academic guidance and preventive counseling program.  The Senior Counselor will also coordinate and monitor the In-Service Training on counseling for all instructor personnel.



b.
The Trainee Data Records will be used to keep a concise record of counseling history.  While these records are privileged information at all times, they should be readily available to instructors, ARB members and supervisors.  These records will be maintained for 2 years with the course completion records.



c.
After the trainee has been counseled, "Trainee Counseling History" must be completed as follows:

(1)
"Reason Counseled" will reflect the trainee behavior which prompted the counseling session (test failure, declining class performance, change in behavior, etc.).




(2)
The "Result of Counseling Session" will state the outcome or action to be taken by the trainee following the counseling session (trainee assigned night study, trainee agreed to establish a more structured study schedule, trainee discussed personal problem or trainee referred to another person or agency for further counseling, etc.).  The "Trainee Remediation History" will be completed as the remedial instruction is assigned and accomplished.  No information of a personal nature (such as specific cause or extent of a trainee's personal problem) will be recorded on any trainee records discussed in this instruction.


13.
TRAINEE GRADUATION - At the completion of a training track or a course of instruction, appropriate completion ceremonies may be conducted.  A Certificate of Completion (NAMTRAGRU 1540/2) will be issued to each trainee completing a NAMTRAGRU course.  In the case of completion of a training track containing more than one course, a single certificate may be issued with annotation listing each course by CIN and title.


14.
COURSE COMPLETION RECORD - OINCs will send a Course Completion Record to the trainee's parent command.



a.
Final grades and class standing of trainees passing the course will be included.  Failures will be listed only as unsatisfactory completion.



b.
The minimum passing grade for the course will be included.



c.
If appropriate, additional comments may be made relative to superior performance or other information if they will aid in preparing Page 4 and Page 13 service record entries.



d.
A record of individual trainee grades will be maintained for 2 years.



e.
When several courses in a training track are taught consecutively they may be listed by title and CIN on one Course Completion Record.

PART VII

1.
POLICIES AND PROCEDURES
VII-3

2.
APPLICABLE TERMS
VII-3

a.
Master Library
VII-3

b.
Training Materials
VII-3

c.
Deleted Course Materials
VII-3

d.
Deleted Course Archives
VII-3

e.
Printing
VII-3

f.
Reprographics
VII-3

g.
Master Copy
VII-3

h.
Pagination
VII-3

i.
Pagination Numbering
VII-3

j.
Automatic Distribution
VII-3

3.
RESPONSIBILITIES
VII-4

a.
NAMTRAGRU (N5) Department
VII-4

b.
MTU Course Curriculum Model Manager (CCMM)
VII-5

c.
MTU Training Materials PO/NCO
VII-5

4.
DISCUSSION
VII-5

a.
Master Library
VII-5

b.
Unauthorized Use of Training Materials
VII-5

c.
Maintenance of Training Materials
VII-6

d.
Reprographic Services
VII-6

e.
General Reprographic Services
VII-6

f.
Reproduction
VII-6

g.
Automatic Distribution
VII-6

h.
Emergency/Out-of-Sequence Reproduction
VII-6

i.
Deleted Course Materials
VII-7

5.
MAINTENANCE OF TRAINING MATERIALS
VII-7

a.
Standards
VII-7

b.
Changes
VII-7

Figure VII-1.  Training Materials Automatic Distribution Flow Chart
VII-8

This page intentionally left blank.

1.
POLICIES AND PROCEDURES - Present day funding constraints and the demand for state-of-the-art equipment require training materials to be kept current, accurate and readily available in sufficient quantities when needed.  The policies and procedures outlined herein, conscientiously applied, will ensure that current training materials are available to conduct training.

2.
APPLICABLE TERMS

a.
Master Library - Refers to the master library of TGs and programmed instructions maintained by the NAMTRAGRU (N5) Department.  Master copies of LPs, Visual Information (VI) and testing materials are maintained by the assigned CCMM.  MTUs will hold the masters only for the courses for which they are the CCMM.

b.
Training Materials - Include all printed software used in the training process, e.g., TCCD, LPs, TGs, Visual Information (VI) and tests.

c.
Deleted Course Materials - Refers to all course materials (TCCDs, TGs, LPs, VI, tests, etc.) that have been deleted and removed from NAMTRAGRU inventory.

d.
Deleted Course Archives - Refers to the archives of deleted course materials.  The complete Master Training Plan (MTP) of a deleted course will be forwarded to NAMTRAGRU (N5) for archive purposes.

e.
Printing - Refers to the process of composition, plate-making, presswork, binding and the end items produced by such processes.

f.
Reprographics - The generic term "reprographics" refers to the process of reproducing any printed or graphic media, to include paper copies and magnetically-stored media.

g.
Master Copy - Refers to the master copy of all training materials that pertain to active NAMTRAGRU courses.  The "Master Copy" of all TGs and programmed instructions are held in the master library by NAMTRAGRU (N5) for reproduction purposes.  The master copy is the actual copy from which all reproduced copies originate.

h.
Pagination - Refers to the process of listing individual pages of the master copy on a "pagination sheet."  Each page of the master copy appears on the pagination sheet according to the machine-stamped number affixed to the page during "publication numbering."  Pagination applies to reprographic purposes only.

i.
Pagination Numbering - Refers to the process of assigning an additional number to each page of a publication and arranging all pages to ensure that the reproduction of each page is done in the correct sequence. Pagination numbering is an additional number affixed to the bottom right corner of each page of the master copy and should not be confused with the regular page numbers.  Pagination numbering is accomplished by using a mechanical stamping device.  Pagination numbering is for reprographic purposes only.

j.
Automatic Distribution - Refers to the process of providing training materials to MTUs on a scheduled basis by NAMTRAGRU (N5).  The Classroom Training Materials Automatic Distribution and Reproduction Control (NAMTRAGRU 1540/41) and the Automatic Distribution Ordering Sheet (NAMTRAGRU 1540/43) are the forms used in this process.

3.
RESPONSIBILITIES - The development, upkeep and availability of training materials are the joint responsibilities of the NAMTRAGRU (N5) Department and the MTUs.  MTUs are responsible for the review and upkeep of all course materials under their management.  NAMTRAGRU (N5) Department is responsible for coordinating the upkeep process and supplying and distributing training materials to the MTUs.  Specific responsibilities are as follows:

a.
NAMTRAGRU (N5) Department

(1)
Course Training and Curriculum Management Division will:

(a)
Monitor the training material requirements of all new courses being developed and for courses under their management, including classified material within the course.

(b) Provide information concerning training materials status and requirements.

(c) Monitor the training materials automatic distribution process and report potential/obvious discrepancies.

(d)
Provide guidance/feedback concerning emergency reprographic requirements and questions concerning the technical content (applicable to reproduction) of all training materials.

(2)
Training Material Logistics Division will:

(a)
Maintain a library of all masters of active TGs and programmed instructions required by the MTUs.

(b) Maintain a master file of all classified training materials.  This file will include all classified master copies of TGs and programmed instructions.  In addition, any classified training materials or correspondence required by the NAMTRAGRU Training Specialist for course update/revision will be maintained in this file.  All classified materials will be maintained per reference (d).

(c) Monitor and control the automatic distribution process for training materials.

(d)
Provide an Automatic Distribution Ordering Sheet to MTUs and NAMTRAGRU Training Specialists, at the beginning of each quarter.

(e)
Provide MTUs with materials, forms, information and guidance required for the proper operation of the automatic distribution process of training materials.

(f)
Maintain direct liaison with NAMTRAGRU Training Specialists, concerning reprographic requirements for newly developed course materials and emergency/out-of-sequence reproduction requirements.  All emergency/out-of-sequence reproduction requirements will be processed according to the priorities and schedule of the NAMTRAGRU Training Specialist and/or the requesting MTU.

b.
MTU Course Curriculum Model Manager (CCMM) will:

(1)
Assign a PO/NCO with the collateral duty of Training Materials PO/NCO who will serve as a point of contact for requested materials.  The name of the designated individual and, when necessary, the name of their successor will be provided to NAMTRAGRU (N5).  Only the designated individual will correspond with NAMTRAGRU concerning overdue training materials.

c.
MTU Training Materials PO/NCO will:

(1)
Maintain an adequate supply of training materials and make them available to MTU instructors by accomplishing the following:

(a)
Ensuring that the Automatic Distribution System is in place within the MTU and is being properly maintained.

(b) Conducting scheduled and unscheduled inventories of training materials and monitoring on-hand supplies.

(c) Screening and updating the Automatic Distribution Ordering Sheet and providing NAMTRAGRU (N5) with updated information concerning any changes to annual requirements.  Any request for changes must be submitted to NAMTRAGRU by serialized letter, signed by the OINC.

(d)
Maintaining communications with NAMTRAGRU (N5) concerning scheduled training material shipments, expected arrival dates and emergency reproduction requirements.

(2)
Upon receipt of the NAMTRAGRU 1540/41, place copies 2 (yellow) and 3 (pink) in a suspense file.  As the publications listed are received, annotate the date/quantity received.  Once all the publications ordered within the quarter are received and the form properly annotated, forward copy 2 (yellow) to NAMTRAGRU (N5).  Place copy 3 (pink) in a file and maintain for 1 year.

4.
DISCUSSION

a.
Master Library - NAMTRAGRU (N5) will maintain a master library of all TGs and programmed instructions used in active NAMTRAGRU courses.  The master library will contain the latest, updated master copy of all TGs.  The master library will be inventoried annually for correct date and applicability.  Master copies will be maintained by CIN in order to coincide with the automatic distribution process.  Classified TGs will be separately maintained in an approved classified materials container.  All classified TGs will be processed per reference (d).

b.
Unauthorized Use of Training Materials - NAMTRAGRU training includes maintenance on the actual equipment and training on the use of associated maintenance manuals in maintaining the equipment.

(1)
It is mandatory that the preparation and use of any handout material that would be a substitute for the use of the actual maintenance manual is to be avoided.

(2)
The foregoing will be strictly adhered to in the development of any trainee handout material.

c.
Maintenance of Training Materials - A system will be maintained by NAMTRAGRU (N5) for effective control of all assigned TGs and programmed instruction master copies by:

(1)
Implementing an effective inventory control system for proper accountability of all master copies.

(2)
Maintaining an effective system for ensuring that only the most current master copies are available in the master library.  Copies of outdated or deleted TGs and programmed instructions will be removed from the master library and will not be kept in addition to the latest updated copy.

(3)
Maintaining direct liaison with the NAMTRAGRU Training Specialist, pertaining to availability, currency, and content requirements for the master copy.

d.
Reprographic Services - NAMTRAGRU (N5) will provide NAMTRAGRU and MTUs with reprographic services, including policy and guidance, and will ensure adequate supplies of training materials are available to conduct training.

e.
General Reprographic Services - Training materials will be produced on an as-needed basis.  General reprographic services include the reproduction of administrative materials required to conduct daily routine business within NAMTRAGRU.

f.
Reproduction - Requests to deviate from established policy will be forwarded to NAMTRAGRU (N5).  The reproduction of all training materials and other course materials is categorized as Automatic Distribution, Emergency Reproduction and Out-of-Sequence Reproduction.

g.
Automatic Distribution - All training materials used by the MTUs will be automatically distributed utilizing the Automatic Distribution Ordering Sheet and the Classroom Training Materials Automatic Distribution Reproduction Control (NAMTRAGRU 1540/41).

h.
Emergency/Out-of-Sequence Reproduction

(1)
Emergency/out-of-sequence reproduction requirements will be identified by either the MTUs or NAMTRAGRU (N5).  All requests for emergency/out-of-sequence reproduction requirements will be submitted to NAMTRAGRU (N5) as follows:

(a)
Requests submitted by MTUs require the OINC's signature.

1)
Initiate copies 1, 2, and 3 of the Training Materials Production/Reproduction Request (NAMTRAGRU 1540/37).

2)
Forward copies 1 (white) and 2 (yellow) to NAMTRAGRU (N5).

3)
Place copy 3 (pink) in a suspense file.

4)
Upon receipt of copy 2 (yellow) from NAMTRAGRU, remove copy 3 (pink) from the suspense file and replace it with copy 2. Retain copy 3 for 1 year.

5)
Upon receipt of the training materials, annotate copy 2 (yellow) and forward it to NAMTRAGRU (N5).

(b)
Requests by NAMTRAGRU Training Specialists.

1)
Initiate the Training Materials Production/Reproduction Request (NAMTRAGRU 1540/37).  Forward all copies to NAMTRAGRU (N5).

2)
Upon receipt, NAMTRAGRU (N5) will complete Part B of the form, place copy 1 (white) in the suspense file, forward copy 2 (yellow) to the MTU, return copy 3 (pink) to NAMTRAGRU Training Specialist and upon receipt of copy 2 (yellow) from the MTU, file for 1 year.

3)
Upon return of copy 3 (pink) from NAMTRAGRU (N5) place it in the course correspondence folder.

4)
Upon receipt of copy 2 (yellow) NAMTRAGRU (N5) will place copy 2 in the suspense file until receipt of the reproduced training material(s).  Upon receipt of the training material(s) complete part "C" of copy 2 and forward it to NAMTRAGRU (N5).

i.
Deleted Course Materials - will be processed as follows:

(1)
NAMTRAGRU, N5 will forward a deletion letter to each teaching site referencing the deletion authorization.
(2)
The CCMM will forward all course materials as directed.
5.
MAINTENANCE OF TRAINING MATERIALS

a.
Standards - Training materials submitted for inclusion in the NAMTRAGRU master library must be on a floppy diskette using NAMTRAGRU Macros (schematics, diagrams, drawings, etc. must be on hard paper copy).

b.
Changes - The following procedures will be adhered to by the Reprographics Branch in revising TGs:

(1)
Page additions:  When it becomes necessary to add a page(s) to an existing publication, it will be paginated with the page number immediately preceding and suffixed with an alphabetical character, e.g., 15A, 15B, 137A, 75A, etc.

(2)
Page deletions:  When it becomes necessary to delete a page to an existing publication, a blank page containing the original page number and the words "This page intentionally left blank" typed in the center of the page will be inserted in this position.
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    ┌───────────────────────────┐                                           │ of NAMTRAGRU 1540/41 to   │
    │ Remove copy 1 of NAMTRA-  │                                           │ N5.  File copy 3 for 1    │
    │ GRU 1540/41 from suspense │<──────────────────────────────────────────┤ year.                     │
    │ file and discard.  File   │                                           └───────────────────────────┘
    │ copy 2 for 1 year.        │
    └───────────────────────────┘
Figure VII-1.  Training Materials Automatic Distribution Flow Chart
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1.
VISUAL INFORMATION (VI) PROCEDURES

a.
All Course Curriculum Model Managers (CCMMs) will ensure that the procedures for development and maintenance of VI Aids as described herein are followed.  VI is divided into two categories:  audiovisuals and graphics.  Audiovisuals are described as a visual medium with sound such as films, audio/video tapes, audio/video discs, sound slide presentations (including Computer Based Training (CBT), Computer Assisted Instruction (CAI), Interactive Courseware (ICW)), etc.  Graphics are described as transparencies, slides, wall charts, etc.

b.
CCMMs will maintain the reproducible masters of all VI, as listed in the RRL of the Training Course Control Document, for assigned courses.  If a reproducible master is used in another course, the CCMM will set up a Cross-Reference System.

2. RESPONSIBILITIES

a.
Instructor - Send all VI requests to the CCMM.

b.
CCMM

(1)
Is responsible for maintenance of all VI produced for managed courses.

(2)
Is responsible for updating the Lesson Plan and RRL when changes to VI are made.

(3)
Will maintain a complete file of current reproducible masters, a Cross-Reference System and an inactive file.

(4)
Is responsible for approving, numbering, procuring, and distributing VI, except audiovisuals, to the counterpart MTUs.  

(5)
If audiovisuals are required each training site will either check them out from the base VI film library or request them on a permanent custody basis from the appropriate Naval Education and Training Professional Development Center (NETPDTC) via NAMTRAGRU (N5).  If materials are not available locally, search the Defense Automated Visual Information System (DAVIS) or the Defense Instructional Technology Information System (DITIS) web site (http://dodimagery.afis.osd.mil/dvi/Top/davis) for existing material.  There is a catalog of training films at http://www.cnet.navy.mil/netpdtc/vicat/catalog.htm 
(6)
Should necessary audio visual material not be available, contact the local Visual Information Support Center (VISC), or the regional NETPDTC for audio visual service.

(7)
If CBT material is required, each site may query the DAVIS/DITIS program at the web site above for existing Interactive Multimedia Instruction (IMI).  DITIS should be queried before requesting or developing CBT, per reference (y).  Distribution of CBT materials will be requested from NAMTRAGRU N5 per guidelines set forth in references (a), (1), (s), and (w).

(8)
Will ensure the Reproducible Master is camera ready.

(9)
Local reproduction of VI aids is authorized.

c.
Instructional Systems Development (ISD) Specialist - Will advise and assist in matters pertaining to the preparation and procurement of VI.

d.
FTS will verify compliance with applicable directives.
e.
NAMTRAGRU, N5 is responsible for reproducing and distributing CBT material on CD-ROM.  N5 will input ICW into DITIS per reference (y) at five stages of development.  They are:  Proposed Development, Under Development, Development or Acquisition Completed, Program Revision and Program Termination.  See the process flow chart  (figure VIII-1).
f.
NAMTRAGRU, N2 will notify appropriate N5 contract specialist when ECPs impact VI training requirements and provide the required coordination.
3.
VI REFERENCE NUMBER

a.
A reference number consisting of the weapon system/equipment designation, work unit code, and serial number is required in the viewing area in the lower right hand corner of the graphic.

b.
Step by step procedures for constructing reference numbers for VI are indicated below using specific examples.  See Figure VIII-1, Example - VI Aids Identification Reference Number Chart.  The number of a VI aid associated with the F-14A at the organizational level would consist of columns:

(1)
"A" - Model/Configuration Designation: F-14A
(2)
"K" - System Code: 74A1B (5- or 7-digit work unit code from the work unit code manual of the applicable weapon system model)

(3)
"L" - Sequence Number: 5009 - 4-digit number from a block of 5001-9999 (contractor produced aids use numbers 0001-5000)

(4)
The sequence number will be assigned sequentially within each work unit code group.  Each time the work unit code changes, the serial number will revert back to 5001.

(5)
"M" - Revision Designation: B (The letter B indicates the second revision)

(6)
The complete number for the above example, which is applicable to the F-14A at the organizational level of maintenance, is F-14A 74A1B 5009B (NOTE:  There are spaces not dashes between the sections of the reference number).

c.
A number for a VI aid applicable to ground support equipment at the organizational level would be constructed in the same manner as the above example.

d.
A number for a VI aid applicable to the intermediate level such as AN/AWG-9 or NC-8 would also be constructed in the same manner, except column "C" will be used.  The AN designation or equipment type is used vice the model/configuration designations, e.g., AN/AWG-9 12345 5009 or NC-8 78631 5001 as applicable.

e. When a VI aid is developed that is not associated with a weapon system or equipment, the course identification number (CIN) and a serial number will be used.  For example:  Course C-500-3014 would have VI Aids numbered C-500-3014 5001, C-500-3014 5002, etc.


MAINTAINING DITIS DATA

Figure VIII-1

f.
When an existing VI aid is revised, the revision will be identified by a letter A, B, C, etc., indicating the first, second, third, etc. revision.  The revision identifier will follow the VI number as in the following examples:  C-500-3014 5001A indicates the aid has undergone the first revision.

g.
Existing VI aids, except contractor-developed aids, not numbered per this instruction, will be renumbered when the applicable course undergoes a revision.

h.
VI aids with contractor-assigned numbers will not be renumbered.  The contractor number will be retained for as long as the aid exists.

i.
Examples of contractor and non-contractor VI numbers are as follows:

Contractor Numbers
Non-contractor Numbers

F-4J T6.1.5.55
AT-16-69

A-6E T3.1.26R1
AD-43-65

A-7E C2.1.4

PQN-15

AAFA230CSCVV07000

F-14 74A1B 0009

j.
During a course revision, when the reproducible masters are being revised and/or new reproducible masters are being made, any aid used in other courses that contains the required or usable information will be used.  Do not change the reference numbers on the reproducible master used in other courses.  Use the Cross-Reference System to identify the reproducible master.

k.
CBT numbering - will correspond to the Storyboard number.  For Storyboard format refer to reference (l).
4.
DEFINITIONS AND PROCEDURES

a.
Reproducible Masters

(1)
Except wall charts, will be positive prints, preferably the master artwork or AGFA (photostatic copy).  Masters will be clear, concise, legible and readily reproducible (no poor or illegible copies or negatives).

(2)
Will be kept in a separate file and never used in the classroom.

b.
Classroom Copies

(1)
Are slides, transparencies or wall charts used in the classroom as a VI aid.

(2)
Will be maintained in good condition, e.g., accurate, clear and legible.

(3)
May be written on.

(4)
May have multiple copies.

c.
Transparencies

(1)
The reproducible master will be a paper positive or a transparent/ translucent print (clear background) in either color or black on white.

(2)
When revising or developing transparencies, the title, reference number (weapon system, work unit code and serial number) and classification will be placed in the lower right-hand viewing area.

d.
Slides

(1)
The reproducible master will be original artwork or a paper positive print in either color or black and white.

(2)
Duplicates can be made from a slide copy.

(3)
When revising or developing slides, the title, reference number (weapon system, work unit code and serial number) and classification will be placed in the lower right-hand corner viewing area.

e.
Wall Charts

(1)
The reproducible master will be a black line drawing on translucent paper, or transparent film, 36" height maximum, no maximum length.  The title will be in a clear, unobscured area of the chart with bold letters, " high minimum.

(2)
The title, reference number (weapon system, work unit code and serial number) and classification will be placed in the lower right-hand viewing area.

f.
Cross-Reference System

(1)
Where identical VI is used in more than one course, only one reproducible master, identified with the same number in each course, will be retained.

(2)
A Cross-Reference System will be established which identifies all courses in which the VI is used.

g.
Inactive File - Reproducible masters of VI that are no longer used in any course will be retained by the CCMM in an inactive file until otherwise directed by NAMTRAGRU (N5).

h.
Internal Evaluation Review - During the Formal Course Review the quality of reproducible masters and classroom VI will be reviewed.

i.
Contractor Developed VI Aids - Will not be converted to another type of media, such as transparencies to slides, nor be renumbered without prior written approval from NAMTRAGRU (N5).

j.
Computer Based Training (CBT) - an instructional method using computers to develop, deliver, and/or manage training materials and training processes.  CBT materials may include forms of interactive courseware (ICW), computer assisted/aided instruction (CAI) courseware, computer managed instruction (CMI), or elements of all three depending on the application, presentation, and who controls the pace and direction of the training.
5.
CBT TECHNOLOGY INTRODUCTION - This identifies existing instructions and guidance which affect the exploration, proto-typing of training technology, technology development, implementation, and dissemination.  In addition, it describes the infrastructure of the Naval Air Maintenance Training Group (NAMTRAGRU) and its capacity to develop, modify, support, and integrate training technology such as the Electronic Classroom (ECR), Learning Resource Centers (LRC), CBT, CAI, Interactive Courseware (ICW), Electronic Podium, Compact Disc Read Only Memory (CD-ROM), Digital Video Disc (DVD), and Aviation Maintenance Training Continuum System components.
NAMTRAGRU must integrate CBT technology into the total training continuum. Integration will include the establishment of a CD-ROM pre-mastering/ mastering and distribution capability at NAMTRAGRU.  This includes the transfer of selected CBT materials to CD-ROM, updating distribution, and tracking of these discs.
a.
NAMTRAGRU Technology Support Infrastructure - Training technology infusion is the responsibility of the N5 Department.  The following is a brief description of those responsibilities in support of training technology integration.
(1)
N511 Weapons System Contract Division representatives support new technology when procured through the various training contracts.  As platform sponsors procure training, training technology integration is considered in an effort to reduce future cost.  The most recent inclusion is the procurement of a variety of CBT materials when funds are available.  Each Contract Specialist works with a group of programs from the Statement Of Work (SOW) to product delivery, providing guidance, as appropriate.  The NAMTRAGRU CBT Conventions and Standards Guide provides guidance concerning these procurements.
(2)
N531 Emerging Training Technology/Media Development Division - This division is responsible for planing, analyzing, designing, developing, implementing, and controlling CBT programs.  Responsibilities include developing written standards associated with training technology such as CAI, ICW, Maintenance Training Improvement Program (MTIP), Aviation Maintenance In-Service Training (AMIST) Program, Modeling and Simulation; overseeing their execution associated with emerging training technologies and methodologies, associated with current and future NAMTRAGRU endeavors such as ECR, AMIST, CBT and associated CBT efforts such as CAI, ICW, Interactive Electronic Technical Manuals (IETMs), 6+2 Training, Systems Simulations, Systems Modeling, and Intelligent Tutoring; reviewing and evaluating existing and developing training material and programs to include CBT and its various implementations (IGTD, ICW, CAI, MTIP/AMIST Program, Systems Simulation and Systems Modeling); evaluating their instructional value, applicability to a particular group, program objectives, relevancy to the overall curriculum, and its training effectiveness.
In addition, this division includes a Prototype Development section which is responsible for the development of multimedia training packages and is tasked to develop written models (descriptive prototype narratives) and, based upon command approval, develop actual prototypes to test emerging training technologies, methodologies, and programs associated with current and future NAMTRAGRU endeavors such as the ECR, In-Service Training Program, and associated CBT efforts such as CAI, ICW, Interactive-Electronic Technical Manuals (IETMs), Systems Simulations, Systems Modeling, and Intelligent Tutoring.
(3)
N541 Aviation Maintenance Training Continuum System (AMTCS) Division.  This division monitors the Strike, General, ASW, Reserve Training, and the Marine Maintenance Training Management and Evaluation Program (MATMEP).  This division ensures the smooth and efficient integration of the AMTCS programs into the fleet, coordinating all aspects of the development, management, and maintenance of the applicable "Technical" Master Task List, Core Task List, Individual Task List, and related Test and Evaluation (TEV) test question database.  The AMTCS Division develops and maintains the standards necessary to ensure training components are planned, designed, developed, implemented, and controlled in such a manner to be the most training efficient and cost effective.  In addition, the AMTCS division ensur​es all NAMTRAGRU supported in-service training, be it self paced, group-paced, mediated or non-mediated, CBT (CAI/ICW/CMI), Simulated, Stimulated, Hardware-based, etc., is fully integrated into AMTCS and is based on the ISD process.
(4)
N551 Training Material Logistics Division has been established to meet the CD-ROM reproduction and distribution to the NAMTRAGRU Detachments and the Fleet at the Wing level.  In this case, the CD-ROM will include all levels of CBT from the CAI used with specific NAMTRAGRU courses, ICW used in the LRCs and the ICW used in conjunction with the AMIST program in the fleet.
b.
Computer Generated Graphics, Animations, and Digital Video. Are just a few of the technologies that have become more common place in training.  As CBT/CAI/ICW applications are developed, an extensive library of graphics and animation sequences will be produced.  Good graphics development requires extensive training and years of experience to master effectively.  It is recognized that the development of graphics and animations is the single biggest cost and time consuming item when developing an original computer training package.  Therefore, the N5 department will establish a system to catalogue, record, and archive the electronic files used to develop these products as well as ensure that they are registered in the Defense Automated Visual Information Systems (DAVIS). These files will provide a readily available resource for future use in the development of new and the maintenance of existing training technology based courseware.
(1)
Computer generated graphics, animation sequences and digital video when used as an integral part of an approved training curriculum are considered to be in the same category as other visual information aids. Their use and development must follow sound ISD procedures and be indicated by a proper media analysis.  It is recommended that computer generated graphics be saved as Paintbrush (.pcx) files.
(2)
Computer generated graphics are treated the same as a slide or transparency.
c.
In-house Video - The low cost and simple operation of commercially available video recorders in a variety of formats makes this media attractive when designing a course or when trying to cut costs.
d.
Compact Disc Read Only Memory (CD-ROM) - A high capacity delivery medium that can be produced in small runs within the N5 department.  Large production runs will normally be out-sourced through Defense Information Publishing Services (DIPS) in Pensacola.  Regardless of who does the actual replication, there are specific areas that require standardization.
(1)
MIL-HDBK 9660 is the Mil-Standard for the production of CD-ROMs.  The handbook contains detailed descriptions of the CD-ROM delivery media, pre-mastering, file and directory optimization, naming conventions, required read.me files, auto installation files, and standardized CD labeling requirements.  Labeling requirements include title, classification, color schemes, etc.
(2)
Pre-Mastering - Pre-mastering/preparation for mastering and duplication of the CD-ROM disc includes transferring selected CBT materials to CD-ROM or other suitable media for mastering and duplication, selecting the appropriate mastering, duplication labeling, and coating methods.
e.
Contractor Support - The contractor establishes a complete development team consisting of graphic artists, software programmers, instructional designers, and subject matter experts.  Once the CBT has been completed and accepted, the contractor packages the CBT software on a CD-ROM and the original development source code and graphics are backed up and provided in magnetic media form (usually magnetic tape). Updating the CBT when a sufficient number of technical bulletins and ECPs are processed will be through contract award with NAMTRAGRU providing the original source code and graphics as Government Furnished Materials (GFM).
f.
Interactive Courseware (ICW) - NAMTRAGRU has developed a Computer-Based Training Conventions and Standards manual which provides detailed guidance on what software to use, how to use it and a variety of standards that should be followed when developing an interactive courseware title.
g.
E-mail - Electronic mail is a part of the day to day operation of NAMTRAGRU.  This media provides a means to quickly transfer data files within headquarters, detachments, and MTUs.  In the past, curriculum material has been transferred using TPT/RS routing sheets and traditional mailing methods.  This often caused a three to five day delay for each point to point transfer.  This delay is no longer considered acceptable.  Throughout this document, E-mail has been designated as the preferred delivery method except where a paper copy is absolutely required.  In cases where a signature is required, the typed name followed by the "/s/" symbol will indicate that the paper form with the approval signature is on file.  The following are recommendation to be used when transferring files via E-mail.
(1)
E-mail programs provide many options.  One option that should always be selected when transferring curriculum materials is the return receipt/receipt acknowledgment.  This will provide the 

sender an indication of when the e-mailed file was opened.
(2)
Course materials should be transferred as attachments.  When a single file smaller than one 1 Meg is attached, do not compress.  When multiple files are sent, compress the files into a single *.zip file.  To eliminate confusion, ensure each .zip file is uniquely identified.  For example, the .zip file for CIN C-102-3456 would be "1023456.zip".  Also, ensure components for only one course are contained in a single .zip file.
(a)
Senders of E-mail must maintain track of the "zip" file names in order to keep from naming them the exact same name and inadvertently copying over the file.  The "*.zip files should be named with an Electronic Training Plan Transmittal (ETPT) serial number vice the CIN.
(b)
The ETPT (ETPT.DOC) on E-mail must be retrieved into the E-mail message body.  An ETPT should be used anytime course materials/information are sent.
(3)
Use the CIN in the subject line of the E-mail.  This will provide a ready reference that the E-mail and attachments are curriculum related.  Use an ETPT in the message body when course components are sent.  When a *.zip file is attached, include a listing of all the compressed files as in the following example.
	“The attached compressed file "sample.zip" contains the following course files:
00LPFTMT.doc – Lesson Plan Front Matter

01-01.doc - Lesson topic 1-1

01-02.doc - Lesson topic 1-3

02-01.doc - Lesson topic 2-1

02-02.doc - Lesson topic 2-2

02-03.doc - Lesson topic 2-3

11-01.doc – Lesson topic 11-1

LAR.doc - Learning Analysis Report for ...

MTST01A.doc - Master Test 1A for ...

MTST02B.doc – Master Test 2B for . . .

PMTST01.doc – Performance Master Test for . . .

TCCD.doc - Training Course Control Document

TPLAN.doc - Testing Plan

TPP.doc - Training Project Plan

TGB.doc - Trainee Guide

TTL.doc - Training Task List
ROC.doc – Resume of Change
NOTE:  For any courses remaining in WordPerfect 5.1, use same basic naming conventions above with no extension.

.....


(4)
E-mail concerning curriculum materials and course development should be saved to disk and maintained in the same manner as a correspondence file.
h.
Video Tele-Training (VTT) - VTT is an improvement of the traditional conference call.  With the development of improved video compression equipment an instructor can broadcast the training session via telephone, cable, microwave, internet, and/or satellite to remote classrooms.  Various degrees of interactivity are provided.  This enables the student to ask questions and the instructor to respond.  As the reliability and quality of broadcast equipment improves, a remote site could consist of a single student.
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1.
INSTRUCTOR TRAINING REQUIREMENTS - The OINC is responsible for the training, scheduling and coordination of the certification and evaluation program for all assigned instructor personnel.  The Field Training Specialist (FTS) serves as the NAMTRAGRU (N5) Department representative and evaluator to monitor and regulate the program.  Designating certified instructors and/or using Instructional Systems Development (ISD) personnel to assist the FTS in the evaluation program is essential.  Figure IX-1 is a flow chart of the certification and evaluation program.  Instructor training consists of:

a.
Formal Training - Instructors assigned to NAMTRAGRU/FREST are required to complete the Group-Paced Instructor Course, A-012-0011.  These instructors will also take part in a certification and evaluation program at the assigned MTU, leading to certification as a NAMTRAGRU instructor.  Upon graduation from the formal instructor training course, an NEC code of 9502 is automatically assigned.  The instructor will retain the NEC qualifications provided all the certification and evaluation requirements herein are met.

b.
Repeat Training - Personnel, once trained and certified, are not required to revalidate their instructor credentials by re-attending formal instructor training.  Repeat instructor personnel need only complete the Instructor Certification Program as outlined in the following paragraphs and receive three satisfactory qualification evaluations conducted monthly following certification.

c.
Command Training - Instructor indoctrination training and In-Service Training that will be conducted monthly for instructional and supervisory personnel.  In-Service Training may deal with, but is not limited to, such areas as trainee counseling, test construction, instructional techniques or course management procedures.  At least quarterly, In-Service Training will be conducted for safety related issues including lessons learned (NAMTRAGRUINST 1540.20 applies).

2.
INSTRUCTOR CERTIFICATION PROGRAM - Certification is defined as the process that prepares the instructor to conduct training without the direct supervision of a certified course instructor.  The minimum requirements for certification are:

a.
Complete formal training as described in paragraph 1a above. 

b.
Complete instructor indoctrination training.

c.
Attend, as an instructor trainee, factory training, the course or segment of the course for which certification is to be granted.  All course tests will be taken and no grades other than "sat" or "unsat" will be given.  Class standing will not be recorded on any documents for the instructor trainee.  Upon completion of the required training, the following documentation is required:

(1)
Navy Integrated Training and Administration System (NITRAS) entry.


(2)
Certificate of Completion (NAMTRAGRU 1540/2).

(3)
Page 4 entry in the instructor trainee's service record.

(4)
Issuance of NEC if qualified.

(5)
Entry in the instructor trainee's training record.

d.
Receive satisfactory evaluations on a minimum of three separate presentations while an instructor trainee.  These are pre-certification evaluations and are the only evaluations that will be scheduled.  No waiting time between evaluations is set.

(1)
Two evaluations will be used to evaluate the instructor trainee's knowledge of the subject matter.  These evaluations verify that the instructor trainee is technically qualified to teach the training material without direct supervision.  This type of evaluation must be conducted by an instructor evaluator that is knowledgeable in the subject matter.

(2)
The other evaluation may be conducted by the FTS, ISD personnel, a Master Training Specialist (MTS) or a trained instructor evaluator.  This evaluation will evaluate the instructor trainee's techniques as taught in the formal instructor training course.

3.
CERTIFICATION - When the preceding certification process has been completed, the OINC will certify the instructor as certified to teach without direct supervision.  Certification will be documented in the instructor's training record and it may be noted on the instructor trainee's annual enlisted evaluations as an accomplishment.  If the OINC determines that the instructor trainee is not certifiable, the OINC may prescribe additional training and evaluations.  Although the above requirements are expected to be fully complied with, to ensure that NAMTRAGRU instructors possess the professional and technical qualifications, the OINC is authorized to waive the requirements for 2c and d above should unusual circumstances develop which would prevent the assignment of a qualified instructor for initial instruction or supervision.

4.
INSTRUCTOR EVALUATION PROGRAM - Personnel whose primary duty is as an instructor will be placed in an evaluation program.  Evaluations are given for the purpose of improving instruction.  This process includes:

a.
After certification, a 3 month evaluation program will begin.  Per reference (b), these evaluations are for the purpose of maintaining the NEC 9502 qualification.  These evaluations will be completed at a minimum of 1 per month for the initial 3 months after certification.  These evaluations will be unscheduled, therefore instructors must be prepared to be evaluated at all times.  After completion of the first monthly evaluation the OINC may grant exception from the remaining monthly evaluations.  This exception should be used only when the instructor exhibits exceptional instructional skills.  The exception will be documented in the instructor's training record by the OINC.

b.
In situations where a course does not convene on at least a monthly basis following an instructor's certification, evaluations will be made as frequently as possible during the first 6 months.  If fewer than three evaluations are made, the exception will be documented in the instructor's training record.

c.
After completion of the monthly evaluation program, the quarterly evaluation program will begin with evaluations being completed once each quarter.  After completion of the first quarterly evaluation the OINC may grant a waiver from the next quarterly evaluation if the OINC determines that the instructor's technique and technical expertise are exceptional.  MTS qualified personnel need only be evaluated annually. Exception to the quarterly evaluation program will be documented in the instructor's training record by the OINC.

d.
Instructors who teach in classroom/laboratory/aircraft settings will be evaluated in each, with the ratio approximating the ratio of lessons conducted in each different setting.

e.
An instructor assigned to teach new material in the course or cross-trained in another course must be technically competent to instruct that material.  The course supervisor is responsible for determining the instructor's technical competency in the new subject matter.

f.
Instructors who have been cross-trained and assigned to teach more than one course will be evaluated in all courses taught, with the ratio of evaluations in each approximating the ratio of lessons conducted in each course.

g.
If cross training occurs during the first 3 months after certification, the 3 monthly evaluations may be conducted in a combination of the courses.

h.
Although instructors are evaluated on their teaching techniques and technical expertise in each evaluation, at least two of the quarterly evaluations per year will be focused on the instructor's technical expertise.  These evaluations must be conducted by an instructor evaluator that is knowledgeable in the subject matter.

i.
The Master Training Specialist (MTS) Program, reference (h), was established to recognize outstanding training personnel.
5.
EVALUATION PROCEDURES

a.
The instructor evaluator will:

(1)
Review the course material for the specific lesson to be observed.

(2)
Arrive before the learning session starts and locate a suitable place from which to observe (usually in the rear of the classroom).

(3)
Avoid conspicuous note taking.

(4)
Observe the instructor in learning situations involving as many different methods/media settings as possible.

(5)
Evaluate the instructor's attitude and emphasis toward a safe learning environment.  Safety is the Navy's number one concern on the job and during training situations.  This attitude must be evident during classroom and laboratory lessons.

(6)
Schedule a follow-up critique with the instructor.  The critique should be completed as soon as possible after the evaluation.

(7)
Provide the instructor with a completed copy of the evaluation. 

b.
A Classroom Instructor Evaluation Checklist (CNET GEN 1540/4) will be used in a classroom setting and a Laboratory Instructor Evaluation Checklist, (CNET GEN 1540/11) will be used in a laboratory setting.  Both forms will be completed in triplicate.  One copy will be given to the instructor for use in a personal improvement plan, one copy will be given to the FTS and the original copy will be sent via the OINC to the Training Petty Officer for inclusion in the instructor's training record.  The evaluator should observe the instructor for one complete lesson or at least one period of instruction.  Negative or unsatisfactory evaluation marks must be substantiated by definitive comments.  The evaluator will use the top portion of the reverse side of the form to make comments or recommendations.  After reviewing the written evaluation and the oral critique by the evaluator, the instructor will use the bottom portion of the reverse side of the form to outline an improvement plan, if necessary.

c.
Unsatisfactory Evaluations - Unsatisfactory evaluations may be divided into three different types:

(1)
Attitude/Behavior - Evaluations rated unsatisfactory because of the instructor's attitude or behavior may be discontinued at the discretion of the evaluator.  The instructor will not be debriefed if this occurs.  The Course Supervisor will be informed immediately as to the situation so that corrective action may be taken.  The OINC will be notified if reclassification is recommended.  Examples of unsatisfactory attitude/behavior include a negative attitude towards the trainees, the Navy and the training provided, insulting remarks, discriminatory remarks, sexually harassing remarks and abusive and/or obscene language.

(2)
Poor Instructor Technique - Evaluations rated unsatisfactory because of an instructor's poor technique must be completed and the instructor debriefed on all problem areas.  The instructor improvement plan must be completed and additional evaluations scheduled until the problem areas have been corrected.  If the instructor is unable to correct the problem areas, reclassification may be required.  The Course Supervisor will reevaluate all unsatisfactory technique evaluations given to the instructor prior to recommending reclassification to the OINC.  Examples of poor technique include lack of trainee interaction, inadequate motivational technique, poor communication skills, etc.

(3)
Inadequate Technical Expertise - Evaluations rated unsatisfactory because of the instructor's lack of technical expertise must be completed and the instructor debriefed on all problem areas.  The instructor improvement plan must be completed and additional evaluations scheduled until the problem areas have been corrected. If the instructor is unable to correct the problem areas, reclassification may be required.  The Course Supervisor will reevaluate all unsatisfactory technique evaluations given to the instructor prior to recommending reclassification to the OINC.

d.
Unsuitable Instructors - If it is determined that an instructor is unsuitable and must be reclassified, the OINC will submit the evaluation records along with the information required by the Enlisted Transfer Manual (NAVPERS 15909F) to NAMTRAGRU, (N1).

6.
CLASSROOM CONDUCT - NAMTRAGRU instructors come in contact with and provide training to approximately one third of all Navy and Marine Corps aviation personnel annually.  It is logical to assume that they are in an excellent position to provide examples of leadership to their trainees.  The following examples of leadership are expected in all NAMTRAGRU courses:

a.
Training will be punctual.

b.
Trainees will be conscientiously trained.

c.
Instructors will interact with user activity personnel.

d.
Instructors will avoid distracting mannerisms.

e.
Instructor's personal appearance will be neat and clean.

f.
Equipment and spaces will be neat and clean.

g.
Training will be of the highest quality.

h.
Instructors will promote esprit de corps.

7.
TRAINEE CRITIQUE PROGRAM - This proven program is a valuable tool in identifying training and quality of life issues within NAVEDTRACOMs.  The purpose is to provide feedback to training managers on areas such as curriculum, instructional performance and quality of life issues.  It provides excellent feedback to the instructors on their instructional abilities.  The program is divided into three categories:  critique of the instructor, critique of the course, and quality of life issues.  All trainees will be given an Instructor/Course Critique Sheet and a Quality of Life Critique Sheet at the beginning of class and encouraged to make comments as the instruction proceeds.  This permits trainees to record comments throughout training without having to recall events and perceptions at the completion of training when the critiques are collected.  Direct trainees to use the Terminal Objective List in the Trainee Guide for completing the course critiques.

a.
The opportunity to perform critiques in all three areas will be given to each trainee.  Completed critiques will be maintained for a minimum of 1 year.

b.
Critiques will be administered by the instructor, then collected and delivered to the instructor's supervisor by the trainee class leader. All trainee critiques will be reviewed by the instructor's supervisor and then by the instructor.  The critiques will then be sent for review by the ISD Office, the FTS and the OINC.

c.
Tickler files of specific comments or recommendations requiring action will be maintained until the action is completed.  A record of the action taken will be maintained for a period of 2 years.  Critiques considered by the OINC to be of command interest will be sent to NAMTRAGRU (N5) for review by the Commanding Officer.

d.
A summary of all discrepancies and actions taken will be included in the quarterly Training Quality Indicator Summary Report.

e.
Critiques must address all training environments such as classrooms, laboratories, aircraft, etc.  Safety must be covered in all of the environments.

f.
Trainees may critique only that training they receive.

g.
The critique sheets provide a notation that trainees may sign the critique if they desire; however, it must be emphasized that they have the right to remain anonymous.  Intimidation of trainees will not be allowed.  The trainees must feel they can complete the critique openly and honestly without fear of reprisal or punishment.  There will be no pressure applied to the trainees to identify themselves on the critiques by the instructors or staff.  There is no space on the sheets designated "Name" or "Signature."

h.
Trainees should be made to feel that the feedback they provide is important to the quality of NAMTRAGRU training.  Instructors should encourage trainee feedback throughout the training.  Critique sheets will be made readily available to the trainees.

i.
Trainees will be encouraged to complete a separate critique on each instructor involved in their training.

j.
If the course is lengthy, it may be appropriate to collect feedback on the course periodically during the training.  Additional feedback collection is at the discretion of the OINC.  If training is split between training sites, critiques will be administered at each site for that portion of the training.

k.
A Quality of Life Critique provides trainee input on such items as berthing, messing, recreation and other environmental factors outside the scope of the course.  Quality of Life Critiques, considered by the OINC to be of host command interest, will be sent to the station Commanding Officer.
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1.
RESERVE TRAINING REQUIREMENT - A requirement exists to provide aircraft maintenance training to reserve personnel.  In order to provide formal training and to be compatible with their training periods, it is necessary to provide either complete or segmented NAMTRAGRU courses, as appropriate. NAMTRAGRU recognizes the requirements for "ONE NAVY" and intends to fulfill the aviation training requirements of the Naval Air Reserve Force, where possible and economically feasible, per reference (m).

2.
COURSE STANDARDIZATION - Course standardization is the key element in ensuring that the training provided to Reserve personnel is identical to the training provided to active duty fleet personnel.  To ensure standardization, courses will be designed per this instruction with the concurrence of COMNAVAIRESFOR/Commandant, Marine Corps (CMC).

3.
MAINTENANCE AIR RESERVE SEGMENTED/ACCELERATED/TRANSITIONAL (MARSAT) TRAINING CATEGORIES - These are special categories of training designed to provide training to reserves upon request and scheduling by CNAVRES/CMC activities.  (These categories of training are not to be confused with types of course deviations (see glossary, Course Deviations).)

a.
Category I - Normal - NAMTRAGRU courses scheduled and taught to Reserve personnel on active duty for training.  Trainees must meet all CANTRAC prerequisites.  Seat availability should be coordinated with Quota Control.  If resources are available, a special class will be scheduled upon request.

b.
Category II - Segmented/Accelerated - NAMTRAGRU courses compressed in order to be taught in one or two segments to meet the time constraints of the reserve training periods.  A segment is defined as the number of compressed periods of instruction allowed in a 2-week training period.  One segment equates to 10 periods per day for 14 days or 140 periods.  Courses with lengths greater than 280 periods will not be segmented/accelerated.  Training can be augmented by qualified reserve instructors if necessary.

(1)
Trainees must meet all CANTRAC prerequisites.

(2)
Training day may be extended to 10 periods if needed.

(3)
Class size may be adjusted to eliminate delays in laboratory bottlenecks to accelerate training.

(4)
Flexibility is the key to accelerated training.

(5)
Courses require a training track and a Course Data Processing (CDP) code assignment.  These courses will not be stand-alone NEC/MOS awarding.

c.
Category III - Mobile - Short courses not requiring permanently affixed training aids.  NAMTRAGRU instructors will travel to Reserve training sites to conduct training.

(1)
Trainees must meet all CANTRAC prerequisites.

(2)
Training can be either Category I or II.

(3)
Funding by the requesting activity for NAMTRAGRU instructors must be identified and provided before travel is accomplished.

(4)
Classrooms must be provided on-station.  If possible, classrooms should not be located in squadron spaces.

(5)
Class schedules must be carefully coordinated with the Reserve requesting activity.

d.
Category IV - Block - Compressed blocks of subject matter taken from NAMTRAGRU courses and taught as a special course.  Letters of Attendance will be issued vice a Certificate of Completion.  Training is intended to provide refresher training, as appropriate, for Reserves that exhibit excessive deficiencies identified by the MTIP and Maintenance Training Management and Evaluation System (MATMEP) testing.  This training is not intended to replace local informal technical training intended for normal deficiencies.

e.
Category V - Transitional - Differential/refresher training taught by NAMTRAGRU for Reserve personnel transitioning to a new MODEL/SERIES (M/S) aircraft.  A Letter of Attendance vice a Certificate of Completion will be issued.  Intended for Reserve personnel that have current NECs/MOSs but require transitional training in the new M/S, e.g., transitioning from F/A-18A to F/A-18C.  This category of training can be received as Category I, II, III or IV as required.


4.
NAVAL RESERVE COURSES - COMNAVAIRESFOR maintains Aviation Training Series, Fleet Training Series and "R" courses.  These courses provide initial and follow-on training as required.  NAMTRAGRU provides approved training materials in support of these courses.

5.
ACCELERATED/SEGMENTED/MARSAT TRAINING

a.
Normally this training will be organizational level; however, intermediate level courses of 2 segments/280 periods or less could be segmented and or accelerated.

b.
The Course Identification Number (CIN) will be the same as the related NAMTRAGRU course.
c.
A Training Project Plan is not required for these courses since they have already been approved for NAMTRAGRU training.  The only required difference is a modified Master Schedule and Master Schedule Summary Sheet, Annex A to the TCCD, maintained by the MTU training site.

6.
MAINTAINING COURSE INTEGRITY - It is extremely important when segmenting courses to maintain the integrity of the training contained in the course.

7.
RESPONSIBILITIES - The guidelines and standards for NAMTRAGRU/COMNAV-AIRESFOR course development/revision are established herein.  Specific responsibilities are as follows: 

a.
COMNAVAIRESFOR - Provide ongoing input for courses which require acceleration/segmentation to meet Reserve training requirements and maintain liaison with NAMTRAGRU in matters related to Reserve training requirements.

b.
MTU Course Curriculum Model Manager (CCMM)

(1)
Maintain course training plans and all other software utilized in Reserve training.  Provide counterpart MTUs with modified Master Schedule and Master Schedule Summary Sheet as required.

(2)
Ensure the quality, completeness and up-to-date status of the course.

c.
NAMTRAGRU

(1)
NAVAIRES Liaison (NAR) - The NAMTRAGRU Reserve Liaison Officer will maintain liaison with COMNAVAIRESFOR on training matters related to the Naval Air Reserve Force.

(2)
NAMTRAGRU (N5) Department - The point of contact for all Reserve training requirements is NAMTRAGRU (N5).

8.
NAVY INTEGRATED TRAINING RESOURCES AND ADMINISTRATION SYSTEM (NITRAS) REPORTING OF ACCELERATED/SEGMENTED COURSES - All training sites will report to NITRAS only the segments actually conducted at the respective site.  Trainees in Reserve segments will be reported as "Package Trainees" as per Appendix H of the NITRAS Student Master File (SMF) User's Manual (MIISA document number 23UM8406).  Schedule and report trainees in NAMTRAGRU segments per reference (r).

a.
NAMTRAGRU, N-1 Manpower/NITRAS Division will assign CDPs for each course segment for all training sites.

b.
NAMTRAGRULANT/PAC/RES will maintain close liaison with Type Commanders to assist in preparing the 5-year training input plan per reference (r).

9.
REQUEST FOR TRAINING MATERIALS - COMNAVAIRESFOR CCMMs requiring copies of course materials of applicable NAMTRAGRU courses will notify COMNAVAIRESFOR of their requirement.

a.
If the requirement is valid, COMNAVAIRESFOR will request, from NAMTRAGRU, the desired course software.

b.
NAMTRAGRU (N5) will then authorize release of the software directly to the COMNAVAIRESFOR CCMM.  This procedure ensures:

(1)
efficient control of the course materials.

(2)
COMNAVAIRESFOR courses are up-to-date.

c. Each NAMTRAGRU course released to a COMNAVAIRESFOR CCMM will be updated by the NAMTRAGRU CCMM with copies of the changes and revisions sent to the COMNAVAIRESFOR CCMM.

d.
It is the COMNAVAIRESFOR CCMMs responsibility to update their corresponding course.
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APPENDIX A

For a comprehensive listing of NAVEDTRACOM abbreviations and glossary, see reference (t).

Academic Review Board (ARB) - A board which evaluates the trainee's progress and recommends a course of action when the trainee has failed to achieve learning objectives (LOs) or when the trainee is qualified to accelerate training.

Accelerated Training - A program that permits the exceptional trainee to complete a course in less than the allotted time.

Action Verb - That portion of the LO or task statement which conveys action and reflects the type of learning that is to occur.  Action Verbs must reflect behaviors that are measurable, observable, verifiable and reliable.

Audiovisual Aid - See Instructional Media Materials.

Audit Trail - A documented record of the processes, procedures and major decisions used to design, modify, develop, implement and evaluate training materials.

Average Onboard (AOB) - The annual trainee input multiplied by the course length in calendar days (including weekends and holidays) divided by 365.

Aviation Maintenance In Service Training (AMIST) - AMIST is the "training system", which integrates all in-service technical training (including maintaining training ....) performed in the fleet.  It provides "knowledge based performance standards" with real time assessment/evaluation of the state of maintenance personnel training, knowledge deficiencies, and "on demand" training capabilities.
Aviation Maintenance Training Continuum System (AMTCS) - A new and evolving training paradigm, that will provide for a seamless, affordable, career-long training from initial entry to the end of a military career for aviation maintenance personnel.  School house and fleet in-service training elements will be integrated into a cohesive, mutually-supportive training system.  Doing so, will provide necessary training at the appropriate juncture within the technician's career progression by integrating fleet and schoolhouse curriculum, based on fleet job tasks, into a training system that is transportable between the classroom and the work center encouraging joint utilization of homeport/schoolhouse resources and increase technical proficiency.  Tools used in obtaining the goals of the AMTCS may include, but are not limited to schools; lesson guides; Managed On the Job Training (MOJT); distance learning; LRCs; CBT courseware (ICW/CAI); Naval Aviation Engineering Unit (NAESU); 3M Data; and Expert Video; etc.  Courseware supporting AMTCS will be designed for use throughout the continuum.  AMTCS, provides the means to integrate school house and fleet in-service training programs; standardize the in-service technical training within a NEC/MOS, rating, or billet; identify task requirements; track training exposure; provide a method to validate obtainment of the necessary knowledge and skills to perform the tasks; and provide feedback necessary to improve training system effectiveness.
Aviation Maintenance Training Program Repository and Distribution Activity (AMTPR/DA) – An activity designated as the central point for aviation maintenance training materials.

Aviation Maintenance Training Program Support Activity (AMTP SA) – Designated activity responsible for the administrative support of the Aviation Maintenance Training Continuum System, Master Task List and associated data elements in coordination with the Aviation Maintenance Training Program Manager and Course Curriculum Model Manager.

Aviation Maintenance Training Program Manager (AMTPM) – Designated activity, normally co-located with Course Curriculum Model Manager, responsible for standardization of assigned training tracks, Maintenance Training Improvement Program/Maintenance Training Management and Evaluation Program, and/or Aviation Maintenance Training Continuum System content.  Works closely with assigned Course Curriculum Model Manager and coordinates with appropriate user activities.

Behavior - That portion of the LO or task statement related to the performance expected of a trainee after a learning experience.  Behavior is any activity, overt or covert, capable of being measured.

BIVIS – Base Information and Visual Information Service

Bottleneck - A scheduling situation that occurs when it becomes necessary to divide a class into two or more groups in order to cycle each group separately through the scheduled training periods.  Bottlenecks will be reflected on the Master Schedule and Master Schedule Summary Sheet.

Cadre Training - Training provided to an initial (nucleus) group of personnel, such as Navy instructors, by a contractor, before NAMTRAGRU is on-line with the course.

Catalog of Navy Training Courses (CANTRAC) - NAVEDTRA 10500 publication distributed semi-annually, which contains information concerning all formal courses of instruction in the Navy.  See reference (u).

Certificate of Completion (Diploma) - Issued to a trainee upon completion of a course if all requirements for graduation are met.  NAMTRAGRU 1540/2 applies.

Class Capacity - The maximum number of trainees who can be taught safely and effectively (with dual instruction, if applicable) without degrading the training provided.

Classified Training Material - See reference (d).

Class Overload - Exceeding the maximum planned trainee input.  See Part III-B.

CNO Training Track - Chief of Naval Operations (CNO) approved training required to meet the Navy Enlisted Classification (NEC)/Military Occupational Specialty (MOS) qualifications or to fill a specific maintenance billet in a squadron or "I" level maintenance activity.

Computer Aided Instruction (CAI) - The use of computers to aid in the delivery of instruction.  Also called "Computer Aided Instruction or Learning".  This definition is expanded to include the use of computer resources for the display and/or delivery of information in a group paced instructional environment where the instructor controls the pace and sequence of the presentation.
Computer Based Training (CBT) - Instruction delivered by a computer which includes Computer Assisted Instruction (CAI) and Computer Managed Instruction (CMI) as well as computer simulation and part-task training.  Any form of instruction wherein a computer has a role in the training process.

Computer Managed Instruction (CMI) - The use of computers to manage the instructional process, generally including registration, diagnostic counseling, pre-testing, progress testing, post-testing, determination of technician mastery of objectives, and dis-enrollment.
Condition - That portion of the LO or task statement which describes the situation/environment in which trainees write/express/perform the specified behavior.  Conditions include any pertinent influence upon task performance, including any or all of the following - location of performance, environment, equipment, manuals or supervision required.

Conditional Training - Training conducted for fleet personnel when a situation exists where a new system, sub-system or equipment has been delivered/inducted into the fleet inventory and all the materials, publications, equipment,

facilities, etc. required to support the new formalized training program have not been delivered or are incomplete.  Conditional training is training that is degraded due to the lack of or incomplete publications, course software, facilities, equipment, trainers, etc.
Course Completion Record - A document sent to the trainee's command after completion of a NAMTRAGRU course.

Course Curriculum Model Manager (CCMM) - MTU assigned responsibility by NAMTRAGRU for the course curriculum development, implementation and upkeep of a specific course.  The CCMM and Course Manager (CM) are synonymous.  CCMM refers to the person in charge of the MTU.  Counterpart sites refer to the person in charge of the MTU as the Course Supervisor.

Course Data Processing (CDP) - A four character code which identifies a Course Identification Number (CIN) to the training site.

Course Deletion - A course eliminated from training.  Deleting a course requires a Training Project Plan (TPP) to be submitted to the Curriculum Control Authority (CCA) for approval.

Course Deviation - Course deviations may be authorized for any approved course.  Types of deviations and their conditions are outlined below:

a.
Type I Deviation (Change) - This type deviation is permanent and is authorized by the OINC.  A Certificate of Completion will be issued.

b.
Type II Deviation (Accelerated or Extended) - A change of course length to accelerate or extend the course due to the background of the trainees, the size of the class, or for other reasons which result in lost time.  In this type deviation, quality of instruction is not sacrificed and course objectives are met.  This type deviation is temporary and is authorized by the OINC.  A Certificate of Completion will be issued.

c. Type III Deviation (Shortened/Emergency) - A modification of a course, identified as a special course and taught on an emergency basis in response to a specific user request.  Usually, the course is shortened, some of the subject matter is deleted, and all of the approved course objectives are not met.  Temporary deviation is authorized at the discretion of the OINC after the user activity is informed of the shortcomings of the deviation.  A letter of attendance vice a Certificate of Completion will be issued.  Any deficiencies effected by the deviation will be identified on both the Letter of Attendance and the Course Completion Record.  Format for the Letter of Attendance is a standard Navy letter with appropriate data concerning trainee attendance.

d.
Type IV Deviation (Block) - A block of subject matter taken from an approved course and taught as a special course when required.  The OINC has authorization to deviate.  If there is a continued requirement for this block of instruction, the OINC will submit a request for approval for a separate course.  A Letter of Attendance vice a Certificate of Completion will be issued.  Any deficiencies effected by the deviation will be identified on both the Letter of Attendance and the Course Completion Record. 

e.
Type V Deviation (Refresher) - Refresher training of an approved course, taught as a special course to trainees who have had previous training or experience, is authorized at the discretion of the OINC. If a specific refresher course continues to be a requirement, the OINC will submit a request for approval for a separate course.  A Letter of Attendance vice a Certificate of Completion will be issued.  Any deficiencies effected by the deviation will be identified on both the Letter of Attendance and the Course Completion Record.

f.
Type VI Deviation (Degraded Training Situations) - Examples of degraded training situations are:  Substitute (not fully qualified) instructors, a class overload, and other conditions that cause the instruction to be less than desirable.  Courses taught under these conditions may or may not meet all course objectives.  Temporary deviation is authorized at the discretion of the OINC after the user activity accepts the shortcomings of the deviation.  At the discretion of the OINC a Letter of Attendance or a Certificate of Completion will be issued.  All deviation deficiencies will be identified on the letter or certificate and the Course Completion Record.

Course Discontinuance - A course no longer taught at a particular training site; but, still taught at one or more other training sites.  A course discontinuance requires a TPP to be submitted to the CCA for approval.

Course Identification Number (CIN) - Alphanumeric designator used to identify a military training course.

Course Model Manager (CMM) - See Course Curriculum Model Manager (CCMM).

Course Master Schedule (CMS) - A schedule of instruction, prepared by the training activity, to indicate the period programmed for each topic by the day and week of the course.

Course Mission - A description of the ultimate purpose of the course, with a statement of who is to be trained, what they are to be trained to do, the degree of qualification required after the training, and under what general conditions the graduate will perform.

Course Short Title - An abbreviated title of the course used in the Master Course Reference File (MCRF).  Maximum length is 16 characters.

Course Supervisor - The supervisor of a course at a counterpart MTU training site that is not the Course Curriculum Model Manager (CCMM).  See Course Curriculum Model Manager.

Course Tracking System (COTS) - An in-house computerized data base listing of all NAMTRAGRU courses.  Provides status of course development or revision.

Course Trials - A trial teaching process for the purpose of refining a course and for determining the course length.  For refinement, a new course is taught twice and a revised course is taught once.  The culmination of the course trials is the completion of the training plan and submission of the finalized training plan materials to NAMTRAGRU (N5) for processing.  Also referred to as a "Pilot Course."

Criterion-Referenced Test - Measures what individuals can do or know compared to what they must be able to do or must know in order to successfully perform a task.  An individual's performance is compared to external criteria or performance standards that are derived from an analysis of what is required to do a particular task.

Curriculum Control Authority (CCA) - The agency that approves the instructional methods and curriculum materials and plans, manages, and budgets program resources for assigned courses.  The Commanding Officer of NAMTRAGRU is the CCA for all NAMTRAGRU courses.

Curriculum Outline (CO) - An outline of the course of instruction.  The CO is a part of the Training Course Control Document (TCCD).

Defense Automated Visual Information System (DAVIS) - A standard DoD-wide ADP system for VI management purposes at DoD Component and major command levels.  It includes a production data base covering production, acquisition, inventory, distribution, production status, and archival control of AV productions and VI material and a VI facilities data base that includes activities, facilities, personnel, and funds.
Defense Instructional Technology Information System (DITIS) – A database of Interactive Courseware (ICW) managed by the Defense Manpower Data Center.  The purpose of DITIS is to provide a central source of information pertaining to ICW funded by DOD, encourage resource sharing, and reduce spending resulting from redundant ICW development.

Degraded Training - A situation that occurs when specific courses/classes are conducted under less than desirable conditions.  (See Course Deviation.)

Discussion Point (DP) - Major Teaching points.  Previously referred to as the "Outline of Instruction."  The first DP of a lesson will list any safety precautions related to the topic.

Duty - A primary skill consisting of one or more tasks performed in one functional area.  A duty is the major subdivision of the work performed by one individual.  Recognized as being one of the position incumbent's principal responsibilities.  A collection of tasks.

Electronic Classroom (ECR) - A technology enhanced classroom that uses a variety of presentation media including computer generated graphics, animations, simulations, digital video, televideo, etc.
Electronic Training Jacket (ETJ) – An electronic record of all technical training data throughout an aviation maintenance person’s career.  It contains the individual personnel training information Individual Training Plan (ITP), and training status for both formal and informal training.  It also allows for the creation of Individual Task Lists (ITLs) from Core Task Lists (CTLs) based on their NEC/Rating, MOS, Billet and Collateral Duty assignments.  Both “knowledge-based” and “skill-based” training will be tracked in the ETJ.  The ETJ is designed to be transferable to follow an individual from duty station to duty station.

Element - The smallest unit of behavior that has practical meaning to instructional analysts/designers.  Elements are basic motions, movements and mental processes that compose the procedural steps of task performance.

Equipment Requirement List (ERL) - A list of instructional equipment and material required to teach a course of instruction.  The ERL will include all hardware items required to teach the course, e.g., trainers, equipment, aircraft, special tools, visual information devices, hand tools, consumables, etc.  Any shared equipment will be listed on the ERL of every course which uses that equipment.  The content and format of the ERL is computer generated.

Equipment Shortage List (ESL) - A document that is prepared when equipment listed on the ERL, required for conducting a course, is not on hand.

Expert Video - The practice of recording an SME performing a maintenance task in accordance with the applicable maintenance publication.  Subjects include but are not limited to, routine system operation, trouble shooting, and component removal and replacement.
External Review - Fleet evaluation or feedback information on NAMTRAGRU courses from outside the training activity.  (See Formal Course Review.)

Feedback – The Feedback module provides the capability for tracking training tool effectiveness, Wing/Squadron/Work Center readiness, and Core Task List (CTL) question/answer effectiveness information.  With Feedback, AMTCS will be provided with continual product and training improvement information.

Formal Course Review (FCR) - An annual internal and external critique of each NAMTRAGRU course, to determine the quality of existing training and to ensure that training effectiveness is maintained.

FREST - Marine acronym for Fleet Replacement Enlisted Skills Training.

Graphic - A still picture or illustration, such as a chart, poster or diagram, produced from art work or by photography.

Hazardous Material - A material which has a physical and/or health hazard.  A material is hazardous when, because of its quantity, concentration, physical, chemical or infectious characteristics, it may:  (a) significantly contribute to increased mortality or cause serious, irreversible, or incapacitating reversible illness; or (b) poses a substantial present or potential hazard to human health or the environment when improperly treated, stored, transported, disposed of or otherwise managed.  (Defense Environmental Quality Program Policy Memorandum 80-5 refers.) 

Individual Task List (ITL) - A tailored list that identifies those tasks, for personnel assigned to squadron/work center, which they are required to perform for their specific maintenance duty areas, and are derived from a CTL (rating/NEC/MOS/billet).
Instruction Sheet - A generic term for any of a variety of single purpose, single or multi-page guide sheets designed to give the trainee certain detailed information or instruction about a task to be performed or learning activity to be undertaken.

Instructional Day - Consists of 8 hours divided into instructional periods.

Instructional Media Material (IMM) - All graphic and audiovisual materials used in a course of instruction.  The terms IMM, Visual Information (VI) and Audiovisual (AV) used in conjunction with aids and devices, refer to the same items.  (See reference (s) for additional guidance in this area.)

IMM Equipment - Equipment used to record, produce, process, and exhibit AV products.

IMM List - A listing under the heading of Instructional Media Material in the TPP and TCCD of all transparencies, charts, recorded tapes, slides, films, etc., used in a course, even if they are shared with other courses. 

IMM Materials - Any VI product used to facilitate and reinforce learning through sight and/or hearing.  A general term that refers collectively to all of the various VI still and motion films, tapes, discs, or graphic aids.  Includes all retained recorded imagery.

Instructional Management Plan (IMP) - A document which contains the procedures for administering and managing a course of instruction.  Included are the specifications for scheduling, instruction and evaluation of the trainees.

Instructional Period - An hour in the instructional day consisting of 50 minutes of contact time followed by a 10-minute break.

Instructional Systems Development (ISD) - An orderly process for planning, analyzing, designing, developing, implementing and evaluating instructional programs which ensures that personnel acquire the knowledge, skills and attitudes essential for successful job performance.

Instructor Evaluation - A written assessment, provided by qualified observers, rating an instructor's teaching ability, knowledge and skill.

Interactive Courseware (ICW) - Computerized instruction characterized by the ability of the trainee to determine the order and pace of instruction by responding through an input device.
Interactive Electronic Technical Manual (IETM):  Technical manuals that use a computer to display technical data and interactions with other computer programs.  Also known as Integrated Electronic Technical Manual System.
Interim Approval Authority (IAA) - The IAA for Organizational Maintenance courses is the user activities respective TYCOM or Commanding General, Marine Aircraft Wing (CG MAW).  The IAA for Intermediate Maintenance courses is the Commanding Officer, NAMTRAGRU who has delegated this authority to the NAMTRAGRUDET/FREST OINCs.  Interim approval will be granted only when sufficient required elements of training are in place and are of a quality level so as to be ready for course trials to commence.  

Intermediate ("I" Level) Maintenance Training - Training, designed to train personnel in performing "I" level maintenance duties as performed in the Aircraft Intermediate Maintenance Department (AIMD).

Job - The duties, tasks and task elements performed by an individual.

Job Analysis - The basic method used to obtain prominent facts about a job, involving observation of workers, conversations with those who know the job, analysis questionnaires completed by job incumbents, and/or study of documents involved in performance of the job.

Job Task List (JTL) - Results of information gathered in Job Analysis.  Lists of duties and tasks, varying in refinement from basic input data to duties and tasks which constitute the job performed by incumbents, within a rating.

Knowledge - Information required to develop skills and attitudes for effective accomplishment of the jobs, duties and tasks.

Learning - A change in the behavior of the trainee as a result of stimulus or experience.  The behavior can be physical and overt, or it can be intellectual or attitudinal.

Learning Analysis Report (LAR) - Provides listings of skills, knowledge and LOs, and the sequencing of those objectives for the tasks that have been selected for training.

Learning Objective (LO) - A statement of the behavior or performance expected of a trainee as a result of a learning experience, expressed in terms of the behavior, the conditions under which it is to be exhibited, and the standards to which it will be performed or demonstrated.

a.
Terminal Objective (TO) - A definitive specification of behavior stated in terms of a performance criterion desired of a trainee upon completion of a course of instruction or major segment thereof.

b.
Enabling Objective (EO) - The specification of prerequisite skills and knowledge necessary for the achievement of a TO or another EO. Condition and standard may be implied from the related TO.

Learning Resource Center (LRC) - A computer equipped center that will provide students with resource materials used to supplement existing training.
Lesson Plan (LP) - A plan for instruction that provides specific definition and direction to the instructor on LOs, equipment, IMM requirements and conduct of the training.  Lesson plans are the principal components of curriculum materials in that they sequence the presentation of learning experiences and program the use of supporting instructional material.

Previously referred to as the Instructor Guide.

Local User Activity - A term used to identify the local activity providing trainee input to NAMTRAGRU courses.

Logistic Support Analysis Record (LSAR) - The document produced as a result of the Logistic Support Analysis which contains data required for standardized training programs.

Macro - A series of keystrokes, stored in a permanent or temporary file, that can be executed with a minimum of two keystrokes.  Also referred to as a single computer instruction that provides for a sequence of operations.

Maintenance Training Unit (MTU) - A training division assigned, by number, to a NAMTRAGRUDET/FREST that is responsible for the training of a particular weapon system.

Master Task List (MTL) – A complete list of tasks relating to weapons platforms, systems/subsystems, and components.  The MTL is correlated to questions and answers, training tools, Navy Enlisted Codes (NECs)/Ratings, Marine Corps Military Occupational Specialties (MOSs), Billets, and Collateral Duty assignments.  Upon approval of the task list by the Subject Matter Experts (SMEs) and/or Model Managers, a Core Task List (CTL) is distributed to the Fleet and Schoolhouse communities.  The CTL is uploaded into the site’s AMTCS database, and Individual Task List (ITLs) may be generated for maintenance personnel.

Master Training Plan (MTP) - A complete set of the software components (floppy diskettes and a hard copy) of a course kept in an up-to-date status with all applicable changes (inserted as changes occur) to be used as masters for duplication purposes.  To prevent the loss of a course training plan in the case of a disaster such as a fire, the MTP will be maintained at the MTU and a duplicate copy of the floppy diskettes and a hard copy of the graphics portion of the trainee guide will be maintained by NAMTRAGRU (N5).  All testing materials will be maintained as confidential material.

Military Occupational Specialty (MOS) - A code assigned to Marine Corps enlisted personnel which identifies their job/skill specialty.

MTU - Acronym for Maintenance Training Unit.

Navy Enlisted Classification (NEC) - A code assigned to Navy enlisted personnel which identifies their job/skill specialty.

Navy Integrated Training Resource and Administration System (NITRAS) - A CNET computer programmed system designed to be responsive to demands for training information by NAVEDTRACOM activities and other managers.  Provides direct support to the Bureau of Naval Personnel and indirect support to the Navy Recruiting Command.

Naval Officer Billet Code (NOBC) - A code assigned to Naval Officers which identifies their job/skill specialty.

Navy Training Feedback System (NTFS) - A single, integrated, training feedback system designed to facilitate the identification of training deficiencies at the unit level with respect to the issues of both "what to train" and "how to train."  (See reference (b))

Navy Training Plan (NTP) - The principle document used to establish all aspects of a training program, such as instructors, trainers, publications, MILCONs, training material, factory training, training sites and follow-on training for a weapon system or equipment.

Organizational ("O" Level) Maintenance Training - Training provided for a weapon system.  Knowledge training will be provided in classrooms, PA in the lab and/or PJT on assigned aircraft.

On-the-Job Training (OJT) - Training in designated job skills provided in the actual job situation during daily operations and routine maintenance 

evolutions.

Operator Training - Trainees are taught the methods, procedures and skills necessary to manipulate the controls of a specific system/equipment.

Performance Measure - The absolute standard by which a job performance is judged.

Performance Test - A sample work situation in which trainees perform a practical task to demonstrate how well they have mastered the skills required for performance of the job.  In some circumstances this could be a written test if designed as a job sample for trainees whose responsibilities involve only paper procedures.

Personalization - Annotation by instructors to their lesson plans to support and enhance the presentation of the course.  This additional information is for the benefit of the individual instructor.  If the material is of a nature that requires all instructors to present it, a change or the recommendation for a change, as appropriate, will be submitted to the CCMM.

Pilot Course - See Course Trials.

PJT - Practical Job Training.

Plan of Action and Milestones (POA&M) - Procedures to be taken and the dates to be met upon receipt of a tasking to develop a new course or to revise an existing course.

Practical Application (PA) - The hands-on practical work or trainee application that is provided using trainers/equipment as an application of the knowledge/theory that has been taught.  Normally conducted in a laboratory.

Practical Job Training (PJT) - Supervised hands-on training in a real or simulated work situation.  Normally conducted on the aircraft or support equipment.

Practical Work (PW) - Instructional periods involving actual or simulated job experience.  This includes shop, line, field, or laboratory instruction.

Prefaulted Module (PFM) - An equipment module which has a pre-engineered casualty installed to produce a documented set of conditions or indications for training purposes.

Prerequisite Training - Specific training that a trainees must have previously completed in order to be qualified for entry into training for which they are now being considered.

Process Task - A task which consists of a series of steps resulting in the trainee obtaining a single discrete result.  The task is evaluated by observing the process and by scoring each step or element as it is performed in terms of sequence, completeness, accuracy or speed.

Product Task - A task which terminates in a discrete product or outcome which is observable and measurable.

Progress Test - A test, written or performance, which is used at various points in the course to evaluate the trainee's progress.

Quota Control - The specific desk, office or command which fills assigned 

quotas or blocks of quotas by assigning a space in a course for a trainee.

Remedial Instruction - Planned instruction conducted outside of normal training hours for those trainees who need additional study to maintain class progress.  Remedial instruction is directed toward trainees in group-paced courses with specific deficiencies in the achievement of the LOs.

Reproducible Master - The original, or master, whether typed, drawn, or photographed, from which printed material and graphic aids such as slides, wall/flip-charts and transparencies are reproduced.

Resource Requirements List (RRL) - A listing of all the training materials, personnel, audiovisuals, graphics, publications, facilities, equipment refurbishment and equipment required to conduct training.

Résumé of Changes - A detailed listing of changes accompanied by the reasons for the changes.  A résumé of change is required for any change made to course training materials.

Short Title - See Course Short Title.

Simulator - A training device used to imitate the actual equipment.  Although not the "Real Thing", a simulator is useful when teaching procedural steps and theory of operation.

Skill - The ability to perform a job-related activity which is required for the effective performance of a task.

Software - The programs and routines used to extend the capability of computer equipment.  A general term used when referring to the training plan components and all other non-equipment training material such as pamphlets, manuals, booklets, transparencies, schematics, charts, slides, etc.

Standard - That portion of the LO or task statement which states the degree of accuracy to which the LO or task must be performed.

Standard Training Workweek (Staff) - The normal scheduled workweek for instructor and support personnel will be 40 hours.

Standard Training Workweek (Trainees) - The normal scheduled training workweek for trainees will be 40 hours (periods) of instruction.  Nothing in this instruction will preclude additional training outside the normal workweek.

Stimulus - The event, condition, situation, signal or cue to which a response must be made.

Storyboard - A paper based form that list the sequence, text scripts, audio and video sequences used in video, audio, and interactive courseware productions.
Subject Matter Expert (SME) - An individual who has a thorough knowledge of a job (duties/tasks) which can be used to assist in the training development process (e.g., consultation, review, analysis, etc.).

Surveillance - Those monitoring, analyzing and reporting procedures used to ensure that training materials remain job-task oriented, accurate and up-to-date.

Task - A single unit of specific work behavior with clear beginning and ending 

points, and directly observable or an otherwise measurable process, frequently but not always resulting in a product that can be evaluated for quantity, quality, accuracy or fitness in the work environment.

Test - Any device or technique used to measure the performance of a trainee on a specific task or subject matter.

Test and Evaluation (TEV) – The TEV module is a diagnostic tool that tests an individual’s knowledge within their NEC/Rating, MOS, Billet, and Collateral Billet assignments.  TEV provides the capability to generate, administer, and grade tests.  The test results from TEV are used to determine remediation training needs, update the individuals ITLs/ITP, and to provide data to the Feedback module.

Testing Plan - A document which outlines the testing procedures for a course.

Test Weight Sheet - Used to calculate a trainee's final grade.  Each progress test and practical work (PW) grading situation is listed with a percentage assigned to each situation.

Total Course Length - The sum of the standard periods plus the sum of the bottleneck periods.

Trainee Guide - Consists of front matter and Instruction Sheets.  There are six types of Instruction Sheets:  information, job, assignment, problem, diagram and outline/note taking.  Not all lesson topics of the LP will require the use of all six types of Instruction Sheets.  All Trainee Guides will be marked on the title page "FOR TRAINING PURPOSES ONLY" and "NOT FOR USE IN MAINTENANCE WORK CENTERS."

Trainee Handout - Any software item such as the Trainee Guide and other printed materials including maintenance manuals used by the trainee in the course.  NAMTRAGRU training includes maintenance on the actual equipment and training on the use of associated maintenance manuals in maintaining the equipment.  Therefore, the preparation and use of any handout material that would be used by the trainee in lieu of the actual maintenance manuals is to be avoided.

Trainee Handout List - All handouts used by the trainee during the course will be listed as Training Material Required to Conduct Training in the RRL section of the TPP and the TCCD, Annex B. 

Trainee-to-Instructor Ratio (T:I) - The comparison of the maximum number of trainees to the minimum number of instructors required during a given training period.  Listed on the Master Schedule and the Master Schedule Summary Sheet.

Training Continuum (TC) - The "cradle to grave" structure that trains aviation maintenance personnel to operate and/or maintain weapon systems and support systems.
Training Course Control Document (TCCD) - The TCCD is the output of the Design Phase and serves as the primary development and management document for a course.  It is a collection of products that expresses, in summary form, the content, structure and essential management information.  The TCCD consists of Front Matter, a Curriculum Outline of Instruction and Annexes.

Training Deficiency Report (TDR) - A system managed by NAMTRAGRU for reporting training deficiencies (equipment, personnel, facilities, technical publications, etc.) which impair the successful accomplishment of assigned courses.  (See reference (e).)

Training Feedback - See Navy Training Feedback System.

Training Plan - A term used to identify all of the components of a NAMTRAGRU course on diskette and/or hard copy.

Training Plan Change Entry Record - A record used to enter approvals, evaluations, revisions, etc., which affect a course.  (See Part VI-B.)

Training Plan Transmittal/Route Sheet (TPT/RS) - A routing sheet used for transmitting training material between NAMTRAGRUDETs/FRESTs and NAMTRAGRU.  NAMTRAGRU 1540/6 applies.

Training Project Plan (TPP) - A formal planning document submitted for approval of new courses/courses and deletions.  The TPP is submitted by NAMTRAGRU (N5), to CNO (N889H) via the chain of command, and includes information such as course data, justification for course development/revision, a statement of the impact if development is not undertaken, a milestone chart, resources, equipment and facilities requirements.

Training Task Analysis - An ISD process of analyzing training tasks.  (See Part II.)

Training Task List (TTL) - Identifies JTL items that require training.

Training Track System - Identifies the training continuation required for personnel to earn an NEC or MOS.

Type Training - Refers to the class of school/course code.  The code can be an alpha/alpha or alpha/numeric indicator that designates the class and subdivision of the school or course.  Selected examples are shown below.  When the alpha/numeric code is followed by the number 1, this indicates enlisted training and the number 2 indicates officer training.  See the CANTRAC Volume I for a complete listing of the classes and codes.

a. Class "A" - Provides the basic knowledge and skills required to prepare for rating entry level performance.  An NEC, MOS or NOBC is not normally awarded.

AA
Apprentice Training

AP
Enlisted Preparatory Schools and/or "A" School Pipeline Courses

AR
Initial Skill Training - Enlisted Remedial Training

A1
Initial Skill Training - Enlisted "A" School

A2
Initial Skill Training - Officer

b.
Class "C" - Provides for the advanced skill/knowledge/aptitude/ qualification training required to fill a particular NEC, MOS or NOBC coded billet.  Course completion awards an NEC/MOS/NOBC.

C1
Skill Progression Training - Enlisted NEC/MOS

C2
Skill Progression Training - Officer NOBC

C5
Skill Progression Training - Enlisted Medical NEC

C6
Skill Progression Training - Medical Officer NOBC

c.
Class "F" - Provides individual functional skill training required by Fleet or Type Commander.  No NEC, MOS or NOBC is awarded.

F1
Functional Training - Enlisted

F2
Functional Training - Officer

F3
Functional Training - Enlisted Medical

F4
Functional Training - Officer Medical

d.
Class "G" - Provides prerequisite knowledge, skills and techniques in a segment course of an NEC/MOS/NOBC awarding pipeline.  Is not a rating wide requirement.  Does not by itself, award an NEC/MOS/NOBC. May be attended outside entire pipeline.

G1
Pipeline Skill Progression Training - Enlisted

G2
Pipeline Skill Progression Training - Officer

G5
Pipeline Skill Progression Training - Enlisted Medical

G6
Pipeline Skill Progression Training - Officer Medical

User Activity - Any Wing, MAG, Squadron, or AIMD which receives NAMTRAGRU graduates.

User Activity Review Statement - A document that is used to allow local user activities the opportunity to input any recommendations to the CCMM during the interim and final stages of course development.

Visual Information (VI) - Use of one or more of the various visual media with or without sound.  VI includes still and motion picture photography, video recording with or without sound. graphic arts, visual aids, models, displays, visual presentation services, and the support processes.
Weapon System Planning Document - A document used to encompass all facets of a new weapon system as it is absorbed into the Navy.
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III-A-3, III-A-29, V-17, A-7

Enabling Objective (EO)
A-7
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III-A-3, III-A-6

Objective (LO)
II-3, III-A-3, III-A-6, III-A-10, III-A-19, III-A-20,


 III-C-3, III-C-6, V-17, V-22, A-1, A-7
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III-A-19
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III-A-15

Terminal Objective (TO)
III-A-11, A-7

Learning Resource Center (LRC)
A-7

Lesson Plan (LP)
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IV-A-3

Specifications
IV-A-10

Lesson Topic
I-7, III-A-28, III-A-29, III-A-30, III-B-5, IV-A-3, IV-A-5,


 V-17, V-21, IX-6, A-11
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III-A-29, IV-B-3
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A-8
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A-8
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 VII-3, A-7, A-11
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X-3
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Operator Training
A-9
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III-C-11, III-C-13

Trainee Guide
A-11

Trainee Handout
A-11

Trainee Handout List
A-11
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                          ┌─────────────────────────────┐


                          │ GET FROM POINT A TO POINT B │


                          └──────────────┬──────────────┘


                    ┌────────────────────┴───────────────────┐


              ┌─────┴───────┐                       ┌────────┴───────┐


              │ ORIENT MAP  │                       │ HIKE WITH PACK │


              │ AND COMPASS │                       └────────┬───────┘


              └─────┬───────┘                                │


              ┌─────┴──────────┐                             │


        ┌─────┴─────┐   ┌──────┴──────┐                  ┌───┴───┐


        │ INTERPRET │   │ USE COMPASS │                  │  ***  │


        │ MAP       │   └──────────┬──┘                  └───────┘


        └─────┬─────┘          ┌───┴───────┬────────────────┐


┌────────────┬┴┬─────────┐ ┌───┴─────┐ ┌───┴─────┐ ┌────────┴──────────┐


│ USE LEGEND │ │ USE GRID│ │  READ   │ │ SIGHT   │ │  APPLY RULES      │


└─────┬──────┘ │ SYSTEM  │ │ COMPASS │ │ COMPASS │ │ FOR USING COMPASS │


      │        └───────┬─┘ └────────┬┘ └─────┬───┘ └──────────┬────────┘


   ┌──┴──────────┐  ┌──┴──┐         │     ┌──┴──┐          ┌──┴─────────┐


   │             │  │ *** │         │     │ *** │       ┌──┴──┐         │    


┌──┴─────────┐   │  └─────┘         │     └─────┘       │ *** │ ┌───────┴───┐


│MATCH SYMBOL│  ┌┴─────────────┐    └──┬───────────────┐└─────┘ │AVOID      │


│TO ACTUAL   │  │MATCH SYMBOLS │┌──────┴──────┐ ┌──────┴──────┐ │MAGNETIC   │


│TERRAIN     │  │ TO LEGEND    ││ READ COMPASS│ │ ALIGN POINT │ │ATTRACTIONS│ 


└─────┬──────┘  └──────┬───────┘│ VALUES FROM │ │ WITH SCALE  │ └───────────┘


      └───────┬────────┘        │ SCALE       │ └─────────────┘          


        ┌─────┴────┐            └─────┬───────┘


        │ IDENTIFY │                  │                                     


        │ SYMBOLS  │             ┌────┴────────────┐                        


        └─────┬────┘             │                 │


     ┌────────┴──┐        ┌──────┴────────┐ ┌──────┴────────┐


┌────┴───┐  ┌────┴────┐   │ READ VALUES   │ │ APPLY RULES   │


│IDENTIFY│  │IDENTIFY │   │ WITH          │ │ FOR DIRECTION │


│COLORS  │  │SHAPES   │   │ INTERPOLATION │ │ FOR READING   │


└────────┘  └─────────┘   └────┬──────────┘ └──────┬────────┘


                               │          ┌────────┴────────┐


                     ┌─────────┴──┐  ┌────┴──────┐   ┌──────┴───────┐


                     │ IDENTIFY   │  │ IDENTIFY  │   │ IDENTIFY     │


                     │ GRADUATION │  │ ZERO      │   │ BLUE POINTER │


                     │ MARKS      │  │ REFERENCE │   └──────────────┘


                     └────────────┘  │ POINT     │          


                                     └───────────┘          


                                                            


                                                            


                                                            





                               


                             ┌─────────────┐


                          7  │READ COMPASS │


                             └──────┬──────┘


     6       ┌──────────────────────┴───────────────────────────┐    ?


   ┌─────────┴───────────┐                              ┌───────┴──────┐ 


   │ READ COMPASS VALUES │                              │ ALIGN POINTS │ 


   │ FROM SCALE          │                              │ WITH SCALE   │ 


   └──────────────┬──────┘                              └──────────────┘ 


                  │


     2      ┌─────┴──────────────────┐     5


   ┌────────┴─────────┐       ┌──────┴────────┐


   │ READ VALUES WITH │       │ APPLY RULES   │


   │ INTERPOLATION    │       │ FOR DIRECTION │


   └────────┬─────────┘       │ FOR READING   │


            │                 └─────┬─────────┘


            │                       │


            │                     ┌─┴───────────────────────┐


            │                     │                         │


            │ 1                   │   3                     │     4


   ┌────────┴──┐             ┌────┴───────┐          ┌──────┴────────┐


   │IDENTIFY   │             │ IDENTIFY   │          │ IDENTIFY BLUE │


   │GRADUATION │             │ ZERO       │          │ POINTER       │


   └───────────┘             │ REFERENCE  │          └───────────────┘


                             │ POINT      │           


                             └────────────┘





                              ┌─────────────┐


                           8  │READ COMPASS │


                              └──────┬──────┘


       6       ┌─────────────────────┴──────────────────────────┐7


     ┌─────────┴───────────┐                            ┌───────┴──────┐ 


     │ READ COMPASS VALUES │                            │ ALIGN POINTS │ 


     │ FROM SCALE       <═════════════════════════════════WITH SCALE   │ 


     └──────────────┬──────┘                            └──────────────┘      


       2      ┌─────┴─────────────────┐     5            


     ┌────────┴─────────┐      ┌──────┴────────┐         


     │ READ VALUES WITH │      │ APPLY RULES   │         


     │ INTERPOLATION    │      │ FOR DIRECTION │                      


     └────────┬─────────┘      │ FOR READING   │         


              │                └─────┬─────────┘         


              │                    ┌─┴──────────────────────┐


     ┌────────┴──┐            ┌────┴───────┐         ┌──────┴────────┐


     │IDENTIFY   │ 1        3 │ IDENTIFY   │       4 │ IDENTIFY BLUE │


     │GRADUATION │            │ ZERO       │         │ POINTER       │


     │           │            │ REFERENCE  │         └───────────────┘


     │           │            │ POINT      │             


     └───────────┘            └────────────┘                               


                      	





OR








                              ┌─────────────┐            


                           8  │READ COMPASS │            


                              └──────┬──────┘            


       7       ┌─────────────────────┴──────────────────────────┐    1


     ┌─────────┴───────────┐                            ┌───────┴──────┐ 


     │ READ COMPASS VALUES │                            │ ALIGN POINTS │ 


     │ FROM SCALE          │                            │ WITH SCALE   ═╗  


     └──────────────┬──────┘                            └──────────────┘║  


       3      ┌─────┴──────────────────┐     6                          ║


     ┌────────┴─────────┐       ┌──────┴────────┐                       ║


     │ READ VALUES WITH │       │ APPLY RULES   │                       ║


     │ INTERPOLATION    │       │               │                       ║


     └────────┬─────────┘       │ FOR DIRECTION │                       ║


              │                 │ FOR READING   │                       ║                   │                 └─────┬─────────┘                       ║                   │                     ┌─┴─────────────────────┐           ║


     ┌────────┴──┐             ┌────┴───────┐        ┌──────┴────────┐  ║


     │IDENTIFY   │ 2         4 │ IDENTIFY   │      5 │ IDENTIFY BLUE │  ║


     │GRADUATION │             │ ZERO       │        │ POINTER       │  ║


     │     ║     │             │ REFERENCE  │        └───────────────┘  ║


     │     ║     │             │ POINT      │                           ║


     └─────║─────┘             └────────────┘                           ║


           ║                                                            ║


           ╚════════════════════════════════════════════════════════════╝


     


     





                                       


                             ┌─────────────────┐


                             │ REPAIR PRINTED  │


                             │ CIRCUIT BOARD   │


                             └───────────┬─────┘


             ┌───────────────────┬───────┴───────────┬─────────────┐ 


     ┌───────┴─────────┐    ┌────┴──────┐      ┌─────┴───────┐  ┌──┴───┐


     │ TROUBLESHOOT    │    │ REMOVE    │      │ REMOVE      │  │ ***  │


     │ PRINTED CIRCUIT │    │ DEFECTIVE │      │ TRANSFORMER │  └──────┘


     │ BOARD           │    │ CAPACITOR │      └─────┬───────┘     


     └─────────────────┘    └────┬──────┘            │


                            ┌────┴────┐         ┌────┴─────┐


                            │         │         │          │


                            └────┬────┘         └────┬─────┘


                            ┌────┴────┐         ┌────┴─────┐


                            │         │         │          │


                            └────┬────┘         └────┬─────┘


                            ┌────┴─────┐        ┌────┴──────┐


                            │ DESOLDER │        │ DESOLDER  │


                            └──────────┘        └───────────┘


 





                                ┌───────────┐


                                │           │


                                └─────┬─────┘


              ┌───────────────────────┼───────────────────────────┐


         ┌────┴───┐              ┌────┴────┐                 ┌────┴────┐


         │        │              │         │                 │         │


         └────┬───┘              └────┬────┘                 └────┬────┘


         ┌────┴────┐             ┌────┴────┐                 ┌────┴────┐


         │         │             │         │                 │         │


         └────┬────┘             └────┬────┘                 └────┬────┘


       ┌──────┴─────┐          ┌──────┴──────┐              ┌─────┴─────┐


       │  IDENTIFY  │          │  IDENTIFY   │              │ IDENTIFY  │


       │ CAPACITORS │          │ TRANSISTORS │              │ RESISTORS │


       └────────┬───┘          └─────────┬───┘              └─────┬─────┘


          ┌─────┴───┬─────────┐        ┌─┴────────┐        ┌──────┴──┐ 


     ┌────┴───┐┌────┴───┐┌────┴───┐┌───┴────┐┌────┴───┐┌───┴────┐┌───┴────┐


     │IDENTIFY││IDENTIFY││IDENTIFY││IDENTIFY││IDENTIFY││IDENTIFY││IDENTIFY│


     │  CODES ││ COLORS ││ SHAPES ││ SHAPES ││  CODES ││ COLORS ││  COLOR │


     └────────┘└────────┘└────────┘└────────┘└────────┘└────────┘│  BAND  │


                                                                 │SEQUENCE│


                                                                 └────────┘











This format may be used for any change(s) or


Revision(s) made to the training materials such as the


TCCD, RRL/ERL, LP or Trainee Guides, etc.  Ensure


there are enough details and justifiable reasons so as 


Not to cause confusion to the person receiving the


résumé.








	Unfunded Operating Target (OPTAR) Requirements





Although not a part of the TPP, an Unfunded Requirements, (NAMTRAGRU 7330/4) (5-93)), for each training site will be added to the TPP.  The N5 Program Manager will send Unfunded Requirements Form(s) to N8, upon receipt of the TPP.  If no additional OPTAR funds are required, the form(s) will be annotated:  "Additional funds for supplies and consumables are not required for C-XXX-XXXX."  See NAMTRAGRUINST �7330.1V for further instructions.








	NAMTRAGRU MACROS/TEMPLATES WILL BE USED TO DEVELOP THE TPP











Rarely will all these sources of information be available.  Availability will likely be different for each course development project.  Clearly, �the sources of available data will be different when developing initial training for a totally new system than when developing training to accommodate a major modification to an existing system.  For example, in �the early life of a new program, final technical documentation will not be available and LSAR and HARDMAN data will probably be under development. Consequently, the best source of data will be engineering drawings, draft technical manuals, and interviews with engineers and SMEs.











	ENSURE SAFETY PRECAUTIONS ARE INCLUDED WHERE APPROPRIATE.








The Course Mission Statement might be confused with a TO.  The primary difference is that a TO relates to trainee behavior, while the Course Mission Statement is descriptive of the course - not the trainee.








There should be a previous objective requiring the trainee to recall the appropriate formula for solving for total power.








An example of a typical TCCD can be found in the sample package.





At no time should both open-book and closed-book items be mixed in one test section or administered at the same time.








If the answer to any of the preceding validation criteria is "NO", correct the discrepancy and revalidate the test item.








NAMTRAGRU Macros will be used to develop LPs.








The Security Awareness Notice should be as individual as the course.  �This notice does not relieve the developer from the responsibility of incorporating security requirements throughout the course.








The Safety/Hazard Awareness Notice should be as individual as the course. This notice does not relieve the developer from the responsibility of incorporating safety requirements throughout the course.








Common classroom materials such as desks, chalk/VAP boards, podium, �overhead projector and screen will not be listed under Instructor �Preparation.








	NAMTRAGRU MACROS WILL BE USED TO DEVELOP THE TG





When a TG is revised or changed, the date of the previous TG will be placed in parentheses under the date of the current TG.





The Security Awareness Notice should be as individual as the course.  This notice does not relieve the developer from the responsibility of incorporating security requirements throughout the course.





The Safety/Hazard Awareness Notice should be as individual as the course. This notice does not relieve the developer from the responsibility of incorporating safety requirements throughout the course.





Front Matter pages will be numbered consecutively using Roman �numerals. The page number will be placed at the lower center of the page.  Do not place a number on the Cover Page; although, the Cover Page is counted in the numbering of the Front Matter as page 1.





Not all LTs of the TG will need to be supported


by all six types of Instruction Sheets.





Diagram Sheets are not to be provided where material exists in reference documentation.





A Problem Sheet is NOT to be used for testing or as a make-work device, a substitute for laboratory activity, or a do-it-yourself training method. 





NAMTRAGRU (N5) will notify training sites of TPP approval.





The cognizant authority for "O" level maintenance courses will be the reviewing activity's WING.  The cognizant and reviewing authority for "I" level maintenance courses will be the applicable Aircraft Intermediate Maintenance Department (AIMD), unless otherwise specified.





The cognizant authority for "O" level maintenance courses will be the reviewing activity's TYPE WING.  The cognizant and reviewing authority for "I" level maintenance courses will be the applicable AIMD, unless otherwise specified.








Items marked with an asterisk (*) are the only items required in the instructor's plan.





Reported as a trainee with a Quota Status Code (QSC) of "1" if Navy or "9" for other service or civilians in order to receive credit for the course.  (Refer to the NITRAS Student Master File (SMF) User Manual.) 





Categories IV and V are special training developed for follow-on training and are not intended to be utilized as formal training.





� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���








�This page contains Fig III-A-1  Example - Learning Hierarchy


�This page contains Fig III-A-5  Example - LOs With Dependent Relationships
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