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NAMTRAU JACKSONVILLE INSTRUCTION 1500.3 

Subj:  GENERAL TRAINING PROGRAM

Ref:   (a) OPNAVINST 5351.1D

 
  (b) NAVADMIN 223/00     


  (c) NAMTRAGRUINST 1540.2F


  (d) NAMTRAUJAXINST 1540.17G


  (e) CNETINST 1500.20C

Encl:  (1) Command Specific PQS (Minimal Requirements) 

       (2) NAMTRAU JAX Form 1500/13, Student Critique Form


  (3) Division Officer Review Record

  
  (4) Training Jacket (Left Side)


  (5) Training Jacket (Right Side) 


  (6) Training Record Privacy Act Statement


  (7) MTU/Phase Billet/Collateral Duty Assignment Sheet


  (8) Flowchart

1.  Purpose.  To provide basic requirements, guidelines, and procedures for training all staff and command personnel. 

2.  Cancellation.  NAMTRAUJAXINST 1500.18B.

3.  Background.  The General Training Program provides for the merging of numerous training functions throughout NAMTRAU JAX.  The General Training Program shall encompass, but is not limited to, the following items:

    a.  General Military Training (GMT)

    b.  NAMTRAU Indoctrination

    c.  In-Service Training

    d.  Check-in

    e.  Specific In-Rate Training

    f.  Other training

    g.  Request for schools
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4.  Discussion.  The goal of this instruction is to provide a single focal point in matters of training and indoctrination throughout NAMTRAU JAX.  The program outlines requirements, per references (a) through (e), for the documentation of accomplished training and denotes guidelines for a consistent and timely indoctrination of newly assigned personnel.

5.  Responsibilities
    a.  All Personnel

        (1) It is the responsibility of each instructor, that all officer or enlisted students utilize the NAMTRAU Jacksonville Student Critique Form (enclosure (2)).  Students must be made aware that daily critiques can be made at any time to the instructor.  All student critique forms shall be routed 

no later than one week prior to student graduation.

Instructors should keep abreast of all quality of life 

issues to facilitate in resolving any concerns prior to 

student graduation.

        (2) It is the responsibility of each enlisted person to attend all training functions, and coordinate with his/her respective Department Training Petty Officer to make up training that was missed.

        (3) As new members check-in, they will attend the next quarterly Command Indoctrination Class, per reference (a). 

        (4) Instructor billeted personnel will complete Command

Specific PQS (minimal requirements) within one month of check-in (enclosure (2)).  Minimal requirements are for 9502 NEC personnel only.

    b.  Enlisted Personnel

        (1) It is the responsibility of each enlisted person to attend all training functions, and coordinate with his/her respective Department Training Petty Officer to make up training that was missed.

        (2) As new members check-in, they will attend the next quarterly Command Indoctrination Class, per reference (a).
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    c.  Division LCPO
        (1) Will identify the Collateral Duty Department Training Representative for his/her department.

        (2) Will review all training jackets quarterly and sign the Division Officer Review Record, enclosure (3).

    d.  Command Training Chief Petty Officer

        (1) Assign GMT lectures received from CNET per reference (c). 

        (2) Notify, via the Plan of the Week and MMP, the personnel that are assigned to present GMT lectures.

        (3) Ensure all newly assigned personnel attend formal   

indoctrination class per reference (a).  

        (4) Ensure all pertinent training announcements of

offered courses, seminars, and any other training events are  

routed to all Department Heads/CPOICs for consideration on the nomination of their assigned personnel.

        (5) Ensure muster is taken and provide a copy of all   

Command Training Muster Sheets to each Division Training Petty Officer for inclusion into training records.

        (6) Coordinate monthly in-rate training.

    e.  Division Training Petty Officers

        (1) Issue Command Specific PQS, enclosure (2), to newly assigned instructor billeted personnel upon check-in.

        (2) Maintain enlisted training jackets on all assigned 

enlisted personnel.  Use enclosures (3) through (8) to establish individual training jackets.

        (3) Provide in-service training utilizing reference (d).  Make available inputs to the MMP Meeting and ensure that personnel assigned to give the lectures are notified.
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        (4) Log all PQS training and all class completion and PQS Certificates/Letters in Training Jacket per enclosure (8).

        (5) Add newly assigned personnel to Required Reading 

Board, Training Muster Report, In-Service Training, and 

GMT rotation.

                                      /S/



       H. L. HARBESON

Distribution:  (NAMTRAUJAXINST 5216.1G)

List I
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NAMTRAU JAX

Command Specific PQS (minimal requirements)

NAME ___________________________ RATE ________ DATE__________ 


Ref:
 (a) NAMTRAGRUINST 1540C




 (b) NAVEDTRA 130A



 (c) NAVEDTRA 135A



 (d) NAMTRAGRUINST 4790.2



 (e) NAMTRAGRUINST 1540.7

1.  The following syllabus will familiarize incoming Instructors with the process of course curriculum development and maintenance at NAMTRAU JAX.

2.  Signatures may be obtained from Course Supervisors/Managers, ISD, and Master Training Specialists or in the case of Required Reading, SNM will sign.
A.  Required Reading

1.  NAMTRAGRU 1540C Parts I, III-B, V, VI-A&B, IX, Appendix A.

    (instructor)

   
    Signature_________________________ Date _____________
2.  NAVEDTRA 130A, Vol. I Chapters 1&5, Vol. II, Vol. III Chapters 4&7 (instructor)

   
    Signature_________________________ Date _____________
3.  NAVEDTRA 135A, Chapters 4.0, 5.0, and Appendices A&H.

          (instructor)

   
    Signature_________________________ Date _____________

4.  NAMTRAGRUINST 4790.2 series.  Naval Air Maintenance Trainer  

    (NAMT) Maintenance Program. (instructor)

    Signature_________________________ Date _____________

5.  NAMTRAGRUINST 1540.7 series.  Training Deficiency Reporting

    Management System (TORMS) (instructor).

    Signature_________________________ Date _____________
                                                   Enclosure (1)
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B.  Terms: Define and discuss the following terms/acronyms.

    (instructor)

 1.  AMTCS

 2.  CCMM

 3.  CCA

 4.  COTS

 5.  CDP

 6.  CIN

 7.  CANTRAC

 8.  IAA

 9.  TPP

 10.  TCCD/Curriculum Outlines

 11.  POA&M

 12.  FCR

 13.  Course Supervisor

 14.  TPT/RS

 15.  NITRAS

 16.  MCA 

 17.  ORM

 18.  MOMI

 19.  TDR

Signature ___________________________ Date _____________
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C.  Theory:  The purpose of this section is to familiarize new   

instructor personnel with the utilization of available publications to accomplish curriculum maintenance and development.

1.  Discuss the Instructor Certification process.

    Signature __________________________ Date ____________

2.  What are the six phases of curriculum development?

    Explain each.

    Signature __________________________ Date _____________

3.  Explain the approval procedure for a new or revised TPP and    

    TCCD.

    Signature __________________________ Date _____________

4.  What are three ways of modifying or updating a course?

    Explain each.

          Signature __________________________ Date _____________

5.  To determine the quality of existing training, what methods

   are used?

          Signature __________________________ Date ______________
6.  What person maintains the Master Training Plan and Course

    Correspondence File for each course at NAMTRAU JAX?

    Discuss the contents of each item.

    Signature __________________________ Date ______________
7.  To measure the effectiveness of a command’s training

    program, what two methods are used?  Give examples used for

    each.

          Signature __________________________ Date ______________
8.  Discuss the Student Feedback process at NAMTRAU JAX.  What 

    are the three areas of concern on a student critique?

          Signature __________________________ Date ______________
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9.  Discuss counseling techniques.

    Signature __________________________ Date ______________

D.  AMTCS:  The purpose of this section is to familiarize new 

instructor personnel with the AMTCS program.

1.  AMTCS Coordinator Interview.


    Signature __________________________ Date _____________

E.  Trainer Maintenance/Collateral Duty Inspector
1.  Discuss trainer inspection requirements to include:

    (a) Acceptance Inspection

    (b) Planned Maintenance Inspections

    (c) Annual Trainer Evaluations

    Signature __________________________ Date _____________

2.  Discuss trainer Technical Directives and Engineering

    Change Proposal evaluation and incorporation

    procedures.

    Signature __________________________ Date _____________
3.  Discuss the Training Deficiency Reporting Management

    System (TDRMS) to include:

    (a) Reporting requirements

      (b) Levels of Training Readiness

 (c) Material requisitioning procedures and follow-up

 Signature __________________________ Date _____________

  4.  Discuss the purpose and use of the Manual of Operation

      and Maintenance Instructions (MOMI) to include:  

      (a) Safety procedures

      (b) Operational check
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    (c) Minimum performance standards

    (d) Assembly/disassembly  

    (e) External hydraulic/pneumatic/electrical systems

    (f) Troubleshooting and repair

    Signature __________________________ Date _____________

F.  Electronic Class Room
    1.  Perform Instructors lecture/server start up 3 times.

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

    2.  Perform Instructors lecture/server shutdown 3 times.

    Signature __________________________ Date _____________
    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

    3.  Perform student station start up 3 times.

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________
    Signature __________________________ Date _____________

4.  Perform student station shutdown 3 times.

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________
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5.  Demonstrate the use of the One Gun 3 times.

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

    Signature __________________________ Date _____________

6.  Demonstrate the use of the cordless mouse.

    Signature __________________________ Date _____________
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Our performance as you see it
(1 = Strongly Disagree to 5 - Strongly Agree)

1. The objectives were fully explained at the beginning of the unit/module. 1 2 3 4 5
2. The coursé material, trainee guide and/or practice items prepared me for the test. 1 2 3 4 5
3. The training aids/equipment were adequate. 1 2 3 4 5
4. Sufficient time for practice was provided before the practical test. 1 2 3 4 5
5. The test(s) represented the material covered. 1 2 3 4 5
6. Grading criteria was fully explained at the beginning of the unit/module. 1 2 3 4 5
7. The classroom instruction was sufficient to perform the required practical

application(s). 1 2 3 4 5
8. The unit/module course material was organized in a clear and logical manner. 1 2 3 4 5
9. Course material was difficult to learn. List specific areas in the comment section. 1 2 3 4 5
10. Lessons on safety were included as applicable. 1 2 3 4 5
11. Lessons related safety to job performance. 1 2 3 4 5
12. safety was emphasized in performance labs. 1 2 3 4 5
Comments:

FACILITY
Our performance as you see it
(1 = Strongly Disagree to 5 - Strongly Agree)
1. The physical condition of the facilities was satisfactory. 1 2 3 4 5
2. The classroom equipment was always safe for use. 1 2 3 4 5
3. The laboratory/equipment was always safe. 1 2 3 4 5
Comments:
PLEASE CHECK ALL APPROPRIATE BLOCKS:
[ O [ [
BEQ HOTEL PCS TAD
ADDITIONAL COMMENTS/CONCERNS ARE APPRECIATED

This information will be used for command Name/Rank:
improvement/feedback only. Command:

Phone #:

OPTIONAL

WE TRAIN THE FLEET

-
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DIVISION OFFICER REVIEW RECORD

****************************************************************

Verify Quarterly

****************************************************************

        DATE


SIGNATURE/RANK
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Enclosure (3)
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TRAINING JACKET COVER SHEETS AND FORMAT

NAMTRAU JAX

JACKSONVILLE, FLORIDA 32212-0060

Individual Training Record

LEFT SIDE TRAINING RECORD COVER SHEET

Section 1:  Qualification and Designation

            a.  EAWS, ESWS

            b.  MTS

            c.  Instructor School Certificate

            d.  CDI Designation

            e.  Course Completion Certificates

            f.  PQS Qualified Sheets

            g.  Completed PQS Cover Sheets

            h.  Correspondence Courses

            i.  CPR

            j.  GSE

Section 2:  Course Qualification for Instructor

Section 3:  Instructor Evaluations (Pre, Post, and Quarterly)

Section 4:  Other Completed School Certificates

Section 5:  Miscellaneous

            a. Completed Training

  b. Completed OJT

________________________________________________________________

Name (Last, First, MI.)


     Rate



SSN

Enclosure (4)
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TRAINING JACKET COVER SHEETS AND FORMAT

NAMTRAU JAX

JACKSONVILLE, FLORIDA 32212-0060

Individual Training Record

RIGHT SIDE TRAINING RECORD COVER SHEET

Section 1:  Division Officer and Chief Petty Officer Review      

            Record

Section 2:  Privacy Act Statement/Indoctrination Form

Section 3:  MTU/Phase Billet/Collateral Duty Assignment Sheet

Section 4:  Required Training

            a.  NAVOSH Safety Periodic

            b.  Professional Rate Training

            c.  In-Service Training

            d.  OJT

            e.  Other Training

________________________________________________________________

Name (Last, First, MI.)



Rate      
     SSN

Enclosure (5)

TRAINING RECORD 

PRIVACY ACT STATEMENT

Authority to request this information is contained in 5 United States Code 301, Departmental Regulations.  The principle purpose of this information is to determine training needed; record training completed; to maintain readily accessible data concerning instructor performance, past and current billet assignments, special qualifications, and personnel advancement requirements.  The Commanding Officer and Department Head will use this information to manage their assigned personnel.

______________________________________________

   Name

______________________________________________

   Date

______________________________________________

   SSN

I UNDERSTAND THAT THIS PRIVACY STATEMENT APPLIES TO ALL REQUESTS FOR PERSONAL INFORMATION MADE TO MY TRAINING RECORD AND THAT A SIGNED COPY IN MY TRAINING RECORD IS EVIDENCE OF THIS

NOTIFICATION.  I FURTHER UNDERSTAND THAT I MAY RECEIVE A COPY OF THIS STATEMENT FROM THE TRAINING DEPARTMENT UPON REQUEST, AND WILL BE INFORMED OF CHANGES TO THE SYSTEM OR RECORDS FOR WHICH THIS INFORMATION IS COMPILED, AND THAT I HAVE THE RIGHT TO REVIEW PERSONAL DATA CONTAINED IN THIS RECORD.

________________________________________________________________                                        

SIGNATURE







      DATE

Enclosure (6)

From:  MTU _______ DEPT. HEAD, NAMTRAU JAX

To:
 ______________________________

       NAME                      RATE

Subj:  MTU/PHASE BILLET/COLLATERAL DUTY ASSIGNMENT

1.
 You are hereby assigned the duties of NAMTRAU Instructor within MTU _____/_____ (Phase).  

2.
 In addition, you are assigned the following collateral duties, both primary and alternate:

       PRIMARY




      ALTERNATE

_______________________


_______________________

_______________________            _______________________

_______________________    

_______________________

_______________________


_______________________

_______________________


_______________________

	3.  You will familiarize yourself with all applicable instructions, notices, memorandums, and all directives/SOPs received from higher authority that is relative to your Billet/Collateral Duty assignment within your MTU.


From:
 ______________________________                       


 NAME                      RATE
To:  
 MTU ____ DEPT. HEAD, NAMTRAU JAX

Subj:  ACKNOWLEDGEMENT OF MTU/PHASE BILLET/COLLATERAL DUTY 

       ASSIGNMENT

1.
 I acknowledge designation of the above Billet/Collateral Duty assignments.


2.  I have read and understand the responsibilities of, and familiarized myself with all applicable instructions, notices, memorandums, and directives/SOPs that are relative to my Billet/Collateral Duty assignments within my MTU.

__________________________________

Signature/Date

Enclosure (7)

[image: image1.png]NAMTRAU JACKSONVILLE
STUDENT CRITIQUE FORM

Course Name: Class: Date:
Instructor Name(s) :

NAMTRAU Jacksonville wants to know how you feel about our performance in the following
areas: (You are encouraged to provide additional comments in the space provided).

INSTRUCTOR

Our performance as you see it
(1 = Strongly Disagree to 5 - Strongly Agree)

1. The instructor was prepared for the lesson(s). 1 2 3 4 5
2. The instructor clearly explained the lesson(s). 1 2 3 4 5
3. The instructor encouraged me to ask questions. 1 2 3 4 5
4. The instructor answered questions adequately. 1 2 3 4 5
5. The instructor taught at my level of understanding. The instructor

did not teach either “over my head” or “beneath me”. 1 2 3 4 5
6. The instructor was available outside of class to assist me with problem areas. 1 2 3 4 5
7. The instructor was enthusiastic about the subject. 1 2 3 4 5
8. The instructor made the best use of time available for the classroom instruction. 1 2 3 4 5
9. The instructor used the chalkboard, training aids and equipment effectively. 1 2 3 4 5
10. The instructor adequately covered safety prior to conducting performance labs. 1 2 3 4 5
11. My safety was a primary consideration of the instructor during performance labs. 1 2 3 4 5
Comments:

QUALITY OF LIFE
Our performance as you see it
(1 = Strongly Disagree to 5 -~ Strongly Agree)

1. Personnel support services were adequate. 1 2 3 4 5
2, Safe facilities. 1 2 3 4 5
3. Berthing was adequate. 1 2 3 4 5
4. Messing facilities were adequate. 1 2 3 4 5
5. Quality of food service was adequate. 1 2 3 4 5
6. Adequate base facilities. 1 2 3 4 5
7. Medical facilities and services were adequate. 1 2 3 4 5
8. MWR services were adequate. 1 2 3 4 5
9. Regulations/Policies were followed and enforced. 1 2 3 4 5
10. Adequate vending service. 1 2 3 4 5

Comments:

ADDITIONAL QUESTIONS ON BACK

NAMTRAI] JAXY FORM 1500/12 (Rev NOV 0O1) ENC OUIRE /’L\
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