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APPENDIX O

Formal Learning Center Curriculum Developers Users Guide

DESIGN PHASE

Learning Analysis Worksheet (LAW)
This worksheet can be used to brainstorm knowledge and skille for each
performance step during the Design Phase.

Learning Analysis Worksheet Checklist
A required item for the MLF that is used to evaluated the products of the
learning analysis.

Learning Objective Worksheet (LOW)
This worksheet can be utilized to develop learning cbjectives, test items,
and to determine the delivery system to be used.

Learning Objective Worksheet Checklist
A required item for the MLF that is used to evaluate learning objectives.

Test Item Checklist
The test itself ig usually kept in a secure place, however this checklist may
be placed in the MLF, though it is not a required item.

Method Selection Grid Worksheet
Used to ensure that the delivery system selected is compatible and placed in
the MLF, however it is not a regquired item.
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Learning Analysis Worksheet

LEARNING ANALYSIS WORKSHEET

Task:
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T&R Event

Duty Description:

T&R Event
Duty Code:

Condition(s):

Standards(s):

Performance Steps:
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Learning Analysis Worksheet Checklist

LEARNING ANALYSIS WORKSHEET CHECKLIST

1. Is the LAW dated when analysis occurred? YES NO
2. Is the Task Designator/Event Code recorded from the T&R? YES NO
3. Is the Task Behavior/Event Description recorded from the T&R? . YES NO
4. Is the Condition recorded from the T&R (paper-based only)? ﬂg?ww ' YES NO N/A
5. Is the Standard recorded from the T&R (paper-based only)? Wm%gég% dgéi} YES NO N/A
6. Are the performance steps verbatim from the T&R? g;%m 3 | ggfg‘%igzg YES NO
7. Is there at least one KSA for each performance step?”§§§§§§¥z i %33; s g*i%% %;Jsgza;&o

T
8. Are all knowledge and skills worded properly? (“KnO\g:; how to ;E{
t il w%\

EEN N

9. Are the grouped KSAs appropriate? (If the Egrouplng!ws;approp‘rfate, the stﬁdenﬁg will

l

exhibit a single behavior that proves masteﬁ,g;o%f all theik*S‘As for f‘ihat group.) Kl ﬂ YES NO
: 1 %g;t;
10. Are all groupings annotated with a de&gnato%ﬁ ,?%diz’ ggraft b ’hiayilgr statement? YES NO
! ]

1 g
ere’used to seé engégeif }g“%i‘ roué§s7§§(C|rcle all that apply.)
g

i

11. Which of the following methods

a. Whole to part

b. Part to whole i%téi

ITERTL)

i
i
c. Simple to complex !{3§§ H E%i%i%

[ o v | it

f, Sequentlal

g. Cause and Effect o ?eggé
]

h. Critical

i. Known to unknown

Remarks:
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Learning Objective Worksheet

LEARNING OBJECTIVE WORKSHEET

Use a Learning Objective Worksheet for each learning objective,

Doanrade Justification:

Task Behavior:
Event Code:
TLO/ELO (Circle one):
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Learning Objective Worksheet Checklist

LEARNING OBJECTIVE WORKSHEET CHECKLIST
1. Are the LOW's dated (if using paper-based LOW)? YES NO NA

TERMINAL LEARNING OBJECTIVE

2. Was a TLO developed from the T&R? YES / NO
3. Isthe TLO condition(s) verbatim from the T&R? YES / NO
4, If TLO condition has been modified, is there a downgrade justiﬁcatimie‘iéjlgamlng why YES / NO

(i.e. due to resource constraints)? { ;§§

i\

Is the TLO behavior verbatim from the T&R? ﬁé%éz iiﬁig b YES / NO

If TLO behavior has been modified, is there a downgrade!j Hust tification explaif ’i”g why

(i.e. due to resource constraints)? o i ' inn Y.E%:!NO N/A

Hh T

Is the TLO standard(s) verbatim from the T&R? i, ﬂ%; ; géi!iki Ezgg(ES / NO

If TLO standard has been modified, is there g ﬁ owhgradeljii justifi catiopiexplamlng why'i[ YES / NO

{i.e. due to resource constraints)? i, ?35 i ﬁ{; il .§§§

_ i1 i L Hy
ENABLING LEARNING 0B)ECTIVES [
TN E L
I, T
9. Was an ELO developed for each group éfiilg:.S;A%s!!“n the lﬁg\*{g YES / NO
TR &
10. Is an alpha designator a55|gned to all ELOSET‘?E%E %%th gi%%%g;%&: YES / NO
1 5 i1 N
11. Is the task behavior verbatu%"l froim?the LAW? E% E;} ii%%%;, ! YES / NO
' 5 Fhe. ; ";25
12. Is the task designator verbatim' from thei LhW? Efné;i i YES / NO
‘i
13. Are the LOs wntte% ugsiiﬁgégproper gramirgﬁa[? hi%i%’mg YES / NO
a3 *; 1
14..Do LOs possess a 5|ng!‘e3 actlénréiv;e{liag giiiiizh YES / NO
GHHIS T 1 T -
15. Do L(D?,possess a single %@ei ;; it YES / NO
16. Is the%pehawor observablé{%rsld measurable? ' YES / NO
Hé‘mms:% T £ %Ekf
17. If not, is tgeirgeﬁamr;no lflefrjquazllilz er ensuring an cbservable/measurable product? YES NO N/A
18. Is the condition consist%njt ;ﬁrlth the behavior? ' YES / NO
T

i

0-5 Encleosure (1)
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Remarks:

20. Does the condition describe. aiding/limiting factors?
22, Does the standard tell how well the student has to perform?

19. Does the condition describe the environment?
21. Is the standard consistent with the behavior?

| 23. Are the LOs clear and concise?
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Test Item Checklist

TEST ITEM CHECKLIST

1. Do the test items replicate the conditions of the LO? . YES / NO
2. Do the test items replicate the standards of the LO? YES / NO
3. Do the test items avoid measuring common knowledge? a%i%gsﬁi: YES / NO
4. Do the test items avoid common sense answers? *%%{ ;i . YES / NO
5. Does the student perform the behaviors as they are stated lng the LOs? aig%{;;é;;gzg E i YES NO N/A
6. Are the test items constructed in the proﬁer format? eé!;i%iﬁ g rg%%g%%;nh d%\giE;%S / NO
7. Are the test items free from ambiguity? g iﬁfé?iﬁ% ‘22% qié%iémﬁs / NO

8. Are the test items closed to interpretation?

I 3
1 ﬂ I 1 2 of g?
9. Do the test items avoid opinions? i§ E;;gﬁh “%Eg; ﬁéé YES NO N/A
1. cadriy, i .

‘Wi, iy Y '

10. Are the test items free of repeated words or glhﬁsgsi?iﬁh mi;h%% YES / NO
ua i LN %,
Li ; i ‘*Eigggg Y
11. Does the test item avoid the sawf s[ |utes (e.g;.mever,@i[\i;y‘ays)? YES / NO
ty tin,. 314 N
ith, . L G
12, Are the test items wnttsen using propqﬁ rammqgg’gm;; }at YES / NO
Hie Hith,
3 I THRIH]
13, Is the test item as ccjrg'nig:lsiemag%i bossible? i E§§h i YES / NO
x k1 dh 3.
" RN T
14, Are the tg:ie ;fgl &ms or themiloicatlon ;a;?x igtaged nthe LOWSs? YES / NO
ith FETSRY 11 LI R T
- it Y '
15, Are theifai ? ers (or their Ioégaft: 2 n) to the test items annotated on the LOWSs? YES NO N/A
é! ‘é
16. Ifa perfor zi g i %b g I d't é:% Elite ,E %re there detailed instructions to the evaluator? YES NO N/A
: i

17. If a performance-based test ;tiém are there detailed instructions to the student? YES NO N/A

H? ¥ 40

18. If a performance-baséd ; test item, do the detailed instructions to the evaluator identify YES NO N/A
the characteristics of a good product?

Remarks:

0-7 Enclosure (1)
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Method Selection Grid Worksheet
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** Consider breaking class into small groups if the number of students is large and there is instructional staff to support it.

Minimum Level of Instructor
Responsive to Individual

Needs

AFFECTIVE
FACTORS AND
CONSTRAINTS

Higher Level
Lower Level
Higher Levels
Lower Levels
Expertise
Class Size
Methed
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DEVELOP PHASE

Paper-based Concept Card

This worksheet can be used to consolidate information [i.e. lesson
designator, lesson title, hours, method, training support eguipment, Terminal
Learning Objectives (TLOs), Enabling Learning Objectives (ELOs), and the
references] for each legson prior to entering the information inte MCTIMS.

Concept Card Checklist
A required item in the Master Lesson File (MLF) that is used to ensure that
the proper items are on the concept card.

Operational Risk Assessment Worksheet (ORAW)
The ORA worksheet documents the 5-step Operational Risk Management (ORM)
process as it relates to the lesson.

Lesson Plan
The lesson plan template provides the format for writing a lesson plan.

Lesson FPlan Checklist
A required item in the MLF, this checklist is used to ensure that the proper
items are included in the lesson plan.

Student Outline Checklist

Two examples of formats for student outlines are included. There is no
standard format for a student outline. It should be developed with the
student in mind.

Instructor Preparation Guide Example
Illustrates the proper format for writing an Instructor Preparation Guide.

Instructor Preparation Guide Checklist

A required element in the MLF, this checklist provides the instructor with
information that is critical to the preparation for implementation of the
legsson.

MLF Required Items Checklist
A comprehensive list that details the documents and checklists that can be
placed in the MLF.

Method and Media Selection Checklist
Assists to confirm that the appropriate method/media is applied and available
to the task/topic.

ORAW Checklist
A required element in the MLF, this item is used evaluate the items on the
ORAW.

Media Checklist
Used to evaluate the applicability of the method and media. The media is
required to be placed in the MLF.

Test Checklist
Assists the instructor in confirming specific details that aid in successful
test administration.

0-9 ) Enclosgsure (1)
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PQL Checklisgt
Assists in confirming that specific details are included in the POI.

Program of Imstruction (POI) Example

The POI provides a detailed summary of the course including instructional
resources, class length, and curriculum breakdown. Additionally, the POI
describes the course in terms of structure, delivery methods and media,
length, intended learning objectives, and evaluation procedures. Contained
within the POI is Course Descriptive Data (CDD).

0-10 Enclosure (1)
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Concept Card Development

We will be discussing the information necessary to develop concept cards. We
will do this by covering the purpose, categories, elements of a concept card,
and the steps in developing a concept card utilizing the Marine Corps Training
Information Management System (MCTIMS).

A Concept Card provides continuity of instruction by identifying the method,

media, hours allowed, student/instructor ratio, TLO/ELOS, references, and/or
any notes pertinent to the conduct of the lesson. By accounting for all of the
aspects associated with a given course on their respective concept cards, this
will accurately reflect the resources required to successfully conduct a course.

TERMINAL LEARNING OBJECTIVE: Given a course structure and learning
objectives, develop a concept card in accordance with the SAT Users Guide and
1553.2_.

ENABLING LEARNING OBIECTIVES:

With the aid of references, given a course structure and learning objectives,
record the required elements to establish a task oriented concept card in
accordance with the SAT Users Guide, and the T3S Concept Card Checklist.

With the aid of references, given a course structure and learning objectives,
record the required elements to establish a task oriented concept card in
accordance with the SAT Users Guide, and the T3S Concept Card Checklist.

With the aid of references, given a course structure and learning ohjectives,

- record the required elements to establish a task oriented concept card in

accordance with the SAT Users Guide, and the T3S Concept Card Checklist.

With the aid of references, given a course structure and learning objectives,
record the required elements to establish a task oriented concept card in
accordance with the SAT Users Guide, and the T3S Concept Card Checklist.

With the aid of references, given a course structure and learning objectives,
record the required elements to establish a task oriented concept card in
accordance with the SAT Users Guide, and the T3S Concept Card Checklist.

0-12 Enclosure (1)
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Concept Card Example

UNITED STATES MARINE CORPS

Train The Trainer School
Marine Corps Combat Service Support Schools
PSC Box 20041
Camp Lejeune, North Carolina 28542-0041

DEVELQP A CONCEEPT CARD

STUDENT OUTLINE

CD0z203
SEP 09

Whathll ILearnFromThlsClaSSV “

1. Terminal Learning Objective.

Given a course Structure and learning

objectives, develop a concept card in accordance with the SAT Users Guide.

2., Enabling Learning Objectives

a. With the aid of references, given a
objectives, record the reguired elements to
card in accordance with the SAT Users Guide
Checklist,

b. With the aid of references, given a
objectives, record the required elements to
card in accordance with the SAT Users Guide
Checklist.

¢. With the aid of references, given a
objectives, record the required elements to
card in accordance with the SAT Users Guide
Checklist.

d. With the aid of references, given a
objectives, record the required elements to
card in accordance with the SAT Users Guide
Checklist.

course structure and learning
establish a task oriented concept
and the T35 Concept Card

course structure and learning
establish a task oriented concept
and the T3S Concept Card

course structure and learning
establish a task oriented concept
and the T3S Concept Card

course structure and learning
establish a task oriented concept
and the T3S Concept Card

- Let’s Get Started! -

1. Purpose.

Concept cards have both a primary and a secondary purpose.

The

primary purpose is to provide the school with a..

Enclosure (1)
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Concept Card Checklist

CONCEPT CARD CHECKLIST

1. Is the course title listed? YES / NO

2. Is the appropriate annex listed? (check school 5.0.P.) " YES / NO

3. Is the lesson ID correct? gé}%i e YES / NO

4. Is the lesson title the same as listed on the course structure documegréé;?; m \ igiiz; YES / NO

5. Do the totaf hours for the concept card match the course;g(}:ni cture docun?grgﬁc% zi! ’m“(ES / NO
i

BTHE
6. Are all methods and hours listed? : gzgiféYES / NO

Hilliin %z

- i s
7. 1Is the student: instructor ratio appropriate for tlfli ggmzth z g y ﬁ%im i YES / NO
Rt b e, il
KTl i
8. Are all forms of media listed? (not requn;eélé for ad n“%% C %t ‘card) %{ i YES NO N/A
Hb, ol :
wg , RIHITRE
9. Are ammunition requirements Iisted? ii%%ﬁ ggiag ii% %ﬁ YES NO N/A
s, i1
10. Are there explanatory notes that clarify infofm ‘atid’rii:dn_the concépt card or list additional
resources required? ;m His,. LY ‘*5?} YES / NO
sma“é%zssxm 1IN
11. Are ALL the references used to: wgrlte the ;Ies?gon Ils;c:ed" wg?;g YES / NO
i3 B 4l !
i, R TR T
f;}!f ity ] iACADEMIC CONGEPT CARD ONLY
é%?} (‘I"a’s}( orlenteé, ylesson purpose or exam)
ki WHih
12. Doe ;cheiconcept card éontaln A}L’I% éOEiJJECtli\IeS gor a lesson purpose statement? YES / NO
13. Are the Iearmng obJectlve "fls‘teﬂ in the order that they will be taught or evaluated?
ik YES NO N/A
(not a[:p_l,lgable If Jesson purpese)
&
14, If this is an e& i ii:;ca ic;ii lS there a re-test concept card as well? YES NO N/A
I
il
& g@BEMINISTRATIVE CONCEPT CARD ONLY
i
15. Does the concept card describe the event in sufficient detail (e.g., check in, check out,
) YES / NO
graduation)?
16. Is this concept card in Annex Z? YES / NO
Remarks:

0-14 : Enclosure (1)
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For rest of heading; font size is 10)
nd, HE

{SCHOOL NAME)
(LOCAL COMMAND)
(COMMAND }
(SCHOOL ADDRESS)

Lesson Plan Example

LESSON

FOR OFFICIAL USE ONLY
{Courier New, font size 18 for LESSON PLAN only!

UNITED STATES MARINE CORPS
{The address should be ALL CAPS)

{1-inch margins: top, bottom, left, a

(For USMC in heading; font size iz 14 and in bold,

If

/DD/YYYY) .

e T
.

e MM/DD/YYYY the lesson plan originated.

Enclosure (1}
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INTRODUCTION ' ( MIN)

(Time cues are explained in the SAT and in the Curriculum Developer Course at T3S.)

(ON MEDTA # ) (Media may consist of PowerPoint slides, transparencies, turn charts, etc.

If using PowerPoint, then ON SLIPE #1, ON SLIDE #2 etc. If using turn charts, then TURN CHART
#1, etc. NOTE: Media cues are placed wherever they fall, even if it is within the text.}

(ON VIDEO “TITLE", VIDEO COUNTER #/SCENE #) (Provide the video counter

number if VHS tape or the scene number if DVD in the media cue. If neither are available,
provide a brief deacription of what segment of the videc that is to be shown in an INSTRUCTCR

NOTE.} i
(OFF VIDEO "TITLE", VIDEQ COUNTER #/SCENE #) fﬁﬁg

i
1. GAIN ATTENTION. 4m3
(A gain attention is provided along with other possible ideas. L:Lnes %a“.r:e Pro :uaed so that the
instructor can perscnalize the gain attention to f£it his/her personal:_l;%;{ g;iﬁg ¥

sty
e
RIHT ’%,h. N

;i
(ON SLIDE # ) ﬁ%

j
Lt S
2. OVERVIEW. Good mornlng/aftergﬁon cldss, i“‘!m

[Overview contains the conceptual framewqmﬁ (autllneilﬁanmg}

legson. If applicable, it can also conta:l.r% 5 }st‘iﬁtement Eng

learning/another lesson.]

Ltmﬁﬁ h%ﬁ

i INSTRUCTOR}|NOTE }
Introduce learning obgéhjgﬁéghh_ i%h, %Qgh gﬁ

TN T
3. LEARNING OBJECTIVE @h? *hﬁg%haﬁy -

i i T 11 17
a. TERMIN{%&LikLEARNING‘EEO”BJJECTI{F i (List as on concept card. List ITE
designator after each "II{LO YR i“ T .
i i

.b s

} i il
iiEﬁABLING!ﬁ-FARb ) (”:‘ff{@B_JECTIVES . {(List as on concept card.)
BT § .
3

1T
flr o

P

Il

{1} (nist rTE & ignator after each ELO.)}

§2§§§§§3§§§?;£%égéﬁ

4. METHOD/MEDIA.

i
it

|
Iy

b

(’Descrlhe the delivery system that will be used.}

;
i
;
i

E

R INSTRUCTOR NOTE
Explain Instructional Rating Forms to students.

5. EVALUATION. {Provide how, when, and where the students will be tested,)

6. SAFETY/CEASE TRAINING (CT) BRIEF. (If applicable) Lessons that

involve risk of injury or damage to equipment must include a safety brief. This is explained
more thoroughly in the SAT Users Guide and the 1553.2.

0-17 Enclosure
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(ON SLIDE # )

TRANSITION: {Ensure understanding of what is being taught, how it is being taught, and
the expectations. Then introduce first main idea. Provide a Trans:.t:.on for the instructor to
use and provide lines for instructor perscnalization.)

(ON SLIDE # )

BODY 4;!} ( MIN)
(MAIN HEADING time cues are found at the INTRODUCTION, BODY, 'é}h UMMARY. The MAIN HEADING time
cues are right justified of the MAIN HEADING, bold, uppercase,i o d in parenthesis. Time cues are
explained in the SAT Users Guide and in the Curriculum Develope r% g:icgaurse agt.e'%'BS )
! iﬂ
) ' ‘23 i glv
. ¥
1. MAIN IDEA #1. ( Min) (Main idea ti:u.me cues are 1E 4 géi 2 gpaces right of the

H
main idea in bold, letters with parenthesis. Main 1deaszare bold unde’:é]%ined and uppercase.)

) K

i

a. Paragraph Heading. I[if nc)f};:g graphggh aidlng, then uséili a%ﬁr;afl. case
{meaning regular sentence text - first word cap%.ii’: ]jlg;e}cg.‘ P a*g aph headings Ei;ief;bold,
-]

underlined, and title case {meaning first sl§e ter of & dﬁ?‘h wordggi igcapltall?f?)
My 0l
QQQQQ gi [;f ne f) %agraph hj:gaé:‘i éui hen use natural case

% !
{meaning regular sentence text - f:l.xisﬁigﬁwqrd capréali;ze‘é%: .# Paragraph éadlngs are underlined and
title case per example above.] i ii;;: e?é%g
1

; é.‘ H % ;:
(a) Paragraph‘ﬁe gﬁng ér
: WL i
ﬁ”ﬁ gh im .igh

o 1)

i

_m! . %E@ragra h‘gt.Head_;l;,ng {To minimize confusion in following
the outline, it is recommen d,‘d“thatiithe us z?{? theseﬁg;,’sgui‘:?paragraphs be minimized.)
TR T
*éﬂlﬂ W a.‘gggﬁ P ga:zaph Heading. {To minimize confusion in
following the outy §§ s i,gf:.t is recom?g!e"?;de th“ﬁiég% use of these subparagraphs be minimized.)
i

(ON TURN CHARi‘I’

HH%&W

eﬁgigé% b L' i
NTERIM TRANSITION jé (TH
quesjt’liii.?ns? Let's move ong to a demons
i1y, i

H A i |

*ifsjl'ﬂ‘ 1] i

iiar, we've discussed main idea #1. Do you have any
ation of ...}

Zetiees

b INSTRUCTOR NOTE :
Perform the fglipo gq:mg demonstration.

1z

SHEE3E

(Guidance on the instructional method being used should be in a box and shaded
at 12.5 shading. There should be one space between the instructor note and
the teaching method.)

DEMONSTRATION. -[Provide. general --J.nformatlon to. inglude §roup, srze, ‘if applicable, time, =
alohg with getup (handouts, turn char , actual items Lol d:.stra.but:e, etc j.and the number of
1nstructor(s) _required based upon the concept card. Prov:.de ‘the purpose of ‘the demonstration 1

I

STUDEN'I‘ ROLE: (Descmbe :|.n detail step by- step 1nstruct:.ons of what the student's role
during. the demonstratlon will ‘be.) . C )

INSTRUCTOR (S) ROLE: (Describe each Instructor's role.)

0-18 Enclosure (1)
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1. Safety Brief: (1f apPl:l.cable) (B'r:i."mef_'s"‘tudent;s 'ojn sé.‘ffety‘ precautions ‘and what to do
if thereé is a mishap.) - i : . ) S : - . . s

2. Supervisgion and Guidance: (Descrlbe a-detailed scrlpt of exactly what the :|.nstructor
is doing during the demonstrat:.on )

3. Debrief: (If applicable) (Allow students the opport.u.nlty to comment on what they :
'experlenced and/or chserved. Provide ‘overall feedback, g-u:.dance on any m:.sconcept:.ons, and

review the. learn:.ng points of. the demonstration. )

TRANSITION: {Review, Procbe, and Introduce next main J.dti‘.a%g i'Mr:u.'e explanation ocn how to
ﬂ} P
write transitions is provided in the SAT Users Guide and in t:he r}n;g.culum J?eyeloper Course
taught at T3S. Provide a Transition for the instructor to use, butiia 5o {8e lines for
“Tiigl }? }r
personalization.) it iigi, §
i

Hilh i
T

i
v

(ON SLIDE # ) gzgii
' |

2. MAIN IDEA #2.

(ON SLIDE # )

INTERIM TRANSITIONikco
If not, let's move on to theaﬁ

de t:.'cgl appl.ch tion U;ﬁ ie:
IR I N im
. T, i, i
s, W, CTHRIHE

o §
)

rcsimmt.

e, i, L
In "“ﬁﬁﬁﬁ “INSTRUCTOR NOTE
Introduge the foli].own.ngi«ﬁcac,tica]}? dpplication.

]

{iii{i%i“** Wi, PR,

PRACTICAL APPLICATION. - [Provide general information te include group size; if applicable,
time, along with setup {handouts, turn charts, actual items to distribute, etc.) and the number
of instructor(s) requ:.red based upon the concept card. Provide the purpose of the practical
applz.catlon ¥ ‘

PRACTICE' (Descrlbe in detail step by atep J.nstruct:l.ons of what the student's role in the
praCtJ.Cal appl:l.cation w:.ll be.) . X o

. PROVIDE,—-HELP.: (De_scribe each Instruct:or 8 role ) . . : g
1. Safety 'Brief: (If appl:.ca.ble) (Br:.ef students ot safety precaut:.ons and what to do .
if there is a mishap.} S
2. Superv:l.s:l.on and Gu:l.da.nce. (Descrlbe what the J.nstructor 15 do:l.ng durlng the PA i.e.
moving about:the room, assisting student.s, answering questicns.)

3. Debrief: (If applicable} . (allow participants opportunity to comment on what they
expe‘rienced and/or obsérved. Provide everall feedhack guidance on any misconceptions, ~and
review the learning peints of the PA.)

TRANSITION: (Review, Probe, and Introduce next main idea. More explanation on how to
write transitions is provided in the SAT Users Guide and the Curriculum Developer Course. Provide
a Transition for the instructor to use, but alsoc provide lines for personalizatiom.)
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{(BREAK - 10 Min) (Break cues are explained in the SAT Users Guide and in the Curriculum
Developer Course at T3S8.)
(ON SLIDE # )
3.. MAIN IDEA #3. { Min)

(ON HANDOUT # )

INTERIM TRANSITION: (Thus far, we've discussed main ided|#3
7

questions? If not, let's move on to the case study of ...)

R e o

Pt prost
-

P leeeeer]
(ot
-

T ; .
INSTRUCTORINOTE, T it
Introduce Case Study. Al i ) E;‘ihg‘ iy
e R i ki
CASE. STUDY. IProv:.de general information’ along. with: setup’ (handout'.s, ‘turn charts, actual

items to d:.str:.bute, ‘ete.} and the number of 1nstructor(s) req'u:l.red based upon: the’ concept card.
_Prov:l.de the purpose of the -case st:udy 1 ' . .
.STU‘.DENT ROLE: . (Descrlbe in detall step—by step a.nstruct:.cns of what the student 8 role
dura.ng the case study w1ll be. ) : . S ST A e

’INSTRUCTOR{S) ROLE. (Descr:l.be each Instructor's role ) . : S :
k. - Safety: Brigf: (_If appl:l.ca.b],_e): (Br:.ef students on safety precautlons and what to do :
. if ‘there is.a mishap.) . ‘ &
2. Superv1s:1.on ‘and Gu:.dance. : (De_scrib_e a det‘ailed script.df_ exactly what the instruc_tor
is doing- ‘during the case study.) i o : . o -

3. Debrief: (If appl:.cable) [allow paxticipant opportunity to comment on what they
gxpe_f-i_enced and/or observed. . Provide overall .feedback, guidance, and review the learning points
-of the cage study.) R .

T
(ON sg{ E # ) kK

!

i
R

TRANSITI%’W%?@§
v aenr L1 11 L LELEA i
transitions is provided in

Transition for the instruct

grobeé,} and Introduce next main idea. More explanation on how to write
H

he SA‘I‘;,Users Guide and the Curriculum Developer Course. Provide a
tiy, WY
. to use, but also provide lines for personal:l.zat:l.on }

I
i

T

4., MAIN IDEA #4. ( Min)

(ON SLIDE # )

TRANSITION: (Review, Probe, and Introduce next main idea. More explanation on how to write

transitions is provided in the SAT Users Guide and the Curriculum Developer Course. Provide a
Transition for the instructor to use, but also provide lines for personalization.)
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INSTRUCTOR NOTE
Introduce the following practical application.

PRACTICAL APPLICATION. { Min) (This is a special case where a method has its
own time cue. Time cues are explalned in the SAT ‘Users Gulde and the Curriculum Developer Course
at T38.)

[Provide general 1nformat:|.on to include group size, if applicable, along with setup (handout:s,
turn charts, actual items to dlstr:l.bute, etc.} and the mumber of instructor{s) requlred basged
upon the concept card. Prov:.de the purpose of the practical tappl:.cat:l.on 1

PRACTICE: (Descr:.be in deta:.l step by—-step J.nstruct:.ons of what the student’'s role in the
pract:l.cal appl:.cat:.on wJ.ll be.) . :

'PROVIDE—HELP: (Descrlbe each Instxuctor s role )

1.  Safety B__:I:"lef: (If appl:.ca.ble) (Brief students ‘on safety precaut::.ons and what to do
if there is a mishap.) - -
2. Supervision and Guidance: (Descrlbe what the instructor is c'lo:l.ng durlng the PA iie,’
moving about the room, assigting students, answer;.ng questions. ) .

‘3. Debriéef: (If applicable) (Allow participant opportunity to comment on what they -
exper:.encéd dnd/or observed. ‘Provide overall feedback, g-u:.dance on any mlsconcept:l.ons, and

3%
4

review the learning points of the PA.}-
- M
TRANSTITION: (Revlew, Probe, andi 31” %3 ; Eilii‘

;:r‘c% 3c: nex “?,i:.n idea. More explanation on how to
write transitions-is provided in the SA’Ji%USE sgﬁulde anaf§E e Curriculum Developer Course. Provide
333

a Transition for the instructor to use, ufi

A ;ih. ‘ !
RiHGHT

1sa rov:.deie ines for personalization.}
Y
N Y
AT T

i
it h? ' ' ( MIN)

', D remicis

i

b4 . %;
[Provide overview o’gﬁ{nalng h_'uckaa}s covexe%lii(no quest:l.ons should be asked here}. Provide closure
1d, admi i‘n}s rative 1ns:f:x.uct10ns (IRF's, break}.]

Sl
;;;;3 iy

,-m--»
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LESSON PLAN CHECKLIST

the LOs to themselves)

TITLE PAGE
Is the school name and address present? " YES / NO
Is the document’s title (lesson plan) present? y %iizﬁ%w’ YES / NO
Is the lesson title present? EEE%!%;;EQ il YES / NO
Is the lesson designator (ID) present? . ‘%iigiéiggiggi’ YES / NO
Is the course title present? !igiégkiisi Q%f%%{ﬂ ;;Zgg YES / NO
Is the course identification number present? ! g}iiﬁ&;gﬁl ‘*%2333; " Hﬁ.ﬁg %5;;" YES / NO
Is the originating/revision date of lesson presgrérte;?ﬂh Gﬂii. 5%,, qﬁmi;;; ,;{;Téii%} YES / NO
Is an approval signature present? ,ii?i!; . "“Eii?ghmé ii‘ "Q%Eff‘" YES / NO
INTRODUCTION
1. Does the Gain Attention: it %gh‘qﬂlﬁﬁh‘ iqggﬂh
Relate to the lesson? W%i ggimigilzn, tm}] Wfiﬁ;;;h. W YES / NO
Detract from the lesson? *ig;f%g?iz-..iiiz%%‘g%?i??%%zﬁgiii i YES / NO
Provide WIIFI\;I fe{*%cgdent? “5}%}53“ T YES / NO
Establish rapporst;?i L i sié; . ‘igii!zéhj YES / NO
2. Does %t?‘leig\‘}erwew 1 %i i ﬁgsggggmﬁ%gé;?gé;;
scgég* zmﬂm;gmhptugfF;émework? YES / NO
Describ i Ie“i:ﬁ“éf ié;ofiit;b;e: lesson? YES / NO
Relate to other mstlgut«:tlon? (Recall previous learning) YES ./ NO
3. Arethe Learning O‘B%ﬁe;cﬁ\%r;es
Noted in an instructor note for the instructor to introduce? (i.e. Students to read YES / NO

Enclosure (1)
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i.  Verbatim from the Concept Card? YES / NO
Does the Method/Media: '
a. Tell how the class will be presented? YES / NO
b. Isthere an instructor note mentioning the Instructional Rating Form (IRF)? YES / NO
Does the Evaluation:
a. State how the student will be evaluated (tested)? YES / NO
b. Tell the student when they will be evaluated (tested)? A, YES / NO
Are safety issues explained? - o migi’ YES / NO
Is there a transition to the body? illlh, . YES / NO
iiiia ;3 iiigr
sooy ]
Are the main ideas in the same sequence as the learning tiﬁiézicftives'-’ %;%g%;zie ; ;m'}’;ES NO N/A
¥ 1 :
1 iy T
Do methods, other than lecture, provide: iiiégggiii;ﬁ%hk ! éﬂjg 55%{;%3?
sfiely N ii.
a. General information about the method incliiding the armalint of fimgthat theiil:
method will take to execute? .l b, i Wkﬁ;;,;giﬁi&* YES / NO
T, "iii% A ii%‘ T
b. Detailed instructions for what the st yglie‘qgv ishrole W"i}??;'i YES / NO
it Aith EREET
¢. The instructor's role %%g lé%iiiii .%;m YES / NO
: ] ﬁ} %&h. hha
®  Provide Safety B |Zei {(lf},@ﬁppllcable) toélnforn'hl} studentSlof any safety YES NO N/A
precautions relate d to 'the lexercise and what to do if there's a mishap.
m  Provide Superwsmn‘ 'ﬁg GUitnee indtructions t51describe what the
instrugtor, is to be doi %g% e, monngianut the room, assisting students, YES / NO
answenng? duestions). ‘*E{ by iié 3,
W Provide' Bebrleﬁgq appllcable)‘f'mstructions to comment on what was
observed ki prowd o\ eTaII feedbsack additional guidance, and review YES NO N/A
;;Ef%ﬁ%learnmg |nts ﬂgiii i i
1 LT LT
Do Time Cues: l ggag i
; Efl' T
a gi :@;: ia:fofft Mza ﬁ 3eiadlfrip % (Intro, Body, Summary) YES / NO
. g 4 3
b, For the Main Headlnr_:% ;add up to the lesson time on the concept card? YES / NO
; ¥
c.  Exist for each Ma;n,ildea? YES / NO
d. Exist for methods that are not executed within a main idea? (There is no time cue YES NO N/A
required for a method that is within a main idea).
e. Forthe main ideas, methods (if method is not a part of a main idea), and breaks YES NO N/A
(that fall between main ideas) add up to the time cue for the Body?
f.  Stand out from normal text? YES NO N/A
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4, Do/Are Media Cues:
a. Stand out from normal text? YES NO N/A
b. Identified by a number designator? YES NO N/A
5. Are Break Cues written into the lesson? YES NO N/A
6. Are Instructor Notes:
.‘.,;i
a. Placed where needed throughout the lesson? : {ﬁéi!;?* YES / NO
. Jd3Et
TH
b. Clear and concise? 3{%3{%;%2; il YES / NO
S,
Hon(e): Qi i
7. Are Transition(s): i égiél’i‘f f
: : H it
. H H 2 i . % E | ‘ES f
a. Between each main idea? s, méh, u igéiiggggi NO
b. Does the transition summarize the last main idea gpmﬁ““"ﬁaptrod liceithe next [
. ; X ES / NO
main idea? i RN igiﬁis‘ i
] E] . BTER ii
¢. Between the last main idea and summary’«gggikz *iégggh i 3 Hﬁfﬁg;im; YES NO N/A
HIHT FHEY 131 tiid
‘%‘ééifi§§§: REHTRIE B
8. ArelInt T : HINLHF it
erim Transition(s) =§§;g iiiﬂ%%;. ii!] "
W T, i
a. Between the demo/practical ap;g}l;catlon sessui)rg):sn &;E{}h, !"iiégih YES NO N/A
Hit, i L K 1
? by T . i
b.  Before and after breaks? aﬂmi;; ii%l%iiig;'m ii%s: §_mi§; YES NO N/A
R TN TP T
it i ¢ 1 Vi
ggizﬂ ., ifsi%‘%{MMA%%smz
3;23 Hsiﬁ;ﬁb ‘iggiiz R
1. Does the Summary review tjg{ej)maln_ﬁi%eiggs? ﬂi%h YES / NO
LT T
2. Review each ﬁ*n'am idea thhoulgm%te?’?fjﬁ;g?%%z;iigm } YES / NO
Y ogiiiEl LR
IH EERIE
3. Refrain from;éiresentmg any new f‘riléaterial? YES / NO
T TTR e IO T
. ‘*%iiiiiiiii““{*!isg i
4. Provide closure? (Reaffirm impg ;l‘g}nce%pf content,) YES / NO
5. Provide closing |nstruct10ns7i il w; YES / NO
1§t i
wae
6. Contain instructions for Instructional Rating Forms (IRF)? YES / NO
ENTIRE CLASS
1. Isthe lesson detailed enough that all information can be covered by a first-time
- YES / NO
instructor?
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Student Outline Checklist

STUDENT OUTLINE CHECKLIST

1. Learning Objectives - Are they verbatim from the concept card? YES / NO
2. Outline — Does it follow conceptual framework? YES / NO
3. References — are all the references used in the lesson annotated on the last %ige? YES / NO
RIHEE
4. Is the student outline written as if addressing the student? . ﬁféiiiig YES / NO
) 118 f
.1[§g; i1,
5. Is the font size at least 107 ‘iiét%ﬁ;mégli§§? YES / NO
i T i
2 il §§ i
6. Is the text easy to read? i ‘!%Eﬂh, Y§E§S” / NO
i il i
7. Is there ample white space (marglns) for the student tog tal&gzm otes? %%z Hmm i;YES / NO
Eﬁi%” ‘W{Zé?g “igfigi ' 7
8. Do exercises or activities match those in the lessof an? 2!;‘% LT géé%i% YES NO N/A
b 1IN pEEETY.
W;: NE KRG
SUPPLEMENTAL STUDENT MATERIALS, iy i} i
TR RHHHBTE
i 'IE Fit
1. Is the material relevant to the learning obJectl\fés'f’iﬂig 33%5 Eﬁiiigil YES / NO
+ N
i %ii R il
2. If intended as a job aid, is it dur‘?géjgl‘i; %;g Iamlnated)? Eg%t iy YES / NO
3 (119 i1
BT iTET tg i
Remarks: iig}%u} m%%g;;i% %§ i i}b ﬂ%?i
| i,
k!

:ﬂ%xa% ﬁéi%,
il
;s;;?%i%ﬁgisi%?iji%%%z-
i
i
i
1y
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Instructor Preparation Guide Example

UNITED STATES MARINE CORPS
{SCHOOL NAME}
(LOCAL COMMAND)
(COMMAND)
{SCHOOL ADDRESS)

INSTRUCTOR PREPARATION GUIDE

LESSON TITLE: {As on concept card) 2
LESSON DESIGNATOR: (As on concept 'r}'éf) L
TOTAL LESSON TIME: {As on concept cjﬁ ), %;ig
REFERENCES : (st pererences frcn‘%izt%g ; *PEp}t card)
LOCATION OF TEST: mlm;hﬁgﬁfhetea;lslé%ﬁim fgﬁgp
PERSONNEL REQUIRED: B e 15523;%%153%@ concept ca:iljz §§§ "
: 1.e.'§inétmcto;§ ,> support per el, Corpsman}

3

i 3 ;} t

e ol

i(g{.a.st as I‘laisted zé ‘f
laboratoky, ran es, al
i . ranges. GgEl)

i}
ird i.e. classroom,

FACILITIES :

|

s
ey

g Ih
REVIEW COURSE MATERIALS: ; i gii
§11 1 Egh

O Review the course/training schedu‘ligz, dliginistra;‘;}.v_e requirements, student
background information, lesson plans; 1ls, media, and evaluations

(tests) . i?é ‘g

UJ,
o
o
(1]
[a]
el }
=
[}
i
AD-
By
H.
[

1 f%;
ADD PERSONALIZATION: iy "%!i;i

;l eliiifte, I3 H
O perscnalize the lesson pi%ln by a dﬁ.ng a%b?ect miatter detail, relating personal

H
{
g,
i {
experiences, n;ov:.dlng exampf.l.%e ques’E‘ onsi, and/or interactive techniques.

i I
ﬂﬁ,§% , j; H§4
MATERIALS/EQUIP%&“EﬁTi:ﬁ g:%ake a c&méf%]'gllst of fi:Ltems that the instructor needs for the
lesson (1 e. Models}:ggMoc &, i;: i trainis fﬁalds, audio-visual equipment).
i

Example: Hgm ‘ iﬁ : ﬁi
l Eiiiziliﬁ J y

O Dvp i B,
‘!,%}§%§z)
EXERGISE SETUP AND LANNING: 1ist exercises (i.e. Demonstrations, Practical
Appllcataigli'fs?énandft_:hg;;se up ‘aigd planning involved for each specific to the lesson. Describe as a
i ;

step-by- sée’pg

y

i

Example: ﬁh

Demonstration 1&

0O AH?
£ ity

= Ll

SAFETY:

0O Review ORA in Master Lesson File

E Reassess the environment for changes that affect the original ORA.

Document any additional considerations/controls on the After Insgtruction
Report {AIR) for future reference. .

APPROVING SIGNATURE DATE
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Instructor Preparation Guide Checklist

INSTRUCTOR PREPARATION GUIDE (IPG) CHECKLIST

1. Is the lesson title the same as on the concept card? ' YES / NO
2. Is the lesson designator the same as on the concept card? m YES / NO
B
gi%:ﬁ;!’
3. Is the total lesson time the same as on the concept card? ;iif!ﬁg“ YES / NO
i3siy
:ig ; [1:
4. Are all references the same as on the concept card? gf%ihé i:%ii%iil YES / NO
§ i38143 5 ”;
s SR
5. Is the location of tests identified? !egigx =§z’i! K YES / NO
};EE@.! ‘ﬁ%gi,f R
6. Are all personnel required the same as on the concept% ar ggzi:@ ﬂigg%%% ﬂﬁm i !Y’ NO
Fitd4Y N 3y ks
ITH ; :H_ ] ‘\? 3 N -
7. Are all facilities required the same as on the conc%%;t%card? L %ih giiigggii ; ;§§§§1* YES / NO
i is 3
; ‘ii £61% g?i
8. Are all course materials that need to be rév ) glgwed hsted?sggwg i{i m%i;i YES / NO
S » fith, ]
118 T e
9. Isthere a step to personalize the lesson plan"i’i§i ”‘gi%%h igiimgﬁ YES / NO
i1, MEEIN j11]
ST STy
10. Are all materials and equipmeﬁ %1’ X ﬁeid to condiﬁ% théili.?m on |l5t§é?7 YES / NO
(Lt [T i N
“l**h b, i .
11. Are there detailed mstructlons for't hﬁ;is;etu : ?&ds pgla,ngung of each exercise? YES / NO
111N M ;:} :;.ig [
§z Wi KHTHE
12. Are all safety precaut .§fﬁé! ﬁ! 2ted to Iessigfizihsted? 5555@2%;; YES / NO
o &
Bemaris, ) m??i!séz i
ftee ,‘ i
i ™ W
iy it
HE;E?; 3 3§”§%5{“§‘5 . i
Ry,
M
I
H
i
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MASTER LESSON FILE CHECKLIST

MASTER LESSON FILE REQUIRED ITEMS

1. Learning Analysis Worksheet Checklist YES / NO
2. Learning Analysis Worksheets YES / NO
3. Learning Objective Worksheet Checklist YES / NO
4. Learning Objective Worksheet YES / NO
5. Test Item Checklist , i YES / NO
6. Method and Media Selection Checklist gié ?ﬁi" YES / NO
7. Concept Card Checklist W YES / NO
8. Concept Card R YES / NO
9. Operational Risk Assessment Worksheet (ORAW) Checklist!} iEi!a i . YES / NO
10. Operational Risk Assessment Worksheet (ORAW) ‘ “Efégjgh '“%?ﬁ;%g WES / NO
11, Lesson Plan Checklist N ﬁf " A ’§i;§) i " vEs / NO
12. Lesson Plan K %ihh 3 'iiii_a;h gﬁﬁ §§§5 YES / NO
13. Student Outline/Student Supplementary late rials Checkllst ! R YES / NO
14. Student Outline EE 2;; 3 % ‘?3i§§ s :i YES / NO
15, Student Supplementary Materials “§ gh ié%%g; . " . YES NO N/A
16. Media Checklist f g; ™ W i, R YES / NO
17. Media (paper copy or expla) g?:f:ionﬁ?gi:iyuhe}i‘f% the m :; iz a is located) YES / NO
18. Instructor Preparation Guide (IPG) Chec‘&llsﬁj 3* ? YES / NO
19. Instructor PreparatiohijGuide (IPG) i B YES / NO
OTHER COURSE DEVEiég PMENT,ITEM/ CHECKLIST
1. Testh il il it i!!i T YES / NO
2. Testtif;lecklist R T YES / NO
* The test égmei?d ;ts ;i% §ll'lal“;fn ined in a secure place with limited access. Therefore, it is

recommenﬁg,_d;tha‘ti i?gls item qilg:e placed somewhere other than the MLF.
Remarks: '
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Method and Media Selection Checklist

METHOD AND MEDIA SELECTION CHECKLIST

1. Is the method selection consistent with the learning objective behavior? ‘ YES / NO
2. Is the media selection consistent with the learning objective behavior? YES / NO
3. Is the method selection consistent with the level of learning? p ;giiﬁﬁ‘ YES / NO
4, Is the media selection consistent with the level of learning? %%gﬁ %51; A YES / NO
5. Is the media selected appropriate for the class size? ‘giiiia‘ q%ﬁ;%ig! gz%v YES / NO
6. Is the method appropriate for the class size? sl ii;i%imh %i;&%g%gé; ﬁ%!‘%g / NO
7. Is the method appropriate for the task(s)/topic?{ii i%”l "“%mig 3 tgimgg% n im i YES / NO
8. Is the method and media {(combined) app ng §| !te flglggéﬁseggar”é jiaopulatlo:f;if} ;m YES / NO

9. Does the method and media (combined) cor ’!l’f ent differy :I?t learning styles (auditory: | vEg ; No
visual, and tactile)? ﬁs tiile,. s,
10. Does the method provide students the oppomqpi ty to] ;?l ctice th‘ggﬁskllls in a safe YES NO N/A
environment? i i% B, b
NG i, S
11. Is the method reﬂectlve of how thegisggﬁ élil&‘\{%lli éieé E\l/alua éc?_izg;;; : YES NO N/A
4 t H it .
il RITT iéigid i,
12, Are the resources reqw{ed§ to implemen ;Eil;];e metn %g\gfjallable to the school? YES / NO
itk i
I L
i “‘§ i HE%1“‘\ed|a available to the school? YES / NO

13. Are the resources reqwred toimp en}ent the
Lertifi RIFN i,
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Operational Risk Assessment Worksheet Checklist

1. Is the lesson title and lesson designator on the ORA worksheet? h YES / NO
2. Are all learning objective behaviors listed? - YES / NO
i3,
116k
3. Are sub-steps to the learning objective behaviors listed? 4 ﬁm%” YES NO N/A
4, Have hazards been listed for the learning objective behaviors/sub- stepsf?; . i YES NO N/A
5. Have realistic controls been formulated for all listed hazards? (Available res 62?;???3 iﬁiw YES NO N/A
must be considered.) b, T
i, i, i
6. Do the controls change the RAC code to an acceptable level?. iﬁi%;m : %h%mh Yg§§§N0 N/A
i T PR
7. Is it explained on the ORA worksheet how to :mple el ;gtheg controls’-’gﬁiiga z;ﬁ é E;S NO N/A
; : HYH T
8. Is it explained on the ORA worksheet how to supery, ] %‘I‘lma i igé ii%ﬁgh sg%;é;ﬁ’ YES NO N/A
DEH 1 eg&g;?
9. Is the Cease Training Criteria (CTC) provideé *ih hﬁ%%;m 4 ii ‘iiéiiié YES NO N/A
R R
10. Is there an approving signature and date on thg3 :: 5 g\;f\lorksfﬁé%gi YES / NO
Remarks: *iiié '*mgi% ‘ﬂi%iia
zgigii}iiggzz,, g%i iiizgi H
i%%g iﬁﬁg;},‘%!;_; | §§§§ %}gigs
, THT T T
e e g,
iy, T 1
%zifi ) zgg?i?g;; *iiiiiz |
LT T T
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Media Checklist

MEDIA CHECKLIST

1. Does the media enhance the information in the lesson plan? : YES / NO
2. Is the alignment used appropriate to the type of media? YES / NO
3. Is the use of upper-case lettering minimized (only used for titles or to highligh}i text)? YES / NO
4. Are the images used related to the content? i fi;f? YES / NO
5. Does the page or frame refrain from clutter/image overload? i ; C . YES / NO
6. Do the colors contrast well? § . gﬂégg} YES NO N/A
7. Is the appropriate level of vocabulary used? Al 'iési ii 33“ YES / NO
8. Has the media been checked for spelling and grammar? '5'3%3 B ' ?ﬁ;;“_ , ;g{j;YES / NO
9. Do terms in the media match terms in the student outling?ii,,, R i, quﬁ}hff iI"" YES / NO
PRINT MEDIA T TR |
10. Is the font size at least 10? i “é%ﬂi%h 1 g 'Efi‘igmggi e YES / NO
11. Is the text style consistent (headings, textetellz, il R YES / NO
12, Is the format/layout consistent (spacing)? ‘§§ ifiﬁ ggg; ’H%E ™ YES / NO
13. Is there ample white space (majgins)? i H §§ ij;;‘ ,*%%{ &E\ YES / NO
14. Is the text easy to read? 4 3?%;}31%“,1 i } Hiﬁiﬁjgh_ w YES / NO
PROJECTED MEDIA "“%iiik;“”ii m m?iig ity

15. Are sans serif fonts (@ﬁﬁéf@k finishing strqlggg) used%%ii b YES / NO
16. Is the font size large éﬁ%ﬁgﬁﬁ%‘éﬁi@gggen b\j%ljii(;@t least 24 for projected media)? YES f NO
17. Is informatjonibulleted ué‘:i!;rf)fg% key \}ngri;:igfpeq.pﬁf%;siés? YES / NO
18. Areno rﬁgli;e than six words ‘%‘}\Iing Shd Sl)éii;ﬁ‘els (6X6 rule) per visual used? YES / NO
19. Is the anim QE!,.[’. distracting wFEﬁxj@ the presentation? YES NO N/A
20, Isthe sound 8lsgtil%’é: 1193th“h|n tﬁg gp(esentation? YES NO N/A
21. Is the layout consistent throlighout'the presentation? YES / NO

Remarks: i ﬁ%g
1!

i
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Test Checklist

TEST CHECKLIST

1. Does it contain detailed instructions to the instructor? YES NO N/A
2. Are there instructions to the evaluator concerning scoring? YES / NO
3. Does it contain detailed instructions to the student? s!‘!ﬁé;’ YES / NO
i1 i
TEHHY
4. Are there instructions covering the consequences of cheating? f!;g i!! " YES / NO
15483,
i THHE
5. Does it state the safety precautions? " %%Hi 2 ;iigs YES / NO
LN
RETHTS BT .
H 2 i ; ) Hi E Y
6. Is the purpose of this test clear? iﬂi&z;;\ ;;%\ﬁ, ‘(%mg IYES / NO
RO R “ B
PERFORMANCE-BASED TEST { %%iggggg’%ﬁ“!%gg b, §=z§§;m iigi;!;g%
44 AEEN \H LN iy
o ‘Eésign o M i
7. Does it identify the fask to be completed? i i i ’f L YES / NO
fv pleted? i, i%“iéfii ! /
it géh R i
8. Does it contain a checklist of steps to be e g %-c:gité%ciia OR c'r-ltféré' h of a good product? YES / NO
T %5 'ii i‘ : EN
KNOWLEDGE-BASED TEST 4 ] ﬁﬂii iiiim
LT !a, 5@5 {z;
; N s ‘si ’;1 ; b, L S
9. Are there an appropriate numi)er_ qftaéﬁt |t§ams é,p ach OB]%%IVE? YES / NO
BRI iz tiie, “1i3al,
Hig CHEHEDL CHHE o :
10. Are all like test |tems§grouped by tyéé%g(iﬁgl mi-%-tﬁjgi—ig ?é?ilg(’ multiple choice, etc...)? YES / NO
11343 13110
iy, RinE i

11, Have they been compared t tl’gei rest of thegigt est to ensure they are:

Free ¢ ;Erfu hits? ‘ﬁm . ;2 gl%%;ii;nh YES / NO

b. NoH-s tpeated Elfﬁﬁhere?eg ?’ - YES / NO

c. Conslgégél%gf%%%fo aém'ﬁg ik test items? YES / NO

12. Are items on the test vegr;%aagtgsm from the LOWs? YES / NO
13, 1Is this test valid? (5&% measure what it is supposed to measure?) YES / NO
14, Is this test usable? (easy to administer, score and interpret the results) YES / NO

Remarks:
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Program of Instruction Checklist

PROGRAM OF INSTRUCTION (POI
COURSE NAME: CID:

CHECKED BY: DATE:
REQUIRED DOCUMENTATION: CURRENT APPROVED POI , CORRESPONDING T&R
MANUAL(S)/TIP/MOS MANUAL

ITEM Y | N | REMARKS

COVER LETTER/ROP

Cover letter (or endorsement letter) and ROP

Ensure POI Review Checklist is complete and signed. i,

PREFACE — PAGE II1
I Reflects course purpose, graduates’ information, and POC, i

SECTION I — COURSE DESCRIPTIVE DATA

COURSE TITLE: Reflects complete course title listed in student registrar/TIP. (1) b i

LOCATION: Reflects school name and location address. {(2) al ; § H

COURSE ID: Reflects CID listed in student registrar/TIP. (3) N R 1,
OTHER SERVICE COURSE NUMBER (OSCN): Reflects OSCN, if applicable. (4) ik T P
MILITARY ARTICLES AND SERVICE LIST NUMBER (MASL): Reflects MASJE% ifiapplicablé](Courses ' iimg} i
approved for International students receive a MASL Number.) (5) E e ? (il

PURPOSE: Reflects course intent. (6) i, i, i g'?

SCOPE: Reflects all areas of instruction. (7)

it
Y

L
‘%iii, JH kg
LENGTH (PEACETIME): Reflects total number of trainingldays., © Y i

? il ol i

CURRICULUM BREAKDOWN (PEACETIME): Reflects total’ ai&a’ c/adml'nl.-;u:o e hours - ensure

that all categories contain designated hours. Each academlc; @)F W|ll be at Ieathf? academic hours
§

long. (9) L gtgiu,

LENGTH (MOBILIZATION): Reflects tramlng‘I;e{wgth — use 10 Hollirs/6 éiéys per week§da;,lculation.
(10) 1 O N
CURRTCULUM BREAKDOWN (MOBILIZATION):} Reflects] Peacehm" ’Jmculurﬁibreakdown, unless
otherwise noted. (11) S, i;;i ;,, i

MAXIMUM CLASS CAPACITY: Refldets maximum cla‘ss? apacity (co,l-- Hent with TIP) (12)
OPTIMUM CLASS CAPACITY: Refleéts dhtimum class cHpatity. (13) 1l
MINIMUM CLASS CAPACITY: Reﬂéi:%s mintiiiin:class capacity.. (14)

' CLASS FREQUENCY: Reflects course |t’erat|ons (Eonisistent withi{TIP, unless additions or
deletions). (15) _yiliiliil: i T

TARGET POPULA']'ION DESCRIPTION/PREREQU GITES: " Réflécts Target Population Description
and Prerequisites -{§ée MOS manual, (16)1i§§ '

MOS RECEIVED: Refigkts MOS;received, if ap jlicable. (17)

FEE SRS Tiity,

OCCUPATIONAL FIELD ‘MANAGE ?mheﬂects agency managing course guotas. (18)

5

FUNDING: Reflects MILPERS, TECOM (C464) or Unit funded. (19)

REPORTING INSTRUCTIONS: Reflects re};)’oif'ting instructions and messing/billeting notes. (20)

INSTRUCTOR STAFFING REQUIREMEN? TSfé’Reﬂects instructor biflets and corresponding
commenis. (21} (See Appendix A for nsjcructor Computation Worksheet (ICW))

SCHOOL OVERHEAD REQUIREMENTS: Reflects school overhead billets and corresponding
comments. (22)

TRAINING SUPPORT REQUIREMENTS: Reflects all facility/equipment/ammunition required to
conduct one iteration of the course and corresponding comments. (23)

TASK LIST: See Appendix B. (24)

0-33 Enclosure (1)
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SECTION I - APPENDIX A - INSTRUCTOR COMPUTATION WORKSHEET (ICW)

ICW notes should state how many instructors are required - if different from the ICW calculation.
Additionally, if more instructors are required than the ICW .
number of instructors, identify where additional instructors will come from.

SECTION I - APPENDIX B — TASKLIST !

TASK LIST reflects all current, signed T&R Manual events and does not include events not in the
applicable T&R manual. Includes relevant comments. Includes required VBT

SECTION II - SUMMARY OF HOURS

| Present.

SECTION IIT - SCOPE OF ANNEXES

I Each Annex is complete and reflects the purpose of each annex.

SECTION IV - CONCEPT CARDS

LOCATION OF LEARNING OBJECTIVES REPORT: Ensure every Learning Objective (LO) is, Q%i%ii‘
assigned to a concept card and ALL LOs are taught and evaluated. All TLOs will mclude§éfla
two ELOs A

SECTION IV - INDIVIDUAL CONCEPT CARDS il
.

Reflects Lesson title.

Reflecis appropriate annex. i

Ensure total hours are appropriate for each lesson. i §§§.,
Reflects all methods/hours, ‘ H

siigles i 3, bhosh
Ensure student-to-instructor ratio is appropriate for each method, sir&flédt Maximumi Elass e
) gi i it iy 1§ Fid
capacity only. il E i, i,
s ;
Reflects required media necessary to conduct class. i, s i, i
Reflects required ammunition, if applicable. i, i, Hil i‘m%i i
i ] H . FEE]
Ensure concept cards contain either LOs or Lesson Purpose’sg’i ‘ﬁi*?m% 4
Ensure Terminal Learning Objectives {TLOs) contain cond tlo‘nfg ne beha\frlb“ljind standard

verbatim from T&R event. If not, ensure Downgrade justifi Eltl nsiare inclu (..{1 for tasks that
cannot be performed to standard. Downgraded TLOs shouicf frefl fldet! behaviors ex? cted from

students — in the classroom environment, s, %%ii gi;ﬂ;;x i

iR

Ensure ELOs contain condition, one behav:o? g ndestandard. tif?% ”?giii‘,. -
Ensure all references required to conduct a ch ssere iste,, ”5%33

Ensure Administrative cards describe eventin detaﬂ (checié‘lni ¢ckiout, graduation) — located
in Annex Z. mii T

3'} g ;{k E;
"SECTION V- STUDENT PERFORﬁAﬁéﬁii:‘VALUATmNsSé

ii‘f i3
R
Describes purpose and method(s) of the %’t’ﬁaé’r s evaluafﬁﬁ i

Describes remedlatlohfprocedures ahdiwhat ha :EJensllf studeﬁféfasls remediation.

Describes course ,%stew/graduatton Griteriaiiil i,

Includes list and![&c ation in the POI whef"ei‘ ?l *events in the task list are performed to standard
i

and which events’ are§downgraded
SECTION VI - DISTRIBUTION] STl ilih

[EEEFEERT YT 3 15433
...... FETAT]

Ensure Distribution List reflects agenitigs whepeithe POL is to be distributed — minimum
distribution should refiect: COMMARFORBES/COMMARFORLANT/
COMMARFORPAC and Marine Corps Instltute {MCI).

st

THiEEEY

USEFUL INFORMATION

To find calendar days - divide training days by 5 and multiply by 7 = estimated calendar days

To find training days - divide calendar days by 7 and multiply by 5 = estimated training days

Average length of a training day = total academic hours divided by training days

TAD = 139 calendar days or less PCS = 140 calendar days or more

Funding - (PCS = MILPERS} (TAD = TECOM {C 464) or unit funding)

0-34 Enclosure (1}
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IMPLEMENT PHASE

Instructor Evaluation Checklist
Used by instructors to evaluate a fellow instructor during the presentation

of a course (evaluators need to possess the same or advanced instructor
qualifications asg those being evaluated).

Lesson Observation Checklist

Used while a class is in session to evaluate the effectiveness of course
materials.

Legson Environment Checklist
Used to evaluate the instructicnal environment.

Lesson Safety Review Checklist
Used in either the preparation of a class/practical application or to ensure
safety measures have been properly employed for a lesson.

0-35 . Enclosure (1)
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Instructor Evaluation Checklist

INSTRUCTOR EVALUATION CHECKLIST

NAME: RANK: DATE:
COURSE: LESSON TITLE:
EVALUATION: ORehearsal 1 2 3 [ Presentation O Certification (if applicable)
O Quarter 1.2 3 4
INSTRUCTIONS: Evaluate each item on the checklist as YES, NI, (Needs Improvement), NO or NA (Not
Applicable). - .
1, INTRODUCTION i R “TYES | NI | NO | NA | COMMENTS
a.  Gain Attention. Presented effectwely, relates to LOs LHEEP
b.  WIIFM. Established need for students to listen, HE
c.  Overview, Identified purpose of lesson and main points, CUHN i
d. Learning Objectives. Introduced the learning *%fi%é i §§;%‘
objectives. . ‘ igéiii )
e. Me:'hodlMedia. Identified specific method(s)/media il | i N "
used, i ity X
f.  Administrative Instructions, IRF's, any other rules, etc. Uik, ‘*iEEi%;,_ SHHE
g.  Evaluation. Identified how and when evatuation wouldii!]l [k Hijih i
oceur, i E’mi%%mia &gi%iis “gé g;
h. Transition. Closed introduction and opened mairjiided. i i, IR
i.  Safety Brief (if applicable). Safety ] gl . i H H :P*ﬁﬁ”
precautions/controls and Cease Training Cri’periia are 1% p ié {gﬁém, i
explained, _ i Hifhe i _ Hilhy
2.-.BODY . . . T 7 I'YES | .Nf | NO | NA
a. Lesson Plan. Followsd Iesson plan 5“3; ‘“é;%};, Gl
b.  Examples. Clarified teaching points through USeyof "1 "UE
examples. e %%t *m}s ! !;3?;_
¢ Transitions. Closed mainiidéaland opened nextiiil,  “Hfli,, it
d. Probed. Used questlons togcheckilearplng in transifions. i,
_3. SUMMARY - ©  |YES:[ NI ['NO | NA [ . -~ = .=~ <

a.  Review Main Ideas. Rewewed conceptuaf framewoi' 3

~~~~~~

b. Provide Closg.refﬁ&g;afr irm importafiéeiof contentl{l]

c.  Closing InstrdctiongijClear and conciséll},, H

4,-PROBING/QUESTION & ANSWER TECHNIQUES . .'| YES | NI | NO | NA
a.  Probipg. Used probing questiong throughoutfili;, -

b.  Response. Respondedieffectively Zt‘o‘igtuc{ent’s W
;fqﬁestlonsflnputs G, uf ; i,

c. iiResponse. Responded t&%5feRs of confusion’”

Pt

d. *Questaomng Techniques §Assessed student Iearnlng

5. FACILITATION TECHNIQUES L " '| YES'| NI | NO | NA

a.  Real Wérld. Providéd feal wiildjrelevancy.

b. Participation. Encouraged studént participation.
¢ Interaction. Provided ijitellectual stimulation with
students. eiitiiia

[3X3

d.  Motivation. Used motivation techniques to monitor
activity progress toward meeting lesson purpose.

e. Focus. Established and maintained student attention.

f. Instructions. Clear and concise for exerCIses/PA’

6. METHOD -~ | YES| NI | NO | NA .

a.  Method employment. States purpose and deswed
outcome. Employs effectively,

b.  Safety Brief (if applicable). Safety precautions, Cease
Training Criterfa, and emergency action procedures are
explained.

c. Supervision and Guidance. Instructions and guidance
to students is adequately provided.

d. Debrief (if applicable). Overall feedback; review of
learning points.

0-36 Enclosure (1)
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7. MEDIA ‘ YES | NI | NO | NA . COMMENTS
a. Set-up. Able to use equnpment Ensured students were ”
able to see media.
b, Employment. Medla employed at the appropnate time.
8. COMMUNICATION — Nonverbal - v ~YES |'NI'/| NO | 'NA
a. Eye Contact. EVenIy distributed, creatmg a “connectmn"
with all students.
b. Movement. Natural, smooth and coordinated with
dialogue.
c. Gestures/Mannerism. Avoided distracting mannerisms.
d. Facial Expressions. Varied with mood and content,
sincere, showed concern, reinforced and expressed . gmg
pleasure, Gl
e.  Appearance. Well-groomed, professional appearance. i
f. Nervousness. Controlled nervousness and anxiety. : :
g. Barriers. Body language displays interest, Avoided g%i -':igi?
emotionally-laden words. B il
h. Enthusiasm. Displayed excitement. NG
g9, COMMUNICATION — Verbal YES | NI | .NO | NA L
a. Volume, Rate, Force, Inflection, and Pause. Natural i, i1 7§!n i iii’
and appropriately varied. e o v gg:%n ! §§§§' 4?5?
b. Pronunciation, Articulation, Dialect. Easyto ,; I . ik
understand, ' > o §!§;ii§g‘mg§ 5, ﬂ% i, gi% §§
c.___Pet Words. Minimized. iy i i, i
10. SAFETY R YES. | NI | NO | NA
a. Cease Training. Procedures were adeqL ataly explained!, | s L
b. Safety Precautions. Followed safety pré ay'tlons at all ¥ }3; i i
times. i ik, 'Hi? !
c. Equipment/Material. Safe for use. i i, L
d. Safety Practices. Monitored students for gdod _safé’t:ﬂ;-; " ’3
practices. litn, THARR T i
11, CLASSROOM MANAGEMENT S YES | NI | NO | NA
a.  Classroom Arrangement!} Piopéiyiarranged clagsroom. [#iih,
b, Time. Ideal use of time avaifablgy,, tiliiji.,. 1. R
1. OVERALL INSTRUCTION ’Q;g% ‘*fé§§§§i~- *z
| SATISFACT@RY%; }5‘; i i !! O UNSATISFACTORY

O SATISFACT ORY B !T HINEEDS IMPROVEMENT

O OTHER COMMI NTS LISTEI BELOWi@R ON BACK OF SHEET

_OTHER REMARKS COMPLETED BY THE EVALUATOR:

Yijjl

All bel?‘awors evaluated as'{NI} N
comments of an outstandmg§n

, g

‘isf

ture
R I I

jor "NO" will be explained under this section. Also mclude any

SIGNATURE AND TITLE OF THE EVALUATOR
DATE

PRINTED NAME:

Enclosure
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I have been debriefed on this evaluation. I understand the areas that need improvement and will

take the following action:

-INSTRUCTOR IMPROVEMENT PLAN .

ey
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petwiienel
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DI s ro—
o el
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e e
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Lesson Chservation Checklist

OBSERVATION CHECKLIST

OBSERVATION CHECKLIST: An observer completes this checklist while observing the lesson. This checklist is
designed as a source of quality control as well as evaluate the effectiveness of the materials during implementation.

INSTRUCTIONS: Check the appropriate box: YES, NO, or N/A. If you answer "NO" to a question, note the item
number with a comment for darification and state a recommendation.

COURSE:
OBSERVER/TITLE: i g;; DATE
A. COURSEMATERIAL = = - ' R T T NO | NJ/A
1. Is the lesson plan the instructor uses the same as in the MLF? Hé%}g 5 T
2. Is the student outiine the student uses the same as in the MLF? Y % B ik
3. Is the media the same as in the MLF? (Any modifications should B& noted.) ”gg;j l
4, Are all supplemental student materials used the same as in the Mfﬁ*&f‘h ”im;g i i
5. Are adequate directions for all supporting materials used located in the' MLﬁ “'tig g'jmgé iil
6. Has Operation Risk Assessment Worksheet (ORAW) bié H}ﬁ”“ e iNthnn théifést SHP
year? il i B i, FHA
7. Is the ORAW still accurate? R i%ié‘ * § um;h‘ il ﬁ:“
8. Is the Instructor Preparation Guide Stl" acg@fﬁggg ' Eifiﬁgh L THEIEE
B. LESSON PLAN .~ - B ) ‘YES NO | :NJ/A '
9. Is the Gain Attention relevant to the Ieammg‘ob]xecgqygsl? W%Eii; 5
10. Does the lesson being taught reflect a logical séqhence‘- of”the mater éi? h.

11. Based upon viewing the lesson,gare the lesson plans,wrltten w;th sufﬁcnenf content

50 that any instructor can teach the class |f needed?!}, ti §;,

12. Do the instructor notes provide: shfr uent dlr;sttons for,the mstru‘ctor?

TErsy

YEH

Are the aCtIVIfIP‘E]I: ercises in the Iesson meamngfﬂl 1% (Dofetudents seem to be
learring from them.. . B 5 b

3

13

.-.-.

14. Are the activities {éxercisesgappropnately pf ted in the lesSon?
Are the method(s) éﬁ‘ectlve i }gachlng the I%%?ég content?
16. Isithe i”eﬂectlve ofé Eow students will be evaluated7
C. STUDENT MATERIALS . o YES | NO | N/A

1T (IPETN
15
Is;théfmethod used 1 teach studer of
17. E.}_@_the student materials ’e’a '355’:’5 read?

18. Rﬁé{fﬁem tudert Materials edsy gto foliow?

FY iy naHHu;H

131 LIEiiy i
19, Can the'stidénts tak J.Eh“mdLE als home?

20. Are the students using ti“ j ;nateri'als?
D. MEDIA =~ . B _ _ Lo YES - NO N/A

it

21, Is the media vnsua;[“’ﬁpeallng?

22, Is the media large enough for all to see?

23. Does the media compliment the lesson?

_E. FACILITIES/EQUIPMENT = -

24. Are the facilities used conducive to the type of tralnlng?

25. Is the equipment used adequate for the purposes of training?

Comments/Recommendation (Write item number and then comment/recommendation):

OBSERVER SIGNATURE: DATE:

LESSON TITLE:

0-39 Enclosure (1)}
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Lesson Environment Checklist

ENVIRONMENT CHECKLIST

ENVIRONMENT CHECKLIST: An instructor or an observer can complete this checklist. An
instructor may use the checklist to ensure classroom management. An chserver may use it
to evaluate the management of the instructional environment.

INSTRUCTIONS: Check the appropriate box: YES, NO or N/A (not applicable). If
you answer "NO" to a question, note the item number with a comment for clanf cation and
state a recommendation.

COURSE:

INSTRUCTOR/OBSERVER:

“TRAINING ENVIRONMENT - 3 ‘ N/A
Is the instructional area well-ventilated (| e. heat hazardous )
fumes)?

Is the lighting sufficient in the instructional area for, tl'le i
instruction and/or task? q

Hil
Is the temperature comfortable? i

A
26,

27,

28.
29.
30,
31.

uzshE: ]
iEi”“ E!ssgz

;!
U,
Yt

¢ ?:,
‘{i;f‘

Is noise minimized? y

Are distractions minimized?

' ..
T e

o
PO vrmroli vyt
ey pevsiin

Are safety signs (i.e. hard hat are
visibly posted?
Is safety equipment available and/ ?‘

32.
33.
34.
35,

v bty
fror ket oy

Is the training facility clean? %

iy
?wew medg

Is the facility set up so tra§~a

i

Is there adequate spéc’:*é Fc’;‘gfp}anned actiy
: .

demonstrations, etc? )

B. TRAINING CONDITIONS -

YES

- NO.

“N/A

36.

Are training altis andfequment operatlng effectwely"

T
]

H

! Perform ithelr duties properly?

37.D r 3|
Do, itéri?éls?mg supﬁ%ti Person ?e
3r|ate

reqiire

i i

rements'f"

i

ifi

i _

| C. VISITOR/OBSERVER PREPARATION e
39, IstherEl %qgﬁﬁﬁéteid pfa(.e for an observer station?

38. ii’s”fzﬁe support app‘ro

-YES | NO | 'N/A

40. Is there a V|5|t0r/0bserver5 Folder available in accordance with
SOP policy? u‘

e

Comments/Recommén ndati

ns (Write item number and then comment/recommendation):

INSTRUCTOR/OBSERVER SIGNATURE: DATE

LESSON/PRACYICAL APPLICATION TITLE;

Enclosure (1)
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Lesson Safety Review Checklist
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SAFETY REVIEW CHECKLIST

protection, foot protection, etc.}

SAFETY REVIEW CHECKLIST: An instructor or an observer can complete this checklist. An
instructor may use it in preparation for a lesson/practical application. An observer may use it to
ensure that safety concerns are addressed appropriately and in accordance with Operation Risk
Management. (Safety procedures/measures include, but are not limited to, heat stress control
procedures, respiratory protection, sight protection, hearing protection, hand protection, head

COURSE:

INSTRUCTOR/OBSERVER:

DATE:

C'_OMP:I;'E’I"E .AS‘AF‘.':P_I:]_E(':'ABI-.J-E |

during potentially hazardous or dangerous situations.,

: YES
: . — . : z iz ‘} e';g'
L41. Instructor training completed. ‘iﬁéf-. i m? | )
42. Instructors are present in sufficient numbers to prevent é‘é';l i

43, Facilities ensure a safe working environment §§§§§§§¥§§§§
(4]

a. Inspections of fire extinguishers are’*ﬁ‘;? :ioi date. §
ERY .

b.  Exits are labeled and accessigz ley
i

% |

W

‘fbf‘é}fumes "ﬁm

i it

|
c.  Area has appropriate ventilat"‘c@‘}

44. An Operational Risk Assessment Worksheet bee
completed for the lesson and is Iocated‘gmg the‘ hfaster Less o‘ngb
(MLF). HiI Wl M

45, Hazard controls to ellmlqate?or minimize poi:entlai risks Ksian
included in the instructor: preqaréthnsgmde'andlor the :e; tailed
outline (lesson plan) for the 18sson. Hiilits, .

THI T, i

46, Cease Tra’hmgiCntena and procedures aretth *ofé ‘ Phly explained
on the ORAW. i §§§a; il

47, Tools and eq*ﬁ!pment a’rei% good wokKing condition and safe to
(use. ?giizn zgmh

4¢ §Tram|ng evolutloﬁslthat Jéquirel&fudents to perform hazardous

?i tasks are essentlalfto aceor iplish Ie’armng objectives.

Sti!‘

8
i

5’(% gApphcable safety pﬁeieaures/protectlve measures are in place.
0

gtt

Al mgISafety Officel] gr50) has been assigned to high risk
tralnlng events.' ?

irpron

51. Setback mformatlo
available to the lnstructor

e

gacademlc or personal issues) on students is

TN

Comments/Recommendation (Write item number and then comment/recommendation):

.....

INSTRUCTOR/OBSERVER SIGNATURE:

LESSON/PRACTICAL APPLICATION TITLE:

DATE:

Enclosure (1}
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EVALUATION PHASE

Instructional Rating Form .
A form that at least 10 percent of students complete immediately
following each lesson.

. BExamination Rating Form
A form that at least 10 percent of students complete immediately
following each examination.

End of Course Critique
A guegtionnaire that 100 percent of students complete at the end of a
course.

After Instruction Report
The primary means of an instructor assessing the effectiveness of
instructicn that comprises data from several different sources.

Pogt Graduate Survey

A questionnaire sent (i.e. email, mailed via postal service, availlable
online} to course graduates approximately 3 months following
completion of the course.

Post Graduate Supervisor Survey

‘A questionnaire sent (i.e. email, mailed wvia postal gervice, available
online} to the supervisors of course graduates approximately 3 months
following the graduate’'s completion of the course.

Safety Questionnaire
A form given to students to assgess whether the student has been
informed about safety issues.

School SOP Checklist
Assists the FLC in developing and ensuring that key elements are
present in their schools S0OP.

Sample Evaluation Plan/Graduate Job Performance
A generic evaluation plan that contains various data elements that
" will aid a school in constructing a specific evaluation plan.

Sampling Table
Used to determine how may qQuestionnaires need to be sent out to
approximate the desired return rate

0-42 - Enclosure (1)
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INSTRUCTIONAL RATING FORM

One way instruction is improved is by sampling student reaction to the instruction. To assist in improving this Iesson please
answer the following questions. This will assist the school in improving our courses.

instructor:

Date:

Course:

Lesson:

INSTRUCTIONS: Circle the answer that indicates your level of agreement or disagreement as follows: Strongly Disagree=1, Disagree=2,
Agree=3, and Strongly Agree=4. Please explain in the section labeled comments any ratings of 1 or 2, If the question is not applicable,
then circle NA.

" Strongly. -

.. INST_RU_C'I_'OR Lk e R s e LRI Iisagree Dlsagree Agree Agreé‘ L NA
a.  The instructor showed a thorough knowledge of the fesson materil, 1 g!ﬁ?g' 2 3 4 NA
b. The instructor communicated the lesson material in a way that could ik
be easily understood. 1 ii%i;za €§é§§3 4 NA
T
¢ The instructor gave precise instructions concerning in-class e, 1 zi §i§§ 5;, 3 4 NA
exercises. 5-&5:5?3; e .
d.  The instructor encouraged student participation. iR, 2 s ulip NA
e, Student's questions were answered In a professional {not i T RN
demeaning to the student) manner. ,léﬁﬁﬁfi%éﬁigz; ! %Emh. 2 ‘3&5! £ a _ NA
<2 LESSON CONTENT ; : . B S " s
a. The content was presented at the rlght pace. i, i Yoy, e 4 NA
b.  The student outline aided my understanding of thie;i-,é"gtgnt cove‘r}eaélf.ﬁh\ " ;13 §§§§§§ §§ NA
c. The enwronment ofthe class was mteractlve 1 §§i‘§ Ei!n ‘fimm 4 2 3 4 NA
2 Lesson related safety o job performgml ™ ki 2 3 4 NA
b. Cease Training procedures were aciecﬁj {j‘ 8X plalned f;%}‘ “%éi;h g @ 2 3 4 NA
c. Safety precautions were reemphasized } flgoft“ ! “pgqncmg tqsks i} §§§)1 2 3 4 NA
d. Safety was paramount at all times. Ei%ﬁ . b ifff%m }hﬁi;‘ i 2 3 4 NA
e. Equipmentmaterial wagggfg foriuse !%&E;ih ”“ﬁ ‘? 1 2 3 4 NA
4. .METHODS/MEDIA: L LT T i e C
a. Thein-class exercises reqlilrr: d 0 thé‘o’dy e were worthw ||e y
learning expiei'lences ! -%1 ,iiifhéis,, 5§ ; 1 2 3 4 NA
b. The wayith it the class materdl Was présé nted’enha{}ced my ability
to Iearnl;gerform the conceptltask?;;% §§§§ 1 2 3 4 NA
5110 ‘
! espema[ly Jiked the ﬁﬂ method.
c. Themedid' 'E‘r‘qéji‘ﬁi’e‘ﬁ é‘dﬁquiructlorf J %E; 1 2 3 4 NA
‘5. STUDENT: Circle the’ answer that best describes your knowledge level. Dl R T
i
a. My knowledge of the content pri%:}r_ fE this class was None Very Little A\ézra Aﬁg?::e Expert
T - Avera Above
b. My knowledge of the cont;eén{iaﬁer completing the class was None Very Little ge Average Expert
Name: Parent Unit: '

Overall Comments/Suggestions for the Class (use back of form if more space is heeded):

Enclosure (1)
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Examination Rating Form

EXAMINATION RATING FORM

One way that we improve the examination process is by sampling student reaction to the examination. To assist in improving this
process, please answer the following questions. These forms will not be viewed until after all tests have been scored and returned.

Name: Date:

Course: Exam:

A. INSTRUCTIONS: Circle the answer that indicates your level of agreement or disagreement as follows: Strongly Disagree=1,
Disagree=2, Agree=3, and Strongly Agree=4. Please explain in the section labeled commants any ratings of 1 or 2. I the question is

not applicable, then circle NA.

1. Test instructions were clear and concise. ’ 1 gééi?s’ 3 4 N/A
2. | was allowed the opportunity to ask questions. 1 ‘13{3!} 2 3 4 N/A
! h
3. The time allowed for testing was indicated prior to the start of the test. 1 h\gi%%i Ngﬁ%{jb 4 N/A
4. The instructor indicated what materials could be used dunng testing, Eﬂﬁilg P igz%i!h 3 4 N/A
DURING THETEST: .~ - o 7 T 0 0 et ot T e
5. Distractions were minimal. iﬂﬁ%fa%%z; 1 ‘Eflgzii% 2 S‘iégmﬂgiﬁl N/A
3L R R 1
6. | was aware of the time remaining to complete the test. Eiié i ‘*3%%% égfii;? éé‘?‘ 4 N/A
i i iy, il
7. Unfair advantage was not given to any other student dufing the tesii?ég i ki } 2%%% % %f:ggiﬁ 3 4 N/A
; ngg i E i3
8. A monitor was present at all times during the test. i{mﬁ{ 32% i ﬁ%;ig;é 2 3 4 N/A
B B O 0 ave taken a o please a ar guestio 2 O ave taken a perfo 3
£ piease er questio [)
»_‘WR]TTEN TEST ONLY: . e R Y : ) ; U L
9. All materials (pen, paper, etc)necessary;f3 i e, i 3 4 N/A
10. Questions were written in a way that | co ‘ ; ; 3 4 N/A
11. The information | was tested}opiwas covere S, ; 3 4 N/A

PERFORMANGE TEST ONL

N/A

12. | had sufficient practice time pgr 3 )

13. Al equupn;eﬁt;hecessary for the fi  was ace ; g . 3 4 N/A
14. The Skll]s{%%éffmahon | was tested ¢l ‘!i\g’% ;;ef ,c?overed stifficiently in class 1 2 3 4 N/A
15. Performancg ;t?sis requil #!Feints were ei'fe tively communicated. 1 2 3 4 N/A
16, Safety precautlgonél\ﬁéﬁﬁre%%éﬁa{?zed é:grfrz;ggo commencing tasks. 1 2 3 4 N/A
17. Eguipment/material was safe for uis%eeii v 1 2 3 4 N/A
18. Cease Training procedures vyers f%i;%quately explained 1 2 3 4 N/A
.'Clrcle your answer L \ L B \w A 7 V \ T
19, Prior to the test, | studied: LessThan 1.2 Hours H%“u‘"’rs More than Dsi,?u'&'?t
_Check {X) yes:or'no.. If answer is yes, please indicate subjectareas. . =~ . = . | YES. |.NO:

20. Was there any por’aon of the test that you believe shouid have been covered more thoroughly
during class/practical application? If so, please indicate the subject areas.

Other Comments (Please explain any questions rated 1 or 2}: (REMARKS ON BACK)

0-44 Enclosure (1)
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End of Course Critique

END OF COURSE CRITIQUE

The End of Course Critique provides the school with your reaction to the course you just completed.
The information you provide us is treated confidentially and is used to improve the quality of
instruction for the overall course. Thank you for your input.

COURSE: DATE
fgéigii’
STUDENT NAME: ég?i %;iv
i‘i %iés._ . RN
' R S G
A. Clrcle or hrghl{ght the ratmg that mdu:ates your level of agreement or ¥ P oY o H
disagreement. Please commeit on all ratingsof Lor 2, Allcomments 5% 2 £209 £ gE
dre encouraged regardless of whether you agreed or d:sagreed Ba & 2 25 < %‘t
.1. I had a dlear understandmg of what [ would be required o%l“ gah thdoi n t};is“‘igml 5 3 '};ﬁ%i”’s
course? (The learing objectives were clearly stated.) ggz}g i i ih ;‘éizii' il
COMMENTS: ggir L §§§§Es_ ”ﬁ}%;h
i i%l / i |
‘igziiiﬁgi ii?i%iigg | i
{ N
- *aii i ‘Q!
_ b il
! zg N iimig ;imia
g,
| %1;&‘%3?:3;; o,
L TR TTOR N £
2. Tam confident that I hEa ve learned orf Ea;r:l:ﬁgfg;;‘éz fa: %ﬂéh;e{?mred xblgy%t;]e 1 2 3 4 5
i BN IR
commenTe: e éfggﬁ}igﬁ;m iz%j% o *E%Eégg
ig?% § giii . gi;
3§ % . S 3 %? \
il | I g.sfi i ‘i‘gﬁi'
5%}?‘ o ;‘. il | iisiégg; .
il L i L]
l i
——
il i i
%%5??35ﬁéihﬁsmméz% E%z
il
3. Th:’ef wntttin elmd perrorgwagtc}e?i:ams tested my knowledge and/or ability to 1 2 3 4 5
erform the learning. objectives
COMMENTS: it
0-45 Enclosure (1)
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4. The quizzes/puzzles/games/review sessions, when used, increased my

knowledge of the subject and prepared me for the tests. 1 2 3 4 5 T:{
COMMENTS:
il
1 *ﬁﬁ
iii‘; 2';;§ ;
My, gl
5. Class time was used to achieve the leamning objectives, {E;hi“ 1 Zdﬁié%i 4 5(§§
COMMENTS: A Rl ik
g, Uy g
"y, My,
g us i g%-, ;ljgm , gfféggii‘
il ﬂ%i; i il
L i il
i,
i
6. The time allotted to cover each. lesson was approb'ﬁ'a'}r‘efoft\f\?ﬁ%t-l was | %;%% 1 2 3 4 5
SHET iy (4333 -g_ﬁég { :gg
coma =™ g e
g g
. ‘L;é % H % . it
‘!W%!i‘ie ?523’; iiiml%ég%ﬁ;
ggi M%g%ii’g ii!mg! the
; i L
i iii;;; éiiigg}%!% by igii??i
A HiN ¢ ’ i
il Y
7 Coﬁf%%geér;gg%t:%?\g?;sfggef;pnaté 'E);rgvhat was expected, 1 2 3 4 5
COMMENTS: il ii}%; i“é%;
i
;
!
8. The overall schedule for the course flowed logically and was well-organized. 1 2 3 4 5
COMMENTS:
0-46 Enclosure (1)
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9. Student outlines, training aids (i.e. internet sites, graphs, charts, maps), 1 2 3 4 5 N/A
and/or references were available,
COMMENTS:

ol
10. The student outlines, training aids (i.e. internet sites, graphs, charts, mapsﬂ§§ % 1 2 3 4 5 NA
{

and/or references used supported instruction, b, itk

COMMENTS: R jii”
il | ;Wé
M, iy
T ’*-ﬁ?xiitgif*
B, it
%gigiglx- ligggiz\ 153%3“‘ Lo
N | R PR
11. student outlines aided my understandlnngifg’ihe mateﬁg?l%{i}.\ ifggg *E{z!g?;igi% 4 5 NA
COMMENTS: 2553%3231, hﬁi%gi;;p |
égg%;ﬁ% ighiih
T
Wiy, M, "y
T ; Wi
M, "y, 1,
12, Studentoutlm;esij\ge!:{ie easytofol]owfégigig' r:i?i!;fﬁé%, 1 2 3 4 5 NA
HEETRREES I TN Ly it

commnrs: 4, g, My

g e

i i ,;iziwtﬁ%g o

oy

| }

g, ),
13. The media (j.e. PowerP{omt mf)élels posters) used supported Instruction, 1 2 3 4 5 NA
COMMENTS: " gié

3 it

14. Considering the amount of material covered during the course, there was 1 2 3 4 5

sufficient time available on beth in-class and out-of-class (if applicable) work.
- COMMENTS:

0-47 Enclosure (1)
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15, The methods (i.e. lecture, demonstration, practical application, case study,
group exercises) used to present course information helped me to understand 1 2 3 4 5
the course material.

COMMENTS:

i
1f%i§ﬁ}i
16. Instructors were knowledgeable and well-prepared. uﬂ%%%?ﬁ 2 g?‘g* 4 5
. ST i
COMMENTS: " %;{gaif%ﬁif
iy, iy il
N U, ll
gy Il
g,} 3 N ¥ 1‘ _#21%,
17. The instructors responded effectlvelyto questlons;"(i%ls}%%i. § 'j ;H%%Eiééz’é}y 4 5 N/

COMMENTS: §!f

35‘ ‘ g';l %gg
§§g§§§§§§!§h§ ﬁi m%iﬁhk ;Eiii
il e, Ml
18. The|nstructors»;.r}ereprofe5510n5m§§§§§ N’ii%i%égi;‘g% R 1 2 3 4 5
. E 5 il " ;Ii{{ )
o ;'uéliﬁéi;g:gp, ﬁigé%é;;! il
b g i
d{ii izimgi : ’gigip
gy g
iém il e
i %g;gﬂi
O T e e prouh indesondng oy s e 12 3 45 WA
COMMENTS: i i
i
i
i
20. Instructors followed safety precautions at all times. 1 2 3 4 5 NA
COMMENTS: ’
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22. Lessons related safety to job performance as applicable.

21. Lessons on safety were included as applicable.

COMMENTS:
COMMENTS:

<
Z
LN
g
i .
o,
.
L
S
T,
v ~
e —
e
P
Lo
T e
PRt e treewd o -
P e vy (T s
. e ..lnm Raseiontd
: Enal o
2 e
i [ st
= vt O o .
e 0, e
e g e e
R o il e wtand HtaWa iy
b saror o Pednie) [ Siivusrort i stiog
e = P ey
T T sl e
—— ecarlt ol ke oo 2,
pes e B oo o
PRS- Lm'.i(.rr.t et kel -
e = e e e
e o 3 ey T
o Ko e :
e o) g s -
[ P v Josson
2 E. e gy
] el e
k=] it vty
@ PN i
O e e e ]
g S E=
0 Rediiaiba) .D&A.M-w«
a T e .
S o T - o
= vl iy
=] Pt o
g o
o S
_ A T
(=% e et bt
o e
= -
=
[}
g ..
[ w0
@ = Phetand
@ = s
a o )
O = e
- e
m Q
(o] o

N/A
N/A
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25. Safety precautions were put in place prior to each event as applicable.
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B Answer the followmg questlons

26 Were there any particular Iessons/blocks of instruction that were particufarly confusmg or could be |mproved?
YES/NO -- If you responded yes, please explain.

s
Rarertietl
Hrireriy

27. Were there any portions of the course where there was idle time (i.e. starildI{;g around, not focused)? YES/NO -- If
you responded yes, please explain. H m;, ﬂﬁgi
i
i

i, k
ig!i%ii%v “ggi’h , 3%31;
iy Byl
i iy, i}m i
gl % ftgg _ z
iy kg%- iiééi Al
28. What is your overall evaluation of the instructors? i i 11X
s il T
Ul Y
1RRLE Hih
Uy, oy,
iy I il i,
’i*ﬁ??i@???%éég l%fi iy, ™
iﬁ%i?i; g W
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After Instruction Report

AFTER INSTRUCTION REPORT

INSTRUCTOR: DATE:

LESSON TITLE: COURSE NUMBER:
NUMBER OF . NUMEER OF b
IRFs: STUDENTS.%%

INSTRUCTIONS TO INSTRUCTOR: The Instructional Rating Form (IRF) al]tmfed students to use a 1to 4
rating scale with the level of agreement or disagreement as follows; Strongly Dlsagree =1, Disagree = 2, Agree = 3,
or Strongly Agree = 4. NA is on the IRF as an option for statements that are not app’lEab[e Fort efAfter Instruction
Report (AIR), calculate how many student(s} circled "1" and place that number in th k undgag HE 1*beside the
corresponding question. Follow the same procedure for the ratings of "2", "3", and ng", 'Trx; lnstructor should
address all negative responses ("1 's" or "2'5") under the instructor comments : %ii;

1. INSTRUCTOR Questrons related tothe mstructor .;_ﬁf"" ot 0 T IS I S PR B 17 %
TR TR
a.  The instructor showed a thorough knowledge of‘% gcéd?si ?terial.éi EEES i g§§;§r
il !" H H é o

b.  The instructor communicated the lesson materlal‘ln away th;é;c;§”|d A 2 g zi ! !i?;;a'
. i i H s

be easily understood. e § . iiii? sgggggm

T 7 i

¢c. The instructor gave precise |nstructror%s§§c§3ncernlng ig;%%‘s_é 35? i

exercises. h %i!; il
d. The instructor encouraged student pari ciliﬁ atio ?EZ;E Ef‘g

[t s
1 ) g IR
e. Student's quastwns v@e e?a swered in a pH fessiongtig("ot éii i
! %ga; l{;ﬁ%’ H
ity

demeanmg to the studegﬁ? i ther. ‘gm

3, LESSON CONTENT: Questlons relatedtothe lesson content a2 e s ‘NA_

: R
a. The cont gwas presented atthe E[Eg: pace ﬂ f%igi

m:m

b. The studen gouthne alded my unders a dmg of the content covered.

¢§E;§§§ ;aihe envnronmén éofthe cia;si% \}sfiszsipteractl\};eg F
3 SAFE;TY;: Questlons related to safety 1 2 3 4 NA
a|§§t§§§fe:%§s:oj§r1f,§e%;a§{é§ %s;,ﬁfqty 'téo%fo:b performance
b. Cease Training pgéﬁégures ‘Nere adequately explained.
¢. Safety precautlglg_gs ;Wie;re reemphasized prior to commencing task.

it :
d. Safety was %p}éira‘lfnount at all times.

e, Equipmenb’material was safe for use.

4 METHODSIMEDIA Questlons:relm:ed to Methods!Med:a

a. The in-class exercises required in the course were wor’(hwhl]e
learning experiences,

b.  The instructional method{s) used in presenting the class material
enhanced my ability to learn/perform the conceptitask.

¢. The media complimented instruction.

0-51 Enclosure (1)
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a. How many students |ncreased their knowledge to "Average", 'Above Average or "Expert"?
(For example if a student answers Sa on IRF as "None" and answers 5b as "Average", then the stuglent perceives
an increase in histher knowledge level). 113 i!t

sigsi

b. How many students indicated that there was no change in their knowledge?level?

gfzgj ﬁ);aén:nplfn éf\aes;;riegz :Ir;swers ba as "Average" and answers 5b as "Average", ihe %ri% ;ha%;g}%g%?s
Comments (as noted by students from Instructlenal Ratmg} Forms) %:;;%zdi .
éhgn 3§2‘§§, ‘5{%;;
o i i, i
LT i
Sl i “33’3;1 o
gl%%%g T T
il "y 2!33 gi-é%gif;ﬁi”
. b, i
HI. I iy gL
| iy, ‘§§§§g%_ i
InstructorCommer:ts: }%%iéh ‘«ﬁ;gg%%g;g‘i 4§ga¥} N
Wi,y L
J 11N h
. ‘tgie ﬁﬁmgi ttﬂmg}
Q!Q? 3;23 i

{Comment on ORA ec mmend additional safety considerations to ORA, provide lessons
learned, etc.)

Instructor Signature { Date

0-52 Enclosure
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Course Chief Comments:

Course Chief Signaturel Date
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Post Graduate Survey

POST GRADUATE SURVEY

Course:

(Course Name)

CID:

(Course ID #)

Instructions: This questionnaire is designed to gather information to}}evaluate the effectiveness

of the

Course in preparing you for your curfe

i
t duty assignment. Please

e

respond to all questions and return the completed questlonnalreiia,f/ (email or mail).
i

SECTION I: PERSONAL DATA - Please fill in appropriate data.

i

1
Wl

W

Graduatltgaini

Name Rank ‘EEHM Month/Year,,,
. Tl T e
Bt M9, LT
NI i} i
DSN number for contact 3%2 E;E:mall 'Eig§§; ME%&, i
1y ﬁig%% % ; “%;g;,;;;ﬁzif
SECTION II: TASK TRAINING (|} . Wi gt i
The tasks listed below presently recelveE; z; ;empha%';% in the course. Please rate each
task/knowledge on the scales at the righ 2 p > rms of its I!T]Portance to your current job and the
adequacy of training received by bolding (3 ht |ghllght|ng tlge most appropriate number. (Level

of Preparedness scale may:: beigéktpped if h* gl:

RN

}};

i,

ask hasimever ‘Ben performed on the job.)
il

TASK/KNOWLEDGE h giﬁiffi _{”{i téﬁ% nglEJ‘%NCY Y LEVEL OF PREPAREDNESS
mi”mﬁiié ¥ ;ih l-ﬁéﬁi\ﬁ!:! 1:N0tatal!preparedd
INSTRUCTIONS: BOL}Dﬁ ity i ‘ﬁzgg_ ;’;’;‘f{‘;‘,’y % ﬁfg;:‘;‘;"gat prepare
Highlight tl}g‘numberzﬁha ap ];;egs'i; _ a‘%gNever 4- Well-prepared
i §§ ‘mék gﬁiféiﬁi!imfhu 5- Very well prepared
(Listtaisireqmred in the co u(r;?ﬁ%giyRE) ‘*‘ﬁ%’l 5 3 4 123 4 5
. *égﬁgi 123 4 12345
iy 1234 12345
;;;g§§§§§ ' 123 4 12345
1 2 3 14 1 2345
1 2 3 4 1 2 3 4
12 3 4 1 23 45
1 2 3 4 1 2345
1 2 3 4 1 2 3 45
12 3 4 1 2 3 45
(Add additional pages if needed)
0O-54 Enclosure (1)
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Post Graduate Supervisor Survey

POST GRADUATE SUPERVISOR SURVEY

Course: (Course Name) ' CID: (Course ID #)

. i, '
Instructions: This questionnaire is designed to gather information to eva Véaite the effectiveness of the
{Course Name) Course in preparing graduates for futurge sté? a55|gnments Please

respond to all guestions and return the completed questionnaire by gemall or mail}.

1 i iy
SECTION I: PERSONAL DATA - Please fill in appropriate data. E §§ %i } ’
Graduate's Name Rank zl%f;g; ' Graduation I\Eflo‘nth/Year il
"I
Graduate's Billet ' Type‘i § t Ei%i%%iiah éiii;gmngﬁi
i T, TS
DSN number for contact ﬁEz;w ail ék =§%s{§,§§§ 3,?%51-
LN kil ! i ’ Over
5 il ! T
fonlors v o v e el gl s i o
RIS i mths
1 Ei' ng;l R §%|i
SECTION II: TASK TRAINING i

E 1
The tasks listed below presentlf,g iI;ec;ﬂve some eir§1§1pha5|§|§nsthe cojrge Please rate each task/knowledge

on the scales at the right in terms: ofirfs lmportande to the %gra}duate s current job and the adequacy of
training received by Bolding or hlghllghtmgﬂihe most appropnate number. (Level of Preparedness scale

may be skipped if the;task has never'ben perforrnecf on the job.)

il N LT LEVEL OF
TasK) NOMEEESE iqiigﬁis: Ml Frequency PREPAREDNESS
it BT T 1- Daily 1- Not at all prepared
il E gii ,;sih %ggﬂﬁé: §m; 2- Weekly 2- Somewhat
INSTR}’.I;@ ONS Bold OIgmlgal;%léi,‘ght thgﬁ%g. 3- Monthly prepared
? ! numb:e;*ﬁs,hat applies. 4- Never 3- Prepared
i %‘l - ‘%ii‘ 4- Well-prepared
i E:dif;;??ii §§§§§ il 5- Very well prepared
(List tasks requiréd in the co i.?%%HER:E;)} 123 4 12345
T
,,.,eszii iéa 1234 12345
q i
it 1234 12345
12 3 4 12 3 45
1 2 3 4 12 345
1 2 3 4 12 3 45
12 3 4 1 2 3 45
1234 12345
123 4 12 3 45

(Additional pages/sections may be added to provide specific information for the school, i.e. type o
equipment being used in the FMF, procedures being followed in the FMF)
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SECTION III: COMMENTS AND RECOMMENDATIONS

This section allows the supervisor to provide additional information and comments regarding the
effectiveness of the course in preparing the graduate for their current job. Please record your response
in the spaces provided. (Attach additional sheets if more space is required.)

1. What recommendations do you have for training tasks you feel were not covered adequately
in the course? ; zi;; ‘

*%E !
g
2. If you feel some tasks listed need not be trair; ?d iin the fo%i;{al school, pleasf;%li’;j hem here
and explain your reasons. ﬁgff é?’iis‘%ﬁi;sg‘ '2%5 z i
. iiii‘ iy, i
N tilh, } HH
o, ,;_;
i i hj ! §§1§
Ki W % i?iiz
3. Do you believe the grad:‘éz'éie?l?‘}eg&?ﬁted f}g%;hiis];%%gyé rse? %’fi!so, how? If not, why not?
(LT
T A j
Wy uzﬂiiiy ig%“*?éa?}%zz!
LT
ot
syl

4, Howiean we improve this;
i
and equm{nent changes.) gi

iié%hi%%;;iﬁimi i

gl

Additional Comments:
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Safety Questionnaire

SAFETY QUESTIONNAIRE

1 Apr 2011

of safety issues specific to this training. Your comments will help this school provide safe
training, improved guidance to the instructional staff, and to address your
safety measures. *9

Ll

INSTRUCTIONS: This checklist is to ensure that you, the student, have been properly advised

concerns regarding

LESSON TILE/PRACTICAL APPLICATION: ;g§§ i
: I NN
INSTRUCTOR: "*ézgi; DATE:
i
A. Check the appropriate answer. S YES NO
2. Did instructors follow safety prec;\utlons at all times? ng (Egéi%“ : | s%;é‘ ﬂgi;ig |
- BT i
3. Were safety precautions explained prior to tralr{]%}}' ! i §§ ﬁi‘};? ; t 5}&
) 'aiigfs ée%g ‘?géiéavA.ai§i§ i
4, Were safety precautions reemphasized ot ok to pracl’:i‘c’?lf-gpplicahons and/or ‘éggiiii
performance exam? i, Gl
i q%" Epg
5. Were Cease Training procedures adequat §I§§§g}xélég??gl? ’%2 g
: Fa]
6. Did the instructor explain; r;ée;%’ 5?; iigiure to bégiiaglic_en izlgtlzge; vent of’ Ltmlshaiﬂ
3 HHIN EE R ity
zp-.~q%§. it 'Wf?!
7. Was a safety brief included a iiaégnéﬁlicalj]%é%’}%fg- q!h ‘gms
- i i”ﬁi%, -,ii'%
i i TR
8. Did the lesson Falat E:ifs fefy to job pe %Sﬁmance?giigii;mi,
i ‘ié.ii i it :
i%éii E“%ggE{n ‘Qg w;
9. Were the tools and Ei uipment in‘good workind:condition and safe to use?
L
10. V\;a< ‘supervision available °§\§rgﬁ§r§’§ rfoﬁ;it ; g} potentially dangerous tasks7
%:
11. Well;s tbe{ encouraEg;{%mEentig1 geport any unsafe or unhealthy conditions?
H ¥ H 4
B. Circle the rating that indicates Strongl _ o A
your level of agreement or Disa ?e‘ya ) -Dis’agree Strongly Agree Agree N/A
disagreement. : N gree ' o
1. Tfelt my safety was.a vﬁr‘a:f a primary
concern of the mstf" fctor. 1 2 3 4 N/A
2. I felt that the training environment was
both safe and non-hazardous. 1 2 3 4 N/A

Additional Comments (Write number of reference and then comment)?

STUDENT NAME:

DATE:

Enclosure (1)
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School Standard Operating Procedure Checklist

SCHOOL SOP CHECKLIST

12. Determine Contents

a. Usability Information

{ ) Purpose () Locator Sheet
E ggcollze . E g Regrlard ]?E Changes
ackground . Table of Contents
( ) Recommendations ‘ ( ) Appendices
( ) Certification () Index §§3§
( } Distribution ' ;iiggif ’
13411
b. Non-Academic Information *s%?;i%z : iy
( ) Mission }ﬂ%i*%’iif;zf%?
( ) Organization tfzi N h%g?%i
() Operations & General Information ' ‘E}E i, ;ﬁh
() Facilities - E}im;»; Hziéiu.‘ !ggéiﬁ% |
() eseng A S,
() Discipline !§3§§i5n ; ’i L H’m“g ;ﬁi?
i j& it a;aih
( ) Staff Development e itié;p i 5225% i
( ) Turnover Files *i{é?iigﬂh ’%;g;;;ki gw 1%5*
( ) Transportation rﬁg ‘iﬁ§§ | ‘ ﬁf;}
( ) Safety/Operational Risk Manage n'}%nti gé; ; g m

( ) Administration and Logistics ‘;iil f%!i

() Field Exercises ,{f | o

( ) Inspections i i § % i

( ) Daily Routine ‘

( ) Physical Fitness ;
i

c. Academic Ini Form:liltalion J%}i
) Job Analysi i g i 2%[;
gi iDisign : !

sg) Development ik

f; Methods and Media

G;g chedy !)h

R n _
te Lei;’s ‘!-;l

i

u]uaw

()M

{ ) Formats

( ) validation

{) Implementatl@
() Evaluatiofi] ;sﬁf
( ) Course Content Review Board (CCRB)
( ) Mastery
()
()
()
()
()

Graduation Requirements
Remediation

Programs of Instruction (POI)
Course Description Data (CDD)
Homework
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Sample Evaluation Plan /Graduate Job Performance

SAMPLE EVALUATION PLAN / GRADUATE JOB PERFORMANCE

1. Purpose and Data Required. The purpose of this evaluation is to determine the
effectiveness of the XYZ Course in adequately preparing graduates to perform the duties of
MOS XXXX. The following data will be required to determine the effectiveness of the course.

a. Individuat Training Standards (ITS) for MOS XXXX.

i
2&

{

il i

f graduates and graduates
3

b. On-the-job performance data for graduates of Class XX-)égrg
supervisors. }

c. Applicable technical and doctrinal references.

2. Sources of Data . ’hﬁ%gg igéi
. . i
a. XYZ course materials [lesson plans, s L?écéi At m slementa sjﬁuc}rla’ét materials,

media, tests, Program of Instruction (POI), Rec d fProdéedings

c. Supervisors of graduates from C1

3. Schedul *ﬁi* i
— i,y iy

il

a. Class XX-X will graduatet EDE‘ASO*‘J ity 009?% To erz1§sdre valid data can be collected, the
evaluation is schedufeg for 30 Auigust allowm@ dréduates to have been on the job at least 30
days. The pnnmpal{eva[uator has deterrElned thgfgi’[ will require 30 days to complete an
evaluation of the XYZ Coursea The evallation is scheduled to be completed 1 October 2009,
However, i?n unforeseen delay s} gdir S:hange{sgto the schedule will affect the completion date.

Hihe i

b. Oijrge principal eval Euqffaigé:l oneigpart time evaluator will be required to properly collect,
analyze?,éh and interpret dataggi ; report the results. The time and resources required are based
on the foi[qi |§r%1g§ \iwt{ hi ac

(1) Collect and revi aiilv urse materials in preparation for survey design - 1 day
|

|

t
(2) Design and Ql,éa;i;date survey questionnaires - 4 days

(3) Conduct survey (mailfemail questionnaires; receive/monitor responses; follow-up) - 20
days

c_.z.“*m.,
xm”::"

[ Poeurvmerih
-ﬁ--w.v"
‘-w

-p-ﬂ-e-q:
=.
=
(1]
»

(4) Train part-time evaluator in data analysis and interpretation - 1 day
(5) Data analysis and interpretation - 3 days

(6) Prepare report of findings and recommendations - 1 day

4, Data Collection Methods

0-5% " Enclosure (1)
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a. XYZ Course materials will be reviewed to gather data to develop relevant survey
questions.

b. Survey questionnaires will be used to collect graduate job performance data. The survey
questionnaires will be designed using a Likert rating scale to allow quantification and analysis of
the data. A small number of questionnaire items will be designed for open- -ended responses to
solicit recommendations and other comments. The survey will be valldated using SME's
assigned to the school. ” %i}?

!

c. Because of time and resource constraints, this evaluation willi teigonductgd by personnel
assigned to the XYZ school. One evaluator will be assigned as the pnnmpalze\}aluator during
data analysis and interpretation. The part-time evaluatoy W|I1 be trained t’o iformat and code data
to assist in performing the data analysis. A copy of the sLNey questlonnalrei con’ta:nmgs
hypothetical data will be used as a training aid. §‘§‘ " u } Mhi ii;ﬁme

3 i i i
8. Method for Data Analysis and lnterpretatlonﬁigﬁ‘%h}e ioi low I‘I; ses will be dsr"iducted using
data from the returned questionnaires. i z;ln §§
ih

lthe couirfi‘e pn‘eiLzared studenz §for subsequent job

it

a. Forall responses concerning how%ééég
duties: QQ
f

(1) Descriptive statistics {gor graduate apd suip% rvisor fLé oNses.

ik i

(2) Comparison betweel i Eﬁéuate and s % rvis on?iréatgmgs of course effectiveness.
‘ il i il

b. Descriptive sta §|§s c;,s for graJugte and éiﬁpigljé Isor responses concerning the importance of

each ITE trained and ih {W;g% ;I each ITEIvEfas train Egcil%t
2 ﬁ; ’

c. The que htatwe data} oll eét%d ;by open-Iended responses will be categorized and analyzed

to ldentlfy‘ Erends that mayiaffect g;ﬁeg; ‘trLicture *3f the course,

el

d. The results of these airiaiiy!sies will be mterpreted to determine the extent to which training
prepared dr E ;perform the duties of MOS XXXX and the importance of each task
trained. u !

6. Method for Reporting. A A iarehmlnary report of evaluation results will be presented and
reviewed at the CCRB se Eduled for 20 October 2009. Based on this meeting, a ROP will be
prepared documentlng e\faluatlon results and any recommended revisions to the course.

4511
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SAMPLING TABLE
-." Population . - .|.. 95% Confidence - |- . 90% Confidéence .| - 80% Confidence
10 10 10 9
20 19 19 18
40 36 35 32
60 52 49 | ;i‘ﬁ%‘ 44
80 67 @g;g;if’ 54
100 80 ni::): 3 62
120 92 fesit ) 69
160 114 101’,ma1i ;§¥§§5* 81
200 133 115 [l 90
250 154 Al 130 ‘?353 1 99
300 171 '§§§§§ 142 i (1106
350 187 ) *%iikg% 153 if;ii .jémﬁlz
400 200 53552332%;%;!;3& wg%g@ zi;agi{g; 116
450 212 m%;e- =2;§%§, iﬁ%’ ; 120
500 222 H 176 i 123
600 240 | ! % l n} 1863 Hm;}ﬁ ;aégi i 129
;33 A i
i ii{ﬁ% iit
900 g?_?ii%;gz ik 208 139
1,000 286 i, *i};;;, 213 141
sig My, i, 2
2,000 sééifm‘;; 33341 =i§§§§y ’f§§§;238 151
2,500 i'?éigif?:%%?gh! 345 i i, 244 154
3,000 it *?mg;‘gn;ﬁz‘ ‘i%_‘s gi%@%gif 248 155
3,500 %ziiétgh 3y b B 2s 157
4,0001 Wiy 36&52{5351312 X 253 157
4,5@223%@53 , ‘31§3i- 367 | ] }Q, 255 158
5,000} J%mv 370 ¢ 257 159
10,000 5“ ,éiqm . 3&@}%‘ 263 161
’f%%sz 25,000 i ‘ !?5353?3 39403} 268 163
(00,000 | i ;;;- 533”!598 270 164
itk T L
HOW TO USE THIS TABLE® [\
T |
Example: For aipopilation of #;200 course graduates, an estimated (desired) return rate of 85%, and a confidence level

of 95%, sample size would be de'fgf:rpjnedzéfs‘ing the following procedure:

by

1. Locate the number corresponQiﬁéE;o the population size. Since 4,200 is not provided in the table, round the number
up or down to the nearest Y?lye;g!i?friexample, the pepulation value of 4,200 would be rounded down to 4,000.
it

2. Locate the value corresponding to the 95% confidence level with a population size of 4,000, Using the table above,
this value is 364 (meaning that 364 questionnaires are required). This figure should be 85% of the questionnaires mailed

out.

3. To determine the number of questionnaires that need to be mailed out to obtain 364 usable questionnaires, substitute
the values in the formula provided below. Using our example, for a population of 4,200 and an expected return rate of
85%, the desired sample size would be 364. Therefore, in order to obtain an 85% response rate (364 responses), 428

questionnaires need to be mailed out.

The table can be used as shown in the following example:

For a population of 4,000, 95% confidence level desired, and estimated refurn (response) rate of 85%:

364 X 100 = 428

85

Enclesure (1)
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Training Command Unfunded Training Requirement Reguest Form

1. Requesting Unit/Section: 2. FY:
AGSAG:
3. POC, Phone & E-mail: 342C Officer Acquisition
‘ 3BI1D Specialized Skills Training
—r 3B2D Flight Training
4, Appropriation: (O&M, MC; PMC) E“Egi 3B4D Training Support
gégf | BSSI Base Ops
5. AGSAG: ‘*if-gsg
!
6. Requirement Type: POM/PR, OEF/OIF/OCO, Emergent Trai il!é;?ﬂ; ‘géég% ent, Bridge Funding
— ey
7. CID/POI: m%!%} i;m! iiii’
(CID/POT Date/Status) . ‘ §§§§ } ;};

(HHQ Staffing Comment)
(Overhead Cost ISO CIDs/POIs),¢ ég
Rl

(£l
it
8. Title of Requirement: Jﬂs i, o {
T ‘?iéij
Q?i . éég; $ g i
9. Importance: E i iili}
Critical: JiGritical to the umt’sﬂxa‘b lity to Opérate
Important: H[iiAit/section seve rely déiiaded in ability perform mission without
Enhancing: Good toldoswill iniprove Whit/section’s existing capabilities

. | N qﬁ ; ] iiifi;‘;' i ﬁi
10. Priority: i %}f}%?ig . z i‘}mgig

il 1,
11, Description of Reqklgli irement; i‘i and reascfn foir request:
Ensure DE?E&]LED descxglﬁ ion gtsé4 Lj'je; ‘pxggwded by the requestors to preclude follow-on questions, i.e.
prowd ?ll who, what, wh::ah}i ‘: \ar re, why atid how of each request. Include unit price, quantity, etc., as
apphcab Also descrfbe the'tequirement that drives the funding request, i.e. specific TRNGCMD
directive, T/’E éﬁ%rtfa]l L Siléa;gety requlrement approved POIL Additionally, outline the operatlonal
impact (improvement) if ﬂ §funldmg request is supported. If you are already providing this service then a
detailed descnptlon/_]ustlﬁcaju?on is required to support additional funds, i.e; “we stopped doing X in order

to execute Z, but now w?%‘}tiléye to do X as well as the new requirement”.

12. Impact If Not Funded:

Use performance metrics as applicable. Impact statements should leave no doubt to the reader as to
mitigating actions commanders/section heads are prepared to execute should additional funding not be
provided.

13. Status: Describe if this is a recurring validated unfonded requirement i.e. was this and how many
times has this deficiency been submitted in the POM/PR, OIF/OEF Supplemental/MYR/EOY and where
has the HHQ prlorttlzed it.

14, New Contract(s) Establishment Required: No/Yes, if Yes can it be executed within the FY.

P-1 Enclosure (1}
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15. FYXX Supplemental Requirement Allocation/Obligation Phasing Plan (3000)

Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Total

Allocation Plan

Obligation Plan

Allocation: When funding is needed in order to Commit the funds.
Obligation: When funding will be obligated in the Official Accounting éyié em (SABRS).

it

16, FYXX Supplemental Requirement ($000) “j:gf%%%

| e

_ Category Amount ($000) o !Eig%iiii
Civilian Pay (Civil Svc) 'J;* *?3351: -
WWTAD | 5!{;}; i,% é éﬁs?
TAD i ;}H}i’; 5 i!g}; 16a. Quanti 1%i‘j%tjems requested:
SME TAD T g%j ‘4 i b e
Supplies (Incl. Fuel) iR ] { b. TA GN (TAM Control #):
Equipment I 4 {i% § mi
Printing/Repro il %%iig § ] 16¢. &whan Labor Breakout:
Maintenance RN iiggi i Provide GS or YA rating of any
Postal T, i T 1 ’iim ;le_\t\f i?re that supports the
Service Contracts il i ff"_!“:é? ' %E%;, - mhialive.
Other (Specify) T, iy,
MIPRs/WRs (Specify ! %%Eﬁ'”ﬁggsiégg ' ! ’éiéfh}
purpose} iié%i}' i s§§§! i t it
sigggg e315§§}§ !

Notes: Itemized Llstmg Incﬁl,‘ude umt price, g{ﬁant]ty, etc., as applicable. Identify the number of contractor support

(if required), type of cott ’cwtor mber of hours? 3(:} hourly rate or yearly rate of contract. Include Other Direct
Cost of thewcontract (i.e., seat; overﬁeaa etc)

%Ik%im %D_’ jmé%}z;%si 3%“
E mB‘ & Ll !
Xé ;%gh EFE%
rmem uanmiry UNIT/COST TOTAL COST
MTSS Contract Support ' ff I%O,. personnel approx 200,000/per 24M (example only)
Manikins 1 }Q "5 1,000 per 5000 (example only)
il
17. Recurring Outyearfg(‘osts (As Applicable $000)
Appn FY10 "| FY1l FY12 FY13 FY14 FY15 TOTAL
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GLOSSARY
Academic Time. Academic time includes curriculum hours dedicated to lecture,

practical application, performance examination, written examination, review,
and tutoring within the Program of 'Instruction {POI).

Actual ITtem/Object. Eguipment or devices that are actually utilized in the
performance of the task or job. :

Administrative Time. Administrative time consists of curricula hours
committed to in and out processing times, commanding officer's time,
graduation, physical training (when it does not have TLOs or ELOs associated
with it and does not affect the student's GPA), inspections, and field days
in a Program of Instruction (POI).

Affective Domain. A taxonomy for classifying objectives that deals with
feelings, attitudes, values, and other indicators of emotionally-based
behavior.

After Instruction Report (AIR). An evaluation tool that summarizes one-
iteration of a lesson by documenting the student's assessment of a lesson,
the instructor's assessment of a lesson (Instructional Rating Form) and exam
(Examination Rating Form)}, test results related to the instruction, and any
end of course critique data related to the specific lesson.

Aiding Conditions. Any information or resource that is available to the
student and identified in the learning objective. ‘

Analygig., Level of cognitive domain (Bloom, 1956} in which students are able
to break down complex organizational structures into their component parts.

Analyze Phage. Initial phase of the Systems Approach to Training (SAT)
process. The purpose of the analyze phase is to determine what the job
holder must know or do on the job.

Andragogy. Literally means the art and science of teaching adults.

Application. Level of cognitive domain (Bloom, 1956) in which students are
able to use learned material in new and concrete situations.

Attitudes. An acguired mental state that influences choices for personal
action, such as preferencesg, avoidance, or commitment.

Audiotapes. Magnetic media that presents and uses audio to strengthen the
learning of languages or other materials that require verbal repetition.

Auditory Learners. Learners who tend to learxrn better by hearing.

Background Knowledge. The knowledge a student already knows prioxr to the
start of instruction. Research suggests that, outside of soclo-economic
factors, the best predictor of student learning is what the student’s
background knowledge is. Transference of knowledge from cne domain to
another is likely to be more successful if connections can be made between
what we want the student to know and what the student already knows.
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Basic Fundamental Movement. Level of psychomoctor domain (Simpson, Harrow, &
Simpson) in which students c¢an perform inherent movement patterns by
combining reflex movements which are the basis for complex skilled movements.

Behavioxr. Any activity, overt or covert, capable of being measured. B&Also,
any activity the student is expected to exhibit after instruction and the
primary component of a learning objective,

Body. Major section of a lesson in which learning is developed through
support material and various teaching exercises to achieve instructional
obijectives; preceded by an introduction and followed by a conclusion.

Break Cues. Reminds the Instructor when to provide students with a break.

Briefing. A briefing is a formal or informal presentation in which a variety
of significant facts is presented as concisely as possible. The briefing is
rarely concerned with material beyond the knowledge level and is almost
always accompanied by visual representation of the material in the form of
charts, graphs, slides, and cother aids. Strictly speaking, the briefing is
not a teaching method, but it is sometimes used in school situations.

Case Study. The case study is a learning experience in which students
encountter a real-life situvation in order to achieve some educational
objective. By studying realistic cases in the classroom, students develop
new insights into the solution of specific on-the-job problems and also
acquire knowledge of the latest concepts and principles used in problem
solving.

Cease Training (CT). An agreed upon verbal and/or non-verbal signal used to
temporarily cease all training when, in the opinion of the signaler, a
serious hazard exists or an individual is experiencing serious problems.

Cease Training Criteria (CTC). Conditions or hazards, when present, require
Cease Training (CT).

Central Tendency. A single number that best represents a distribution of a
set of numbers. The three most common measures of central tendency are the
mode, median, mean.

Characterization. Highest level of affective domain (Krathwohl, 1956) in
which students integrate values or wvalue systems into their own life style or
philosophy of life.

Checklists., Checklist consists of carefully worded questions that the
evaluator answers by his review of course materials or observation of course
components (e.g., graduate or instructor performance, conduct of a class).

Clarifying Questions. Follow-up questions to confirm a respondent's answer
or to clarify what the respondent has said.

Closed-ended Question. A guestion that limits respondents' answers to
predetermined response categories. Multiple choice and yes/no questions are
examples of closed-ended questions.
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Closure. The final segment of a lesson during which instruction is
appropriately ended by reemphasizing how the lesson presented will be
meaningful to the student.

Coaching. 2n intensive learning experience for individual or for small
groups, characterized by significant student involvement and immediate
instructor feedback. A video recording of student performance is an
excellent teaching aid when supplemented by an instructeor’s analysis and
critique. This technigue is particularly effective in instructor training.

Coding. Coding data is the process of organizing data into sets of
categories to capture the meaning or main themes in the data. Coding is
usually done in the analysis of qualitative data, but quantitative data can
also be grouped inte code categories.

Cognitive Domain. A taxonomy for classifying objectives that deal with
verbal knowledge and intellectual skills such as concept learning and
procedural skills.

Colliaborative Learning or Cooperative Learning. An instructolional approach
in which students of varying abilities and interests work together in small
groups to solve a problem, complete a project, or achieve a common goal.

Collective Training Event (CTE). A collective event is a clearly defined,
discrete, and measurable activity, action, or event (i.e., task) that
requires organized team or unit performance and leads to accomplishment of a
mission or function.

Collective Training Standards (CTS). Criteria that specify mission and
functional area unit proficiency standarxds for combat, combat support, and
combat service support units. They include tasks, conditions, standards,
evaluator instruction, and key indicators. CTS are found within collective
training events in the T&R manuals.

Compact Disc Interactive (CDI). It is an interactive multimedia system
combining moving and still video, audioc and program content on a compact
disc, which can be played back in a dedicated CD-player. It operates on its
own and it can be connected to a standard TV-set for displaying pictures and
sound, and optionally to a stereo-system.

Comprehension. Level of cognitive domain (Bloom, 1956) in which students
begin to develop understanding and are able to translate, interpret, and
extrapolate subject matter under study.

Computer-Assisted Instruction. The use of computers to aid in the delivery
of instruction. A variety of interactive instructional modes are used
including tutorial, drill and practice, gaming, simulation, or combinations.

Computer-Based Training {CBT}. BAn instructiomal methodology where students
interact individually, presented through a variety of media, controlled and
monitored by a computer.

Computer Mediated Conferencing (CMC). Conferencing using the personal
computer and telephone line as the communication vehicles. It provides
Instruction-Student and Student-Student interaction in both an asynchronous
and synchronous mode. )
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Concept. A class of people, objects, events, ideas, or actions which are
grouped together on the basis of shared critical attributes or
characteristics, and are called the same name.

Concept Card. Provides formal schools/training units with a snapshot of
individual lessons.

Concurrent Validity. The validity between a new exam and a previously
recognized exam already accepted as wvalid.

Condition. That portion of the learning objective that describes the
situation/environment in which the students 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.

Cone of Learning. The Cone of Learning shows the progression from reading to
doing and how it correlates to what is remembered over time.

Conflicting Relationships. Conflicting relationships exist between learning
objectives that involve copposite responses to the same cue in a different
context.

Consistency. Describes the results of a reliable evaluation instrument which
remain similar given similar testing conditions (similar students, knowledge
base, physical testing situation, etc.) over a period of several uses.

Construct. Exists only in the mind. Examples are love and hate.

Content Validity. A test with high content validity measures the wmaterial
being covered in the curriculum or unit being tested as defined in our
cbhjective(s). In other words the test gquestions should refer to the subject
matter covered.

Course Content Review Board (CCRB). A formal review of course materials to
determine the validity of course topiecs and make recommendations for changes,
revisions, or deletions of the content a course to TECOM (C 469).

Course Descriptive Data (CDD). A report, which documents coursge description,
resource requirements, and justification for the development or refinement of
formal programs of instruction (POI), taught at Marine Corps training and
education institutions.

Courgeware. Paper-based, audiovisual, and electronically stored
instructional material necessary to deliver a lesson, instructional module,
or course.

Creativity. The imaginative recombination of known elements into something
new and useful.

Criterion-Related Validity. Aany test of carefully written measurable
cbjectives to cobtain data to compare student performance levels with that
specified in the objectives.

Criterion-Referenced Assessment. An assessment that measures what a student
understands, knows, or can accomplish in relation to specific performance
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objectives. It is used to identify a student’s specific strengths and
weaknesses in relation to skills defined as the goals of the instruction but
it does not compare students to other students. (Compare to norm-referenced
assessment.)

Cues. Markings that are graphically place in the body of the lesson to
assist the instructor in the presentation of instruction

Curriculum. All instruction conducted within a school, outlinéd into
specific topics, along with detailed learning objectives, to include
behavior, conditions, and standards.’

Curriculum Validation Team. A method of validation in which an experienced
jobholder, novice, supervisor, instructor, and instructional designer meet to
review the instructicnal material.

Delivery System. The instructional method and media used to present the
instruction.

Demonstration. A teaching method in which students cbserve and then practice
a sequence of events designed to teach a procedure, a technique, or an
operation. It combines oral explanation with the operation or handling of
systems, equipment, or materials.

Dependent Relatioaships. Dependent relationships exist between learning
objectives that are prerequisite to other learning cbjectives.

Design Phase. The second phase of the Systems Approach to Training (SAT)
process, which defines the course learning objectives, test, and delivery
system, and from which instruction is developed.

Diagnostic Test. The purpose of a diagnostic test is to measure the
achievement of the supporting skills and knowledge that contribute to the
ability to perform the criterion objective.

Dialogue. Interaction between twe or more persons, one of whom may be the
instructor, generally to present sharply opposing points of view for
students. The dialogue is often highly structured towards preplanned goals
and may take the form of guestions and answers between the participants.

Dichotomous Variable. A variable with only two possible responses.

Differentiation. A characteristic of evaluation which requires that tests
and rating instruments be capable of making distinctions between selected
groups; usually masters or non-masters of specific instructional cbjectives
in criterion-referenced testing or high and low overall test performers in
norm-referenced testing,

Directed Discussion. Involves initiating discussion and channeling students'
thinking and responses along predetermined lines.

Direct Question. A question directed at an individual or group with a
gspecific answer.
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Discussion Non-Directed Method. A group interactive process in which task or
objective-related information and experiences are evoked from the student.
The instructor normally plays a very limited or passive role.

Distracterse. Incorrect alternative responses to questions. Distracters
should be worded so they are believable, but clear enough so the student is
never presented with a cheice between several correct answers.

bistributed Practice Session. Based on time constraints of the course, the
instructional developer divides practice periods into segments. This permits
more efficient learning of the psychomotor skills.

Domaing of Learning. A broad classification of learning types. The three
widely accepted domains that are used in this manual ‘are the cognitive
(thinking, understanding), affective (attitudes, wvalues), and psychomotor
(physical skills}).

Dress Rehearsals. A process in which an instructor delivers a lesson plan in
its entirety to a group prior to the actual class.

Duty. A duty (primary skill) consists of one or more tasks performed in one
functional area. A duty is the major subdivision of the work performed by
one indiwvidual. It is recognized as being one of the position incumbent's
principal responsibilities. A set of operationally related tasks within a
given job. )

Enabling Learning Objective (ELO). A subordinate learning objective which
describes the behavior for prerequisite knowledge and skills necessary for a
student to perform a TLO or steps of the ITE.

End of Course Critigue. Ewvaluation instrument completed by the student after
a course so that the student can assess the overall course.

Environment. The physical conditions and surroundings in which a job is
performed, oxr in which learning takes place, including tools, equipment, and
job aids. )

Environment Checklist. Evaluation instrument used to assess physical
conditions and training conditions.

Environmental Conditions. A Physical or social condition, in which the
behavior of a learning objective must be performed.

Evaluate Phase. The fifth phase of the SAT process during which the formal
school/detachment determines wvalue, worth, or merit of the instructiocnal
progranm.

Examination Rating Form (ERF}. A reaction form completed by students upon
completion of examination.

External Evaluator. In either formative or summative evaluations, external
evaluators, individuals not responsible for the instructional progzram,
conduct the evaluations. External evaluators normally include Mobile
Training Teams (MTTs) from higher headquarters, site vigit teams from other
schools.,
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Extrapolation. A type of learning at the comprehension lewvel {Bloom, 1956)
in which students develop sufficient understanding to estimate trends or
predict outcomes regarding the subject matter under study.

Field Trips. A field trip is an out-of-classroom experience where students
interact with persons, locations, and materials or eguipment for the
attainment of instructional objectives. An important aspect of the field
trip is the student's encounter with real settings.

Formal Lecture. A structured and often rehearsed teaching lecture with no
verbal participation by students.

Formal Training. Training {including specialized training) in an officially
designated course conducted ox administered in accordance with appropriate
course outline and training objectives.

Formative Evaluation. Form of evaluation designed to collect data and
information that is used to improve the activities and products of the
ISD/SAT process while the system is still being developed.

Free Discussion. Akin to the “bull sessicn” or the “war story” hour, free
discussion can be a valuable adjunct to participatory management or
brainstorming but, by its very nature, it seldom supports measurable
cbjectives. :

Front-End Analysis (FEA). A systematic process in which: (1) A job is
analyzed to determine its component tasks and the knowledge and skills
necessary to perform these tasks; (2) tasks are selected from training based
cn the determination of which knowledge and skills are not already in the
students' repertoire; and (3) Jjob related performance criteria are developed
to measure trainees' ability to satisfy job requirements.

Gain Attention. An approach that stimulates student curiocsity and describes
the benefits students will obtain by paying attention to the instruction.

Guest Lecture. A guest lecture is a presentation by a person other than the
instructor who is usually an expert. It is used to give variety to the class
period or to supply information in an area where the instructor is not an
expert.

Guided Discussion. An instructional method in which the students participate
in an instructor-controlled, interactive process of sharing information and
experiences related to the achievement of one or more learning objectives.

Hazard. A condition with the potential to cause personal injury or death,
property damage or mission degradation.

Hierarchy. The characteristic of a domain of learning that rank orders the
levels-of-learning of which it is composed. See Taxonomy of Educational
Objectives and Domain of Learning.

Higher Levels of Learning. Those levels of learning above the comprehension
level (Bloom, 1956) which may be considered as the practical application of
concepts and principles to complex, real problems.
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High Rigk Training. Basic or advanced individual or collective training,
essential for preparing Marines and units for combat, that exposes students
and instructors to the xisk of death or permanent disability despite the
presence and adherence to proper safety controls.

Implement Phase. The fourth phase of the SAT process during which
instruction is delivered to the students.

Independent Relationships. Skills and knowledge in one learning objective
are unrelated to those skills and knowledge in another learning objective.

Indirect Discourse. Indirect discourse involves verbal interaction among two
or more persons, which is seen and heard by students. Some examples include:
dialogue, teaching interview, panel, skits, playlets, and other
dramatizations, :

Individual Rehearsals. A process in which an instructor practices a lesson
plan without any assistance from other instructors.

Individual Training Event (ITE). The standards used to specify individual
training proficiency requirements (tasks) that support unit mission
performance. They include a task (behavior), condition, proficiency
standards {(often performance steps), and references. ITEs are generally
derived from collective training standards. ITEs constitute the basis for
design, development, implementation, and evaluation of all individual
training conducted in units and institutions.

Informal Lecture. A conversational teaching lecture with considerable verbal
interaction between instructor and students employing questions and
discussion.

Instruction. The delivery of information to enable learning. The process by
which knowledge and skills are transferred to students. Instruction applies
to both training and education.

Instructional Aids. Materials used to teach where ownership belongs to the
instructor. The students do not get to take the materials with them.

Instructional Design. An area of theory and practice that forms a knowledge
base in the field of instructional technology. Processes for specifying
conditions for learning.

Inskructional Enviromment. Instructional environment refers to the
instructional setting, media/equipment, support persomnel, student materials,
and the administrative functions the instructor must perform.

Instructional Material. All items of material prepared, procured, and used
in a course or programs as part of the teaching or general learning process.

Instructional Method. The means used to present information to the student,

Instructional Rating Form {IRF). A reaction form (guestionnaire) submitted
to students following completion of a period of instruction that provides
feedback on instructor performance, course materials, and instructional
environment.
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Instructional Setting. The location and physlcal characteristics of the area
in which instructicn takes place.

Instructional System Development (ISD). Identical to definition for "systems
approach to training.™®

Instructor. The individual, military and/or civilian, assigned the
responsibility of providing instruction.

Instructor Notes. TIncludes any information pertinent to the conduct of the
lesson and can appear throughcut the lesson plan.

Instructor Preparation Guide. A checklist that includes essential data, the
instructor can gquickly lock at when preparing the lessen to get an idea of
lesson content, duration, method, location, instructors required, references,
and necessary instructional aids/equipment.

Interactive Courseware Multimedia (ICM). A set of commercially produced,
computer-based, multimedia instructional modules, which comprise a full
credit-bearing course. This courseware contains text, computer graphics,
photographic stills, animation, sound and motion video. It offers highly
interactive learning functionality for the learner, and contains
instructional support and student support systems. The courseware is
integrated into the delivery of courseware by the faculty. It is not
intended for use as a "bolt on" attachment to a traditiocnal lecture based
course.

Interactive Multimedia Instruction (IMI}. A group of predominantly
interactive, electronically delivered training and education support
products. IMI products include instructional software and software
management tools used in support of instructional programs.

Interactive Television., Literally it combines traditiocnal TV watching with
the interactivity of the Internet and personal computer. Programming can
include richer graphics, links to Web sites through TV Crossover Links,
electronic mail, and chatroom activity and online commerce through a back
channel (T-commerce).

Interactive Video Dis¢ (IVD). Computer-controlled lager disc player used to
present segments of video in a course ox lesson.

Internal Evaluator. In either formative or summative evaluations,
individuals working within the organization responsible for the instructional
program, conduct the evaluation.

Interpretation. A type of learning at the comprehension level (Bloom, 1956)
in which students develop and understand relationships among the various
agpects of a communication and are able to perform such activities as making
inferences, generalizing, and summarizing.

Interval Scale. Consists of mutually exclusive, exhaustive categories.
arranged in a hierarchical order. The intervals between numbers that
represent categories are egqual, but there is no true zero on the scale.

Interview. A set of structured questions used to gather information from
respondents. Conducted in person or over the telephone.
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Item Analysis. A set of methods used to evaluate the effectiveness of test
items.

Item Difficulty. The numbexr of people who get 'a particular test item
correct, generally expressed in a percentage.

Item Discrimination. A comparison between people who have done well on a
test and people who have not done well.

Introduction. Major section of a lesson designed to establish a common
ground between the instructor and students, to capture and hold attention, to
outline the lesson and relate it to the overall course, to point out benefits
to the students, and to lead the students into the body of the lesson;
usually contains gain attention, motivation, and overview steps.

Job. The duties, tasks, and task elements performed by one individual that
constitutes his/her job. The job is the basic unit used in carrying out the
personnel actions of selection, training, classification, and assignment.

Job Aid. Any item developed or procured for the purpose of assisting in the
conduct of instruction and the process of learning. Examples of job aids
include checklists, procedural guides, worksheets, etc.

Job Performance Measure. An instrument used to evaluate proficiency of a job
holder on each task performed.

Job Task Analysis. A process of examining a specific job to identify all the
duties and tasks that are performed by the job incumbent at a given skill
level.

Kinesthetic. The ability to learn by through the use of motion, movement, ox
the performance of the required activity. Related to task requirements, one
of the criteria for selection of delivery systems.

Kinesthetic Learner. Learners who tend to learn better by doing.

Enowledge. Information required to develop the skills for effective
accomplishment of the jobs, duties, and tasks.

Knowledge-Based Tests. A knowledge-based test measures cognitive skills.

Knowledge level. The lowest level of the cognitive domain {Bloom, 1956) in
which students have the ability to recall or recognize material in
essentially the same form as it was taught.

Learning. A change in a person's behavior as a result of stimulus or
experience, The behavior can be physical and overt, or it can be
intellectual or attitudinal.

Learning Analysis. A procedure to identify a task's related knowledge and
skills that must be learned before a student can achieve mastery of the task
itself. :

Learning Analysis Worksheet (LAW). Worksheet used during the learning
analysis to generate knowledge and skills related to the task and its
performance step(s).
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Learning QObjective. A statement of the behavior or performance expected of a
student 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. '

Learning Objective Worksheet {(LOW). Worksheet used to generate learning
objectives, test items, and the delivery system to be used.

Learning Style. An individual's preferred ways of gathering, interpreting,
organizing, and thinking about information.

Lesson Plan. An approved plan for instruction that provides specific
definition and direction to the instructor on learning objectives, equipment,
instructional media material requirements, and conduct of the training.
Lesson plans are the principal component of curriculum materials in that they
sequence the presentation of learning experiences and program the use of
supporting instructiconal material.

Lecture. A formal or informal presentation of information, concepts, or
principles by a single individual.

Likert Rating Scale. A rating system that allows data to be evaluated on a
quantitative scale.

Limiting Conditions. Any information or resource that is not available to
the student and identified in the learning objective.

Main Points. The primary, logical break out of subject matter to support an
instructional objective,

Managed On-The-Job Training (MOJT). Training conducted in the unit
envirorment which utilizes a combination of classrcom instruction and
practical application. The classroom instructor is also the work supervisor
of the trainee. Evaluation of the students is based upon the capability to
demonstrate specific training standards.

Management-Oriented Evaluation. Approach to evaluation that entails
collecting information to aid management decision-making as an instructiocnal
program operates, grows or changes. :

Massed Practice Sesgsion. The instructional developer plans one continuous
practice session due to time constraints of the course.

Master Lesson File (MLF). A compilation of documents that contain all the
materials necessary to conduct a period of instruction or lesson.

Mastery. The achievement of the prescribed learning cbjective.

Mastery Learning. Criterion-referenced testing is the preferred method of
testing for learning objectives taught in the formal school/training center.
The criteria for test mastery are established by the learning cbjectives.
The student, when completing a test, receives either a master (pass) or non-
master {(fail) for each learning objective. The student may be assigned an
overall scoxre, but it does not remove the responsibility of mastering each
learning objective.
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Measurement. The act of acquiring data in the educational environment
without making value judgments regarding the relative or absolute merits of
those data.

Meagurement Error. The extent to which a score has been influenced by
irrelevant or chance factors such as fatigue, practice, time between the
instruction and the administration of the instrxrument, etc. Also, every test
contains errors of measurement. No one test accurately measures a student’s
achievement or ability. Carefully designed standardized tests may have
measurement errors of 5-10 percent. Teacher-designed tests have large
measurement errors. A test result shows that a student falls into a range of
gcores and not just a single reported score. Focusing on a single score and
ignoring the score range is among the most serious of score reporting errors.

Media. Means of presenting instructional materials to the learner; for
example, filmstrips, videotapes, slides, wall charts, etc.

Media Cues. Used to remind instructors what media to use and when to present
it during the lesson plan.

Median. The score above and below which 50 percent of the scores in the
sample fall. Median is sometimes referred to as the "breaking score".

Mean. Arithmetic average of all scores.

Mediated Instruction. Includes such devices as power point, wvideo, and audio
used to present the planned course of instruction to the learner.

Mental Skill. Cognitive ability involving the processing, synthesis, and
analysis of information.

Military Occupational Specialty (MOS). A four-digit code that describes a
group of related duties and job performance tasks that extend over one or
more grades. It is used to identify skill requirements of billets in T/Os,
to assign Marines with capabilities appropriate to reguired billets, and to
manage the force. It is awarded when performance-based criteria have been
met as set forxth in ITS/T&R Orders.

Mission Essential Tasks (MET). A MET is a collective task which an
organization must be proficient in order to accomplish an appropriate portion
of its wartime mission(s}. MET listings are the foundation for the T&R
manual; all event in the T&R manual support a MET,

Migssion Essential Task List (METL). Descriptive training document that
provides units a clear, war fighting focused description of collective
actions necessary to achieve wartime mission proficiency.

Mode. The most frequently occurring score.

Models & Mock-ups. A model is a copy of a real object. It can ke an
enlargement, a reduction, or the same size as the original. The scale model
represents an exact reproduction of the original, while simplified models do
not represent reality in all details. Some models are solid and show only
the outline of the object they portray, while others can be manipulated ox
operated. 8till others, called mock-ups, are built in sections and can be

5-12 Enclosure (1)



MCO 1553.2B
FOR OFFICTIAL USE ONLY 1 Apxr 2011

taken apart to reveal the internal structure. Whenever possible, the various
parts should be labeled or colored to clarify relationships.

Modular Ingtruction. A prepackaged unit of instruction which typically
contain a clear statement of objectives and all necessary learning resources
to permit the learner to achieve these objectives., A module can be a
complete unit or part of a course.

Motivation. Motivation interests the learner and focuses their attention on
the lesson. The motivation for a lesson may be intrinsic or extrinsic.
Intrinsic motivation refers to topics that students like or enjoy. Extrinsic
motivation focuses on external rewards for good work or goal attainment.

Nominal Scale. Consists of descriptive categories. The number represents
different categories in the set but has no mathematical meaning.

Non-Digcursive Communication. Level of psychomotor domain (Simpson, Harrow,
& Simpsen) in which students communicate through bodily movements ranging
from facial expressions to sophisticated choreographics; going from one
movement to another in a specified orxder.

Norm-Referenced Assessment. An assessment designed to discover how an
individual student’s test scores are compared to scores on the test taken by
a group of individuals who represent the target audience. Prevalent to
“aptitude and achievement tests that relate scores to a percentile. (Compare
to criterion-referenced assessment.)

Objectives-Oriented Evaluation. Approach tc evaluation that determines the
extent to which learning objectives have been achieved ({see criterion-
referenced testing).

Objectivity. A characteristic of evaluation which requires that measurement
in an educational environment be correct and factual and be free from
instructor bias.

Chservation. A form of evaluation conducted during practical applications,
performance test, or on the job, where evaluators, instructors, or
supervisors can observe the students’ performance.

Observation Checklist. Evaluation instrument used to provide quality
control and review effectiveness of instruction through the review of the
Master Lesson File and the effectiveness of the lesson, activities, student
materials, media, etc. as observed during a convening lesson.

Occupational Field (OCCFLD). A range of related military occupational
specialties (MOS's) that share the same first twe digits (e.g., 0300, 0311).

Open-Ended Question. A question that asks for narrative responses and allows
respondents to respond in their own words.

Operational Risk Management (ORM). The process of dealing with risks
agsociated with military operatiomns. It includes risk assessment, risk
decision-making, and the implementation of risk controls.
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Operational Test and Evaluation. BApproach to evaluation that determines
whether a product represents a significant improvement or benefit over
alternative products.

Ordinal Scale. Consists of categories arranged in a hierarchical order. The
intervals between numbers that represent categories are not equal.

Organization. Level of affective domain {Krathwohl, 1956) in which students
compare, relate, and synthesize new values into their own value systems.

Overhead Question. A question not specifically related to subject matter,
but solicits a general response to the lesson.

Panel. A structured or unstructured discussion between two or more experts
(generally excluding the regular instructor), presented in a variety of ways,
such as constructive arguments followed by debate, response to questions from
the instructor or the students, a preplanned agenda, a fixed or a random
order of speakers, or free discussion.

Part Practice Session. A method of teaching that breaks down a task into
parts. Used when tasks do not have highly interrelated subtask.

Fedagogy. Literally means the art and science of teaching children.

Peer Teaching. Method where instructors allow students to teach other
students with the student available to clarify material presented unclearly.

Perceptual. Level of psychomotor domain (Simpson, Harrow, & Simpson) in
which students interpret various stimuli (something that directly influences
action) and make adjustments to the environment. Suggests cognitive as well
as psychomotor behavior. .

Performance. Part of a criterion objective that describes the observable
student behavior (or the product of that behavior) against an estaklished
standard of performance as proof that learning has occurred.

Performance Checklist. The breakdown of a task into elements that must be
correctly performed to determine whether each student satisfactorily meets
the performance standards described in the objective.

Performance Measure. The absolute standard by which job performance is
judged. It includes behaviors, results, and characteristics that can be
observed and scored to determine if a student has performed a task correctly.

Performance-Based Test. Sample work situation that measures how well the
student has mastered the psychomotor (physical) and cognitive (mental) skills
required for task or job performance.

Physical Activities. Level of psychomotor domain (Simpson, Harrow, &
Simpson) in which students perform activity requiring endurahce, strength,
vigor, and agility.

Physical skill. Directly observable behavior requiring the movement of body
muscles. Also referred to as psychomotor skill.
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Pilot Course. A validation method used where instructiocnal materials in
final form are presented to a target population group.

Population. A well-defined group of subjects, things, or characteristics
from which measurements are taken (for example, all students 6 feet or taller
represents a specific¢ population).

Post-Graduate Survey. Evaluation instrument to collect data from the
graduates regarding a course previously attended.

Pogttest. A test administered after the completion of instruction to assess
whether a student has mastered the objectives of the c¢lass, lesson, couxse or
other unit of instruction (see summative evaluation).

Practical Appilication. A technigque used durxing an instructional session
which permits students to acquire and practice the mental and physical skills
necessary to perform successfully one or more learning objectives.

Practice and Provide-Help Cues. Practice cues describe the student’s role in
the practical application portions of a lesson, while provide-help cues
describe the instructor’s role.

Predictive Validity. We can establish predictive validity for our Correct
Resgponse to Test (CRT) in much the same fashion as we can determine
concurrent validity. When we have two CRT measurements of what we believe to
be the same skill or knowledge taken at a considerable length of time from
each other, we may wish to determine how well the first CRT predicted success
on the second CRT. We may wish to see how our school posttest predicts
success on the job as measured by supervisor ratings. Or we may wish to
determine how well a pencil-and-paper test can be used to predict future
success on a performance exam. In these and similar situations, we can use
various statistics to establish predictive validity between two CRT's as long
as they are both scored on a pass or fail basis and the tests are separated
by a substantial period of time.

Prerequisite. A regquirement the student must possess before being able to
receive instruction. It covers what a student must know before taking a
lesson of instruction.

Pretest. A test administered prior to instruction to determine how much the
student already knows (see formative evaluation).

Primacy. Matgrial presented earlier or first.

Printed Materials. A form of visual ‘information media that includes f£lat
pictures, charts, diagrams, and graphs.

Probe. &An unplanned instructor-initiated question used to seek
clarification, probe for understanding, or to control the direction of the
discussion; may be either direct or overhead question.

Process Method. Method used by evaluators to describe and document the
actual development process of a specific course by use of a checklist.

Procegs Testing. Testing where the procedure or steps (tasks) used to get to
the end result are used to evaluate the student.
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Product Testing. Testing where the characteristics of a good product axe
used to evaluate the student.

Program of Ingtruction (POI). A training management document that describes
a formal course in terms of structure, delivery systems, length, intended
learning ocutcomes, and evaluation procedures.

Programmed Instruction. A method of instruction that usually includes a
carefully planned sequence of small units of instruction which require the
learner to respond to cues and receive immediate feedback. Various media
(bocks, teaching machines, and computers} are used to deliver the programmed
instruction to the leaxner.

Progress Method. Method used by evaluators to provide an audit trail that
keeps management informed of the progress of the course development effort.

Progress Test. Tests administered throughout a course to evaluate student
progress and to determine the degree to which students are accomplishing the
learning objectives (see formative evaluation).

Projected Still Images. A form of visuval information media that includes
overhead transparencies and sglides.

Psgychomotor Domain. A major area of learning which deals with acguiring the
ability to perform discrete physical skills requiring dexterity,
coordination, and muscular activity.

Pgychomotor Skills. Motor action directly proceeding from mental activity.
Also referred to as physical skill.

Qualitative data. Qualitative data are subjective in nature. They emphasize
standardization, precision, and reliability of measures of efficiency when
evaluating training/education outcomes.

Quantitatiwve data. Quantitative data are cbjective in nature and are
gathered through standard methods (measures of efficiency, participant
observation, interviews, ete.).

Questioning Method. Method used to emphasize a point, stimulate thinking,
keep students alert, check understanding, review material, and seek
clarification.

Questionnaire. A data collection instrument consisting of a printed form
containing a set of questions used together information from respondents.

Range. The difference between the largest and smallest scores occurring in a
distribution.

Rating Scales. Any number of instruments upon which instructors record their
assessments of student performance through a process of observation or
measurement and judgment.

Ratio Scale. Consists of categories arranged in hierarchical order that has
equal intervals between categories (i.e., any two adjoining values in a ratio
measure are the same distance apart). A true zero anchors the scale of a
ratio measure.
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Reading Method. Reading is the assignment to a student of printed materials
including books, periodicals, microforms, manuals and regulations, and
handouts ({(instructor-produced}.

Receiving., Lowest level of affective domain (Krathwohl, 1956) in which
students become aware of and pay attention to someone or something.

Recency. Material presented not long ago.

Record of Proceedings (ROP). The evaluation results and recommendations that
are the result of the Course Content Review Board.

Reflex Movements. Level of psychomotor domain (Simpson, Harrow & Simpson) in
which students perform an action without learxning it in response to scme
gtimuli (something that directly influences the activity).

Reliability. An indicator of score consistency over time or across multiple
evaluators. Reliable assessment i1s one in which the same answers receive the
same score regardless of who performs the scoring or how or where the scoring
takes place. The same person is likely to get approximately the same score
across multiple test administrations.

Remedial Instruction. Supplemental instruction designed to correct student
misunderstanding of course material or a student learning deficiency. 2
sequence that provides an alternative, more basic approach to meeting the
same instructional objective.

Responding. A level of the affective domain (Krathwohl, 1956) in principle
which students act or comply with the instructor's expectations by performing
an act and obtain satisfaction from it. '

Risk. An expression of possible loss in terms of severity and probability.

Risk Assessment, The process of detecting hazards and assessing associated
risks.

Role-playing. Students project themselves into simulated interpersonal
situations and act out the parts of the persons and situations assigned by
the instructor. Role-playing is generally limited to practice of the skills
involved in interpersonal relations, such as counseling, interviewing, and
conference leadership.

Safety Brief. A brief provided to make students aware of the identified
hazards and the controls implemented to minimize risks.

Safety Checklist. Evaluation instrument used by instructors or the
administration to ensure that proper safety procedures have been adhered to.

Safety Questionnaire. Student reaction form used to. provide evaluation
feedback on safety within the instructional environment.

Scales of Measurement. Method of measurement that specify how numbers
assigned to variables relate to the property being evaluated or measured.

Self-Paced Instruction. Instructiocnal method which permits a student to
progress through a course of instruction at the student's own rate.
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Simulation. Actual or mock-up of a piece of equipment that allows
duplication of job performance.

Site Visit. Visit by formal school personnel to the Fleet Marine Force to
observe and interview graduates.

Skill. The ability to perform a job related activity that contributes to the
effective performance of a task. '

Skilled Movements. Level of psychomotor domain (Simpson, Harrow, & Simpson)
in which students perform a complex task with a degree of efficiency.

Slides. A piece of 35-millimeter f£ilm on which individual slides or frames
appear in sequence. Some filmstrips are accompanied by a tape or disc that
contains narration and a signaling device that indicates when to advance the
filmstrip to the next frame. Depending on the type of projector, the £ilm
advances either manually or auteomatically.

Small Critical Audience Rehearsals. A process in which an instructor
delivers a lesson plan in its entirety to a small group of instructor/peers
to evaluate the delivery of a lesson.

Socratic Method. A conversation or discussion wherein two or more people
assist one another in finding the answers to difficult questions. The method
may resemble a guided discussion, but the goal is often to obtain specific
answers to specific qquestions and not to stimulate discussion. This method
facilitates the student’'s quest for understanding by requiring the student to
answer questions on his/her own, to ponder the wvalidity of what others have
said or written, and to give reasoned support of his/her opinion to the other
students in the group.

Standard. Part of a learning cbjective, the standard establishes a criteriomn
for how well the task or learning objective must be performed.

standard Deviation. Describes the amount of variability in a group of
scores.

Standing Operating Procedure (SOP}. A document that cutlines the policies
and procedures of an organization. ’

Stem and Responses. Makes up multiple choice test items. The stem presents
a problem, question, statement, or situation, all information needed to
answer the multiple-choice question. The response is made up of several
possible responses where only one response is the correct answer. '

Stoxryboard. A script sheet that shows key visualization points with
accompanying video information.

Student. The individual receiving instruction, the individual learning from
the interactive courseware, or an individual who hag been placed in a
learning situation to acqguire knowledge and skills required for
accomplishment of specific tasks.

Student Data Form. Form used to collect personal data from the student upon
arrival at a course.

s-18 : Enclosure (1)



MCO 1553.2B
FOR OFFICIAL USE ONLY 1l Apr 2011

Student Materials. Additional facts and information given to the students as
a study guide that can be referred to during the course and as a job aid that
students can take back to their unit following completion of the course.
There are two types of student materials, student outlines and supplemental
student materials.

Student Outline. Student material which provides the student with a general
structure to follow during the class and a conceptual framework that
highlights the main ideas of the class.

Student Query. “Students asking questions” is often used in combination with
other methods such as the lecture, the panel discussion, or the teaching
interview, but it could be used by itself, either on a one-to-one basis in
tutoring or coaching or as part of small or large groups. The method is
student controlled, although the responder can also control the session to a
certain extent if skillful enough. Students’ qguestions may often be a
measure of the degree of their understanding of a particular matter, that 1s,
they “know enough to ask the right questions.”

Subject Matter Expert (SME). An individual who has a thorough knowledge of a
job, duties/tasks, or a particular topic, which cualifies him to assist in
the training development process {(for example, consultation, review,
analysis, advise, critique).

Summary. A major section of a lesson, which follows an introduction and
body. It should contain a summary, closure, and administrative directions.
Summative Evaluation. Used to make judgements and determinations concerning
student achievement and the effectiveness of the instructional program.
Summative evaluations lead to grades, to reports about a student’s relative
level of competence, and to alterations of instructional programs. 2Alsoc
designed to collect data and information during the operational (field)
tryouts of equipment/system in order to determine the effect of the
instruction under operational conditions and to make any changes or revigions
to the system prior to becoming operational.

'Sugplemental Student Materials. BAny handout, other than the student outline,
given to the students to support the instruction.

Supportive Relationships. Skills and knowledge in one learning objective
have some relationship to those in another learning objective.

Survey Test. A survey test is designed to determine what prospective
students already know and can do before receiving the instruction.

Synthesgis. Level of cognitive domain (Bloom, 1956) in which students are
able to put parts together to form new patterns or structures.

Systems Approach to Training {SAT). An orderly process for analyzing,
designing, developing, implementing, and evaluating an instructional program
which ensures personnel acquire the knowledge's and skills essential for
successful job performance.

Target Population Description {TPD). The TPD provides a general description
of the target population and establishes administrative, physical, and
academic prerequisites that students should possess to be assigned to a
formal school of instruction. The level of experience the average student
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will bring into the classroom must be considered. Due to their lack of
experience, entry-level students may not be able to comprehend multiple
objectives in a single lesson.

Task. A unit of work usually performed over a finite period of time, which
has a specific beginning and ending, can be measured, and is a logical and
necessary unit of performance.

Task List. All designated T&R Manual events for inclusion in a POI.

Taxonomy of Educatioconal Objectives. A systematic classification scheme for
sorting learning outcomes into three broad categories (cognitive, affective,
and psychomotor) and rank ordering these outcomes in a developmental
hierarchy from least complex to most complex.

3
Teaching Interview. The instructor questions a visiting expert and follows a
highly structured plan, which leads to educational cbjectives. The advantage
of the teaching interview over the guest lecture is that the instructor
controls the expert’s presentation. The expert normally requires little or
no advance preparation, but responds extemporaneously from general
experience. When a question-and-answer period follows the interview,
students can interact with the expert.

Terminal Learning Objective (TLO). A TLO is a statement of what a student is
expected to perform upon completion of a lesson, topic, major portion of a
course, or course completion. '

Test. Any device or technique used to measure the performance, skill level
or knowledge of an individual.

Time Cues. Approximations for the amount of time required for presenting
each lesson component. Each component and main idea of a lesson plan has a
time cue. 'The sum of all the main idea time cues equal the time cue for the
body.

Training. Instruction and applied exercises for the attainment and retention
of eskills, knowledge, and attitudes required to accomplish military tasks,

Training & Readiness (T&R) Event. An individual or collective training
standard.

Trangfer of Learning. The extent to which what the student learned during
instruction is used on the Jjob.

Transparencies. An overhead transparency is usually made from acetate or
plastic, which has been prepared for us on an overhead projector. If hand
drawn transparencies are needed, wmaterials such as heavy-duty, clear plastic
bags, document protectors, and reprocessed x-ray f£ilm can be used in place of
commercially produced acetate. In addition, transparencies can be made from
existing printed material by using a thermoprocess machine and special £ilm.

Transitions. Statements used by the instructor te move from the introduction
of a lesson to the body, between main points between sub points within each
main point, and from the body to the conclusion of the lesson. These
statements show a logical relationship between the lesson segments they
connect.
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Validation. The process by which the curriculum materials and instruction
media materials are reviewed by the contractor for instructional accuracy and
adequacy, suitability for presentation, and effectiveness in providing for
trainees' accomplishment of the learning objectives. Validation is norxrmally
accomplished in tryouts with a representative target population. The
materials are revised as necessary ag a result of the validation process.

Validity. A characteristic of evaluation, which reguires that testing
instruments measure exactly what they were intended to measure. A test with
high content validity measures the material covered in the curriculum or the
unit being tested. A test with high criterion validity successfully predicts
the ability to do other work. For example a test to be an auto mechanic with
high criterion validity will successfully predict who will become a good
mechanic.

Variability Attributes. Characteristics shared by some, but not all, members
of a class of people, object, events, ideas, or actions which are grouped
together on the basis of shared critical attributes and called by the same
concept name.

Variance. The average squared deviation from the mean wvariance is useful for
determining how far off the mean students score on a particular test item or
test.

valuing. Level of affective domain (Krathwohl, 1956) in which students
accept, prefer, or commit themselves to an cbject or behavior because of its
perceived worth or value; to appreciate.

video Tele-Training (VTT). Supports distance learning and video
teleconferencing which allows us to send and receive presentations, allows
students to interact with the instructors and students at distance sites and
has the capability of connecting to more than 20 classrooms/sites around the
world with one insgtructor teaching them all. This technoleogy also has the
capability of connecting to almost any kind of broadcast format.

virtual Conferencing. Video teleconferencing that allows instructors the
ability to send and receive presentations, and allow students the opportunity
to interact with instructors at distance sites. ‘

Virtual Reality ([VR). Virtual reality is the computer-generated simulation
of a real or an imagined environment or world. It can be graphics-based
{e.g., a walk-through of a building) or text based {(e.g., a description of a
city where participants can interact with one another) .

Visual Learners. ‘Learners who tend to learn better by seeing.

Whole Practice Session. A method of teaching an entire task. Used when
tasks have highly interrelated subtask.
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HIGH RISK TRAINING INSTRUCTOR PRE-ASSIGNMENT CHECKLIST

1. Prereguisites. To be considered for assignment to a high-risk training
instructor billet, all personnel must meet the following criteria (where
applicable, hiring- or position-description ecriteria shall specify
requirements for civilian personnel):

a. A minimum of two vears left on thelr current enlistment (or agree to
extend or reenlist) prior to executing such orders.

b. No court-martial convictions within the past 5 years and not more
than 2 NJPs within the past 5 years (no more than 1 NJP in the 12 months
preceding transfer date).

¢c. No drug-related incidentsg within the last 5 years and no alcohol-
related incidents within the last 2 years preceding the transfer date.

d. Meet personal appearance and weight standards with no unresoclved
history of assignment to weight control or perscnal appearance programs.

e. Pass the PFT.

f. Complete an instructor-training course prior to executing orders (or
during delay en route). Courses are currently taught at Camp Lejeune
{MO3XRGA), Camp Pendleton (MLOXRGl), and also by Mobile Training Teams from
either of these bases (MO3XRGM and M10XRGM). Personnel having successfully
graduated from Navy Instructor Training School (receiving an NEC of 9502) are
excluded.

2, Medical Screening. Coordinate with the detaching command to request a
medical record screening. Any findings suggestive of a behavioral problems
or difficulty in interpersonal relationships, such as any medically
documented problems related to hypertension, stress, alcohol related ox
psychological dysfunction, etg., are potentially disqualifying and must be
identified.

3. Findings. A report summarizing the results of the prerequisites and

Medical Screening findings will be forwarded to the formal school or
detachment commander.
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HIGH RISK TRAINING INSTRUCTOR COMMAND SCREENING GUIDE

1. Objective. Training activity COs are ultimately responsible for ensuring
high-risk instructor candidates are screened for profeéssional, physical, and
psychological suitability. This guide will assist COs in conducting
screenings appropriate to the training environment and risk/stress level.
While the instructor screening process must begin at the detaching activity,
it is the responsibility of the gaining activity to inform the detaching
activity that the candidate will teach high-risk curricula and the level of
screening regquired. The outline below describes the screening process and
identifies the majority of physical and psychological factors that could
disqualify someone for high-risk instructor duty.

2. Screening and Interview Sequence

a. Upon identifying a candidate for high-rxisk instructor duty, the
gaining activity shall contact the detaching activity and provide
appropriately tailored screening requirements and forms for recording
screening milestones. The candidate must be fully screened periodically to
the standards outlined below. Training activity COs may wish to repeat
portions of the screening, but all training activities shall interview
incoming instructor candidates. Subparagraphs 2b(3} {a} through 2b(3} (c)
below provide some helpful guidelines in determining suitability.

b. All high-risk instructor candidates shall have the following
procedures completed:

(1) Service Record Screen. Any adverse administrative entries, below
average performance evaluations, non-judicial punishments, etc., shall be
brought to the COs attention prior to the interview. The training activity
CO may delegate record screening authority to a subordinate within the
command.

(2) Physical Requirements. The candidate must meet general duty
criteria, physical readiness requirements, and any special duty
gqualifications regquired by chapter 15 of the manual of Medical Department
(MANMED), such as diver, flight, or firefighter requirements.

(3) Medical Officer Interview, Record Review, and Questionnaire

{a} Candidates shall complete OPNAV 1500/53. This gquestionnaire
shall be forwarded as an enclosure to the request for medical screening and
interview.

{(b) Competent medical authority (i.e., medical officer, physician
assistant, nurse practitioner (family practice), or independent duty
corpsman} shall conduct the medical record screening.

(¢} For high-risk instructor candidates, an intexrview shall be
conducted in conjunction with the medical record review. Areas of concern
and suggested questions are provided in the Medical Officer’s Interview Guide
located on page 6 of enclosure (2) within this document. Training activities
shall provide these cuestions as an enclosure to the request for medical
screening and interview for high-risk instructor candidates only.
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(d) The medical activity completing the screening shall forward
the results to the requesting CO or OIC utilizing the sample Results of
Medical Screening provided on page 8 of enclosure (2) within this document.

_ (4) CO’'s Interview. The CO's interview is required for high-risk
ingtructor candidates. The interview shall be conducted following the
service and medical record screening, and medical officer interview. The
CO’s interview must assess how specific factors have affected and will likely
affect a candidate’s performance in a high-rigk training environment. This
interview is the final factor in determining suitability for high-risk
instructor duty. The areas of concern, with suggested guestions, are
provided on page 9 of enclogure {(2) within this document. The training
activity CO my delegate interviewing authority to a subordinate within the
command.

3. Determination of Suitability

a. The following criteria outline serious risk issues that provide cause
for disqualification for high-risk or instructor duty:

{1) Chronic medical condition, which hampers the candidate’s ability
to perform training duties.

(2) In-service hospitalization for a major mental disorder such as a
psychotic disorder, bipolar disorder, major depression, or suicide ideation
or behavior. :

{3) Imn-service diagnosis of persomnality or impulse control disoxrderx.

(4) BAny confirmed incident of child or spousal abuse (by member).

b. The following criteria outline risk issues that wmust be closely
investigated, would likely require specialty referral for expert evaluation,
and may be cause for disqualification from consideration as a high-risk
instructor:

(1) Disciplinary problems/adverse service record entries.

(2) Poor work performance trends.

(3) Incident resulting in referral to family advocacy.

{4) Medically noted traits of a personality disorder not sufficient
to support diagnosis of personality disorder.

(5) Treatment for a substance use disorder within the last 2 years
(still in the aftercare period).

{6) In-service outpatient treatment for evaluation or therapy for
suicide ideation, threats to harm others, or other mental health problems.

c. Candidates must meet any specific guidelines in the MANMED, chapter
15, for general duty criteria, and any special duty qualifications.
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d. Based on screening results, the detaching CO shall recommend, via
service record entry, whether or not the candidate should be assigned to
high-risk instructor duty.

e. If the gaining activity declines the candidate based on the detaching
activity’'s negative recommendation for high-risk instructor duty, the
detaching activity shall request M&RA reassign the candidate to other than
high-risk instructor duty.

£. If the gaining activity accepts the candidate, they shall interview
the candidate and review the results of the screening.

g. A service record entry shall be made indicating the candidate’s
suitability/unsuitability for high-risk instructor duty. This entry shall be
signed by the training activity CO or designated representative. The service
record entry shall not identify reasons for unsuitability.
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(Sample Letter)
REQUEST FOR MEDICAL SCREENING

(Date}

From: Commanding Officer,
To: QIC, Branch Medical Clinic
,;%'e

Subj: REQUEST FOR MEDICAL SCREENING FOR HIGH-RIS inNSTRUCTOR DUTY,

TCO %%%
Ref: (a) OPNAVINST 1500.75B j““ﬁ%,;g iémii
h
ENCL: (1} OPNAV 1500/53 {Oct 2009) MedlcaﬁiQuestlonn;i%e

H

7 ¥ 5?3

(2) Medical Officer’s Interv1ew Guldegigi ' ﬂgh-l ﬁgL
(3) Results of Medical Screen}ngﬁﬁ jﬁ%z " §5

i

:
1. Request you conduct the follow1§g medlg{
whith screening subject namedﬁmember go poi
instructor per reference (a)w?}dng ﬁ$§
! i
1 i1
a. For High-risk Instructgn.éandldaté
(1) and submit to medical offlceri%)fé”fii?fe*\rléwzi?z§
i ' i

b. Screen medlcaﬁhréﬁaﬁ ; of g bjecéﬁcandldate in his/her
presence. $creening musﬁ%pa“d@gﬁpc%gd elkher by the medical officer,

physician a551sFPnt nurseﬁ ity er (family practice), or
independent duﬂ?ﬁcbqpsman ‘ép
ii}h ”ig” !v i

obtenir
e o pr
) i)
—

; .5?”
c. Enclosuré%(2)

In 2 éh%fOVldéd to assist you in conducting the
medica”gﬁecord scrgenln%g?ﬁgh%nterv1ew Enlosure (3) is provided to
assis%%an report1ng§ gﬁtermlﬁ'tlon as to whether any disqualifying
facotnz

4
%are presentgé%g%b~
EIER

2. The te ﬁew y T gﬁ‘%,{uest a specialist referral if the review
reveals a need fofﬂﬁn. %The results of the medial screening must be
forwarded to the re&dbs ter and recorded in the candidate’s medical
record, igw

g

3. My point of contact is

i,

(Name) {Phone)

{Signature)
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MEDICAL OFFICER’S INTERVIEW GUIDE

The following are suggested topics for the medical interview. For any
issues that are not resolved to your satigfaction during the
interview, refer for specialty consult or evaluation. Look for signs
of stress or annoyance in the candidate when discussing these issues,
espcially regarding abusive behavior and substance abuse.

Interpersonal Relationships/Job Adjustment

1. Have you ever been referred to a physician or chaplaindue to
personal or work-related stress that adversely affected your
performance?

2. Have you any history of spousal/child abuse or sicidal behavior?

3. Have you experienced any anxieties or phobias that have caused you
to be removed from a particular work enviromment?

Mental/Physicai Health

1. Have you consulted a civilian health care provider within the past
year? (As appropriate, the medical reviewer should obtain records -
from the civilian physician.)

2. Are you currently taking prescription medications? Will the
condiion affect your ability to perform duties?

3. Have you ever gone before a medical board? (A copy must be
available in the candidate’s health record.)

4. Is there any documented history of psychological or pysiological
reaction to stress, tension, wvascular headaches (recurrent), upper
respiratory symptoms, and unstable hypertension? (Explore any history
of emotional problems that would suggest vulnerability to maladaptive
stregs coping, such as adjustment {zituational) disorders, depressive
episodes, recurrent anxiety.)

5. Have you ever been concerned at any time about your emotional
health or ability to cope with stress?

6. Have you ever sought psychological counseling by a physician,
psychologist, priest, social worker, etc.?

7. Have you threatened suicide or any other self-destructive
behavior?

8. Have you ever threatened to hurt another individual?

9. Have you ever experienced persistent irrational fear or phobias
such as flying, high places, confined spaces, water, etc.?
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10. Do you have a prcblem with anger, recurrent anger, or controlling
anger?

Substance Abuse

1, Have you ever consumed alcohol during work hours or come to work
hung over, requiring a referral for competency for duty?

2. Have you ever been refered for evaluation for substance abuse?
3. Have you ever been involved in an alcohol-related incident?

4. Have you ever had concern about your drinking pattern or
experienced guilt or remorse for behavior that occurred while
drinking?

5. Has alcohol ever caused any family, personal, or work
difficulties? (Specifically address driving under the influence
(DUIs), fights, guarrels, and tardiness or missing work.)

6. Do you have a history of drinking excessgsively?

7. Do you drink early in the day?

8. Has anyone criticized your drinking patteren or advised you to
change your drinking pattern?

9. Have you ever-experienced blackouts?

Interpersonal Relationships

Was the candidate abused as a child (physically, emotionally, or
sexually}? :

Documented History of Impulsive Behavior

1. Is there any evidence of untreated alcohel abuse or alcchol
dependence? (At lease l-year post treatment with an adequate
documented recovery program is regquired prior to accepting orders as a
high-risk instructor)..

2. Is there any psychiatric diagnosis of personality disorders?
(Applicalbe in the case of any psychiatric diagnosis requiring
medication or hospitalization unless symptom-free for 1 year and
declared fit for full duty by a formal medical board.)
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(Sample Letter)
RESULTS OF MEDICAY, SCREENING
{Date)

oI1c,
Command Officer,

eiggsh
REQUEST FOR MEDICAL SCREENTNG FOR HIGH- R}:ESI@EINSTRUCTOR DUTY,
ICO i

it
The requested screening and interview have been compleg‘“? ;gg ormation
does/does not indicate that there are potentlally disqu alf ylng factors in

the instructor’s medical history.
risk instructor duty. 4

Comments: (il

The candldaf? is/is nogg hltable for high-

7 = A
%i; L Uy W

-9 ;3 3 A
W i LTS
My gl
RN R
NI i
- %%;%i.hf%gg%}?i i
Al il *:Egg,
igé?!izif“‘%?%mn “iiiz *gggi;h‘
TN THINT T i
il ‘iiiigg*; -m%ﬂ%%ggféig
By, My, W
. Hit. ‘é?j“ .. ':;gis
géééiiii%ﬁs 13 gég; f;!éi!§§%i§;;;iv ’§%§3
T e
i, } ‘?s
iy, Y,
j

(Signature)
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COMMANDING OFFICER’S INTERVIEW GUIDE

The following are suggested topics for the CO’s interview. For any issues
that are not resolved to your satisfaction during the interview or commented
on by the medical reviewer, refer to your health care facility for specialty
consult/evaluation. Look for signs of stress or annoyance in the candidate
when discussing these issues, especially regarding abusive behavior and
substance abuse.

Iterpersonal Relationships/Job Adjustment

1. Have marital problems, financial problems, or family advocacy issues ever
adversely affected your work performance?

2, Have you ever had problems relating to your supervisors?

3. Have you been a supervisor? Are you comforable in that role? Have you
had problems dealing with subordinates?

4. Have you had disciplinary problems or lost your temper in the work place?

5. D¢ you understand and adhere to guidelines for sexual harassment, core
values, and personal discrimination?

6. Have you switched rank/rates or had problems advancing in rank/rate?

7. Have you ever been counseled for fighting, writing bad checks,
indebtedness, or unauthorized absence (UA)?

8. Since enlistment/commissioning, have ybu ever been arrested?

Interpersonal Relationships (Using information obtained from service records
review or interview, address the following areas.)

1. How many times has the candidate been engaged, married, or divorced?
{(More than twice should raise concern}.

2. Does the candidate have broken active duty? If yes, explore the reasons.
3. How many times has the candidate been fired from a job?

4. During broken service, was the candidate nemployed for 6 or more months?
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Documented History of Impulsive ox Aggressive Behavior (This information may
be substantiated by service record review.)

1. 8ince entering the Naval Service, has the candidate been involved in two
or more fights or physical altercations? If so, these must be thoroughly
evaluated. This is especially important if injuries occurred.

2. The candidate must be specifically asked about civilian arrests and asked
to provide information. More than one misdemeanor arrest or any felony
arrest must be fully evaluated.

3. Has the candidate ever been suspended or expelled from school? More than
once may be significant. The interviewer must explore the number of times
and the reason. Concern should be raised if this occurred during his/her
high schocl years.

4. Does the candidate do things without thought that get him/her inteo
trouble? (Examples might include impulsive spending, speeding tickets, going
UA or saying things in anger that later have to be retracted.)

5. Is there a documented history of unreliability or has there been a
concern about irresponsible behavior?

6. Is there any documented history or recurrent indebtedness, gambling, or
misuse of personal funds significant enough to be drawn to command attention?

NOTE: When instructor candidate is refrred to the local medical facility for
mental health evaluation, it must entail, at the minimum, a standard
diagnostic interview conducted by a qualified mental health professional.
Hospital corpsmen or other such individuals are not sgatisfactory for this
purpose. Any indicated psychometric testing may be utilized. The mental
health professional must report on the SF 513 Medical Record -Consultation
Sheet any diagnoses using criteria of DSM-ITI-R, Diagnostic and Statistical
Manual of Mental Disorders, Third Edition, Revised. A professional cpinion
must be rendered regarding the psychological suitability of the candidate for
the proposed high-risk instructor billet.
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FORMAL SCHOCLS SEAT COORDINATING INSTRUCTIONS

1, Marine Corps Training Input Plan (TIP). This is a five-year training
plan that represents a deliberate effort to identify all formal learning
requirements. It also represents the cornerstone for out-year budget plans,
and it serves as the basis for allocating funds for centrally controlled
programs. The TIP provides the schoolhouse, HQMC, and MCCDC the ability to
conduct long term planning, programming and budgeting actions. The Deputy
Commandant for Manpower and Regerve Affairs (DC, M&RA), Commander, Marine
Forces Command, Commander, Marine Forces Pacific, Commander, Marine Forces
Reserve, Commander, Marine Forces Special Operations Command, and
Occupational Field Managers all provide reguirements for this plan. The
Training Input Plan is developed and maintained by Formal Schools Training
Branch, TECOM {(C 4611).

2. Requirement Sponsors. In general, CMC (M&RA) provides all entry-level
(active and reserve, officer and enlisted), all lateral move, and some skill
progression (nmormally, all skill progression which leads to a primary MOS
(PMOS)} learning requirements used to develop the TIP. MARFORRES provides
all non entry-level SMCR requirementsg, while Occupational Field Managers
provide non-PMOS and some skill progression {(non-PMOS) requirements for the
TIP. M&RA (MP/RA) develops current and out-year.plans for entry-level
training and other active component PMOS training and submits them for entry
into the TIP. MARFORRES submits reserve component PMOS reguirements for post
entry-level training.

3. Processing Cycle. CG, TECOM (C 4611) publishes the TIP annually per the
TIP Processing Schedule. There are two key reasons for the TIP processing
schedule: it allews the Marine Corps to align its training regquirement
development time-line with that of the other Services, and it aligns our
training requirement development process with the Program Objective
Memorandum (POM) and Budget processes.

The basic steps in the TIP process are summarized below: (PFY = Present
Fiscal Year)

1 Aug TECOM (C 4611) initiates requirement solicitation process via
e-mail announcement to all requirement generators in preparation of
the upcoming TIP.'

Nov TECOM (C 4611) releases naval message and supporting e-mails
specifying the requirement for all requirements sponsors (manpower
planners, OccFld Managers/MOS Specialists, MARFORRES, etc.) to
submit best estimate training reguirements to C 4611 by 15 Jan

15 Jan TECOM (C 4611) receives TIP inputs from all regquirement generators,
commences review and validation of sponsors’ best estimate
requirements. In preparation for the TIP Conference, C 4611
programs validated requirements into the TIP Conference Tool within
MCTIMS Student Registrar.

Mar TECOM (C 4611} conducts annual TIP conference for PFY+l1l through
PFY+6. All requirement sponsors must attend the conference.

Apr TECOM {(C 4611) staffs “Final” TIP [PFY+l] to CG, TECOM for
signature.
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1 May TECOM (C 4611} publishes & distributes the training input plan for
next fiscal year [PFY+5). Distribution is via Marine Corps

Training Information Management System (MCTIMS) website.

1 Jun Receive all class schedules from all schools for the next fiscal
year [PFY+1}.

1 Jul Validate class schedules and spread allocations for next fiscal
year [PFY+1].

15 Jul TECOM (C 4611} publishes Class Schedules and Seat Allocations for
next Fiscal Year [PFY+1] in MCTIMS Student Registrar module.

4., Execution

a. The objective of the TIP confexrence is to finalize sclicited TIP
requirements from recognized requirement sponsors, and to finalize the
validation of the training track and course data managed by C 4611, The
conference is approximately 3 days in length and covers every formal course
approved by CG TECOM. Face-to-face coordination between C 4611, Occupational
Field Managers, and MARFORs, along with requirement comparison with historic
throughput are advantages of the conference that make it vital to TIP
development. For this reason, € 4611 will not entertain TIP submissions
received outside of the TIP process and the TIP conference unless the
submitting activity conducts all coordination that would have been
accomplished through the process and during the conference. Throughout the
TIP process, learning requirements are entered directly inteo Student
Registrar for compilation into the TIP.

bh. Once published, the TIP functions as the baseline document for C 4611
to produce Training Quota Memoranda (TQM) during the execution year.
Comptroller (C 464} uses the TIP to determine the dollar costs associated
with projected training. It is also used by Manpower Management (C 460) to
evaluate instructor requirements, and schoolhouses use it to produce course
schedules and to program resources to support training.

¢. For all MOS and individual course requirements, M&RA, Occupatiomnal
Field Managers and MARFORRES training specialists must determine what their
learning requirements will be for the present fiscal year plus one year, and
make projections for the following four out-years. We recognize that most
Occupational Field Managers and MARFORRES planners do not have the same
planning tools as the manpower planners at M&RA.

However, they must consider all issues that will impact the need for training
and provide their best-educated estimate of what is both necessary and
feasible. This is extremely important because the TIP is the basis for
budgeting and funding travel, per diem, and schecol overhead costs; manpower
regquirements, in terms of instructors, are also based on it. I we
overestimate either the need or availability of Marines to train, we may
over-cbligate funds or program seats we won't use. On the other hand, if we
underestimate our need, we will have to make special efforts to fund and
obtain unplanned school seats. This process is especially critical with
respect to other Service (Army, Navy, and Air Force) training. Often, our
quotas to other Services' courses are tied to instructor and budget support.
This support has been established by formal or informal agreements based. on
student throughput. If that throughput changes, we will be asked to increase
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our instructor and monetary support. Since it is extremely difficult to
identify structure and money to compensate for non-programmed reguirements,
every possible effort must be made to ensure training regquests are absolutely
valid and supportable. Therefore, every available information source must be
used to determine accurate training needs. Some, but not all, of the
possible information sources are the Tables of Organization (T/0)., the
assignment monitors at M&RA (MMOA/MMEA), Marine Forces training coordinators,
knowledge of upcoming changes {(equipment, structure, mission, ete.), MCCDC (C
46}, and MPPE,

d. BAll requirements submitted through the TIP process, will be compared
to the average of the last 3 vears throughput, as reflected in the MCTIMS
Student Registrar. BAny requirement submissions not justified by MCTIMS
throughput will be denied unless significant justification is provided.

5. Training Input Plan Changes. The training process is dynamic and
requirements will inevitably change. Please remember the TIP is a planning
document and actual training execution may vary. As changes occur during the
course of each execution year the TQM, which identifies courses, classes, and
student gquotas, will be updated. The updated TQM will be loaded into the
Student Registrar and the MCTIMS Website (https://timgapp.tecom.usmec.mil).
For this reason, MCTIMS Student Reglstrar is your primary source for course,
class, and quota information during the execution year.

6. Requirementg/Training Constraints. The requirements listed in the TIP
are the projected number of students who need to be trained during the FY to
meet USMC manning and MOS needs. Inability to meet the requirement degrades
operational readiness and leads to a backlog of Marines awalting training.
Therefore, schoolhouses must strive to train to the stated requirement.
Specifically, schoolhouses must endeavor to schedule their classes to provide
sufficient capacity during each trimester in order to meet the requirement
for that trimester (refer to TIP/TQM Reference Guide on the MCTIMS Website
for a complete explanation of *“Trimesters”). If a course of ingtruction’s
capacity ig constrained and the regquirement cannot be met, the schoolhouse
must aggressively determine the nature of the constraint {instructors,
facilities, equipment, billeting, funding, etc.) and immediately report it to
the CG, TECOM (C 46)/Training Command (C 47).

7. Validation Requirement. On 13 June 2005, the Marine Corps began using
the Student Registrar as the sole source of data to validate training
utilization, training requirement estimates, and funding for training quotas.
This means that C 4611 will measure course utilization for each year and
compare it to the sponsors' stated formal learning requirements for the year.
By collecting this data, C 461l will provide a measure of effectiveness for
requirement planning and actual training execution. € 4611 will also use the
data to justify our formal learning requirements with the other services and
in the budget process. To ensure we have accurate and timely information in
- Student Registrar, it is absolutely essential that schoolhouses validate
their class convening rosters in Student Registrar within 5 calendar days of
class convening date. Schoolhouses must subsequently wvalidate class )
completion rosters in Student Registrar within 7 calendar days of graduation.
Use of Student Registrar is mandatory.
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HIGH-RISK TRAINING COURSES AT FORMAL SCHOOLS
MARINE CORPS FORMAL COURSES
East Coast

Quantico, VA:

MO2M729 METHODS OF ENTRY COURSE
MO2GPR9 METHODS OF ENTRY SUPERVISOR COURSE

Camp Lejeune, NC:

M031302 BASIC COMBAT ENGINEER

MO381KBE COXSWAIN SKILLS (CRRC/RRC)

MO3ACC2 COMBAT ENGINEER OFFICER

MO3ACS2 COMBAT ENGINEER NCO

MO3H4JB SMALL BOAT COXSWAIN (RIVERINE) PHASE II

Dive School, Panama City, FL:

N2016H1 MARINE CORPS COMBATANT DIVER COURSE

SERE School, Brunswick, ME:

N51M5Q1 SURVIVAL, EVASION, RESISTANCE, AND ESCAPE (SERE)

EWTGLANT

West Coast

Bridgeport, Ca:

M24M7A1 SUMMER MOUNTAIN LEADERS
MZ24M7B1 WINTER MOUNTAIN LEADERS

Coronado, CA:

N2B8M5Q1 SURVIVAL, EVASION, RESISTANCE, AND ESCAPE (SERE)

Camp Pendleton, (CA:

M10AHKZ2 BASIC RECONNAITSSANCE

EWTGPAC

K0410014 FIRE SUPPORT MAN

K0620016 OFFSHORE PETROLEUM DISCHARGE SYSTEM OPDS SINGLE ANCHOR LEG MOOR
(SLAM) TECHNICIAN

K2E8111 COXSWAIN SKILLS

K2E3742 BASIC SCOUT SWIMMER

K2E3745 INFANTRY COMPANY SMALI BOAT RAID COURSE

K0l03921 MARINE COMBAT INSTRUCTOR OF WATER SURVIVAL TRAINING
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