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MEMORANDUM FOR 37 TRW/SEG/SEW/SET

FROM:  37 TRW/SE

SUBJECT: ENLISTED SPECIALTY TRAINING PROGRAM GUIDELINES

To establish a consistent and comprehensive training program within the 37 TRW Safety Office, I am instituting guidelines to manage the Enlisted Specialty Training Program (EST).  The following general guidelines are provided to standardize upgrade and ancillary training programs, tracking procedures, and maintenance of the AF Form 623 (OJT Record), AF Form 623a, and AF Form 1098.  Exceptions must be requested in writing through the Safety Education & Training Manager (ETM) and approved by the commander.


1.  Upgrade Training Guidelines.  Training is ultimately the responsibility of the Supervisors;  therefore, personnel in upgrade training will be reviewed by them often.  The intent of this review is to promote trainee and supervisor interaction and to keep the supervisor abreast of trainee progress.  The Training Manager will periodically conduct no-notice inspections on the status of training folders and documents, and will report discrepancies to the Commander.


2.  Training Documentation.


a.  AF Form 623 (OJT Record).  Supervisors should ensure that all applicable members have a current training folder, properly documented, and maintained in accordance with AFI 36-2201.  As a minimum, the AF Form 623 needs to be inspected and updated at least once a month for each member in upgrade training status.  The AF Form 623 should be maintained at the lowest functional level as determined by the Commander.  Records may be checked out from the Education & Training Manager’s office as needed for counseling and documentation; and must be returned when completed.



b.  Specialty Training Standard.  Supervisors will identify duty position requirements by circling the task number/letter in the applicable Specialty Training Standard (STS) or Job Qualification Standard (JQS).  When the trainee is able to perform the required task without assistance, a completion date will be recorded.  The trainer, certifier, and trainee will initial the appropriate columns (The supervisor may be trainer or certifier; but not both).  All JQS entries will be in pencil to ensure neatness, accuracy, and currency.  Don’t forget that training is not completed until documentation is accomplished.



c.  Initial Evaluations.  This is by far one of the most important steps in determining an individual’s training needs.  Supervisors will perform an initial evaluation on all personnel as soon as in-processing and mission requirements permit.  It will be completed no later than 90 days after assignment.  Documentation of the initial evaluation can be done on the Air Force Form 623a and returned to the EST section with the 623 OJT Record for review.  At this time, a trainer must be assigned to the trainee.

d.  AF Form 623a.  It is the supervisor’s responsibility to insure that this document is completed in a timely manner and that the information is accurate and current.  If the individual is in upgrade training, documentation on the 623a should be monthly.  All entries must be signed by both the supervisor and the trainee.  Interruptions, de-certifications, of specific tasks, progression/non-progression, promotions, upgrades, failures, and evaluations need to be counseled on and documented.



e.  AF Form 1098 (Special Task Certification and Recurring Training).  This will be tracked on an AF Form 1098 and kept in the member’s 623 (OJT folder).


3.  Evaluations.  Supervisors and/or certifiers must conduct periodic and no-notice evaluations to identify individuals requiring re-qualification and refresher training.  AF Form 803 will be utilized to document proficiency items/tasks evaluated, results, and comments.  Testing materials (if applicable) need to be maintained in a double-locked central area.


4.  Upgrade Action.  All requests for upgrade action need to be routed through the Education and Training Manager with the AF Form 623 OJT Record.  The supervisor and training manager will review the records and verify that the trainee has met the mandatory requirements, prior to completion of the AF Form 2096 Classification Action for the UETM’s and the commander’s signature.


5.  Career Development Course (CDC).  Mandatory enrolled trainees are expected to complete one volume per month.  Supervisors may grant one month extension due to mission requirements or other valid reasons.  No extension will be granted in excess of one volume per two months without unit commander approval.  Reference AFI 36-2201 for steps to follow in CDC administration.  Based on the suggested rate of one volume a month, the supervisor should establish an estimated volume and overall course completion schedule and have the trainee sign; indicating understanding.  Supervisors will ensure that the trainee has completed all Unit and Volume Review Exercises (UREs).  The supervisor scores the Volume Review Exercises (VREs), provides results to the trainee, and conducts review training on areas that relate to any missed questions.  When the trainee completes the last volume, the supervisor must notify the UETM to request the Course Exam (CE) through the BaseTraining Office (MSS/DPMAT).  At this time, questionnaires should be completed to determine if the trainee received adequate instruction and assistance in preparation for testing.



a.  Volume Review Exercises.  The supervisor will maintain the answer keys and score each VRE.  On an “open book” test, trainees are expected to score 90% or better.  Scores less than 90% require documentation on the AF Form 623a and counseling with the supervisor and trainee.  Corrective action will be taken by the supervisor to determine the area of difficulty and to ensure that trainees are provided all necessary assistance.  Testing forms and course cards are maintained in the OJT Record until after upgrade.



b.  Scheduled CDC CE Excusals.  If the supervisor elects to excuse a trainee from a scheduled CE session, the supervisor needs to submit a letter of excusal to the Education & Training Manager.  The UETM will include this information in the unit’s monthly status update briefing and forward it to the BaseTraining Office (37 MSS/DPMAT).



c.  CDC CE Failures.  In the event of a CDC Failure, the Commander, assisted by the UETM, will interview the supervisor and trainee to determine the reason(s) for failure, and corrective and/or administrative action(s) required.


6.  On-the-Job-Training (OJT).  This is an integral aspect of the training process and provides the trainee the hands-on experience necessary to develop expertise in their skill.  If at all possible, CDC volumes should be matched with current training to accentuate learning and supervisors have the responsibility of working with the training providers to make sure that instruction satisfies requirements.  The ETM will evaluate provided training to ensure that it is adequate for needs and suggest methods for improvement.


7.  EST Roster.  A monthly EST Roster is distributed to the ETM, and if effectively utilized, will prove to be an excellent management tool for tracking an individual’s progress and accurately evaluating the overall status of the EST Program.  The ETM will update the roster (i.e. VRE scores, status, problems, and needs must be furnished by the trainee’s supervisor) and include any pertinent remarks about an individual’s progress.  The ETM will be expected to review the EST roster with the unit commander during the monthly status update briefing.  A copy of the annotated roster must be signed by the commander and the ETM, then returned to the BaseTraining Office (MSS/DPMAT) for review/updating.


8.  Master Task Listings (MTLs)/Master Training Plans.  The ETM may advise and assist supervisors in the development, implementation, refinement, and maintenance of viable Master Training Plans.  These plans will include, but not necessarily be limited to, Master Job Qualification Standards (MJQSs), Master Task Listing (MTLs), Critical Core Listing, and schedule for OJT.  MTLs will prove effective tools for identifying all the tasks that relate to the specific Air Force Specialty Code (AFSC) in a given work center, as well as to serve as useful guides in developing individual trainee JQSs.  On the other hand, the MTL will provide an excellent method of tracking 100% task coverage of work center activities for meeting mission essential requirements.  Master Training Plans (MTPs) will also identify all training needs within the AFSC and projected schedules of accomplishment.  An updated copy of the Master Task Listing/Master Training Plan will be located in the EST section.


9.  Trainers/Certifiers.  As needed, the commander, with advice and concurrence of section supervisors, will select and appoint trainers and certifiers in writing.  The Supervisors must be responsible for ensuring that 100% task completion and proper documentation of training records and activities are provided on assigned tasks.  The trainers must remain qualified on all tasks that they provide training on and can, as deemed necessary, identify in writing Subject Matter Experts (SMEs) responsible for providing quality information on complex technical tasks.  Supervisors can be either trainer or certifier for an individual, but not both.  Certifiers will be responsible for ensuring that all trainees are evaluated on required tasks at least once a year.  It is essential that they remain qualified on performance of these assigned duties IAW the AF Certifiers Course.  The ETM may assist certifiers and trainers in development of lesson plans and testing/evaluation materials.  Supervisors are ultimately responsible for verification that documentation (AF Form 803s, STSs, etc.) has been completed.


10.  EST Meetings.  The Education & Training Manager will conduct monthly meetings with commander, supervisors, trainers, and certifiers to relay and discuss relevant information concerning EST changes, messages, and programs.  Meeting agendas and minutes should be prepared and distributed to supervisors and the Base Training Office (37 MSSQ/DPMAT).


11.  School Requests.  Required technical schools need to be requested by supervisors as soon as possible.  Two AF Form 1556s with the signatures of the trainee and supervisor must be submitted to the ETM along with a signed statement of understanding.  Attach these to a ‘request for assistance’ form with the necessary information.  The ETM will complete and forward to the applicable location.


12.  Professional Military Education (PME).  PME is considered to be the responsibility of the individual involved.  It remains a vital requirement for promotion and is not usually tracked by the EST section; although the ETM will be the focal point for requesting the materials and scheduling the course exam.


13.  Ancillary Training.  Selected special task qualifications that require recurring training or evaluation (recertification) at certain intervals (i.e. monthly, quarterly, annually) are termed ancillary.  Supervisors are responsible for scheduling assigned personnel for ancillary training through the ancillary training manager and ensuring attendance IAW AFI 36-2201.  Documentation is being tracked on an AF Form 1098 in the OJT records by the supervisor.  It is up to the supervisor to verify documentation and currency of their individuals.

The procedures cited in these guidelines can be used immediately and supervisors are held responsible for ensuring that efficient, viable EST programs are established and conducted.  Remember that the goal of maintaining mission readiness depends on the key ingredient of how well we train our personnel and document that training.
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