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TRAINING PLANNING AND DEVELOPMENT









1.  Is the supervisor being involved in the training process?









2.  Was a supervisor’s Initial Evaluation done to determine what the trainee already knows?









3.  Have duty position requirements been identified?









4.  Have the tasks on which the trainee needs to be trained been identified (Needs Assessment)?









5.  Have the training objectives been established?









6.  Is the Training Program based on:





a.  Initial Evaluation





b.  MTL





c.  623 Training Record









7.  Has the research of the appropriate references been accomplished?









8.  Has the Plan of Instruction been developed?









9.  Have Task Breakdowns been completed (as required)?









10.  Are the lesson plans, teaching outlines, task breakdowns, etc. current, accurate, and




up-to-date?









11  Which method(s) of instruction will be used:





a.  Lecture





b.  Discussion





c.  Demonstration





d.  Performance





e.  Coach / Pupil





f.  Other:  _________________________________









12.  Has training media been obtained or created to support the lesson plans? 









13.  Will the instruction be on:





a.  Actual equipment / individuals





b. Training Aids





c.  Simulated equipment / aids









14.  Have equipment needs been identified?









15.  Have the appropriate training facilities, i.e. classroom, theater, conference room, etc. been





coordinated and scheduled for?
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16.  Have evaluation tools been developed and tested for validity?





a.  Will the Task Certifier be using the same evaluation tool(s) used to train the trainee?





b.  Are pre-tests to be given:






Verbal






Written





c.  Are post-tests to be given:






Verbal






Written









17.  Is a “back-up” plan ready should you have to be flexible?









18.  Has a tentative training schedule been prepared?





a.  How many trainees can you effectively handle at one time for this class?  __________






(1).  Will the trainer to trainee ratio be too high / low?










b.  What date / time will be the best to schedule; based on the trainers schedule?









Questions to ask when setting up a training schedule: 





a.  How often are the tasks performed?





b.  Which tasks are critical to mission accomplishment?





c.  Which tasks are simple and / or difficult?





d.  How long should each task take to train?





e.  How long is required for a trainee to gain experience? 





f.  Which tasks are applicable to other tasks (functional grouping)?





g.  How many tasks can be completed at the same time?





h.  How many trainees can a trainer train at one time?





i.  Can training be done without equipment (if necessary)? 





j.  Can you train and work at the same time?





k.  Which tasks require special mock-ups, test equipment, or equipment downtime?





l.  Do you (the trainer) need formal training?





m.  Will you need a classroom or special setting to perform this training session? 





n.  In what areas do the trainee’s CDCs provide some background knowledge?





o.  Are there other outside sources of training that you can use?





p.  Can an outside expert be obtained to facilitate the training?
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19.  Has this schedule been coordinated between the supervisor, trainer, and trainee?





a.  How many classes will be needed to handle all the training requirements?





b.  What date and time will be best based on trainee work shifts and availability?





c.  Has equipment use been coordinated and scheduled with individuals managing it?









20.  Are trainees assigned to a training session in advance?





a.  Are scheduling rosters completed ?





b.  Has a copy of the scheduling roster or notification letter been sent to the supervisor?
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21.  Has an agenda been prepared?









22.  Has sufficient time been allowed to conduct this training session without rushing it?









 ( ( ( ( (( ( ( ( (( ( ( ( (CONDUCT TRAINING ( ( ( ( (( ( ( ( (( ( ( ( (  (









Step 1 - Prepare the Training Situation









23.  Have the appropriate training facilities, i.e. classroom, theater, conference room, etc. been





set-up (properly heated, lighted, ventilated, and arranged)?









24.  Are all tools, equipment, , reference materials, lesson plans, projectors, etc.;






a.  On-hand prior to the training session starting?






b.  In good working order?









Step 2 - Prepare the Trainee to Receive Job Instructions









25.  Has the requirement been identified as a core or critical / complex task and requiring a task





evaluation prior to certification?









26.  Have you put the trainee at ease?









27.  Do not teach what the trainee already knows.  Have you discerned the knowledge that is





already possessed?






a.  Has a pre-test (written or oral) been administered?






b.  Will this training be in conjunction with:







(1).  CDC







(2).  Study references









28.  Gain Interest.  Has the task or operation at hand been explained and related to the work of the 





whole unit; emphasizing importance?









29.  When demonstrating the task, is the trainee watching from the proper position?









Step 3 - Present the Operation









30.  Is the trainer observing the following steps:





a.  Tell, show, illustrate, and then question?





b.  Give only a few instructions at a time?





c.  Use applicable training aids to convey points; not to fill time?





d.  Be patient.  Work for accuracy first and speed later?





Repeat the task and explain as necessary?
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Step 4 - Trainee Practice / Performance









31.  Has the trainee performed the task under observation?









32.  Has the task been repeated with the trainee explaining what is being done and why?









33.  Has the trainee explained the key points; with the trainer correcting errors encouragingly?









34.  Repeat this procedure until the trainee becomes qualified.  Practice is the key.





a.  Do you feel that this individual is now qualified?









Step 5 - Follow-Up









35.  Put the trainee on solo to get the feel of the job by doing it.  Does the trainee know who to





contact for assistance?









36.  Have you checked the individual’s work frequently?





a.  Been on the lookout for incorrect or unnecessary moves?





b.  Given a pat on the back for a job well done?





c.  Verify that trainee is following approved safety practices? 









OBSERVATIONS









37.  Is the trainee actively participating?









38.  Does the trainee ask questions when confused?









39.  Is the trainee progressing according to their capabilities?









40.  Is the trainee capable of performing the task without assistance?









42.  Will higher morale and motivation result from this training session?









DOCUMENTATION









43.  Has a preliminary evaluation been done to determine if the training was done properly and if




the trainee can do the task to standards without assistance?









44.  If a task evaluation is required, have arrangements been made to do the evaluation as




soon as possible?









45.  Has the training record been annotated with “trainer’s initials” indicating training completion?









46.  Has the training record been annotated with “trainee’s initials” indicating training completion?
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