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SUPERVISOR’S RESPONSIBILITIES

Plan and Schedule OJT.

Use CFETPs to:


Manage Workcenter and Individual Training (maintain CFETP in individual Training records).

Identify Position (wartime and peacetime) Qualification and Skill-level Upgrade Requirements for the Workcenter and Assigned Individuals.

Integrate OJT with Day-to-Day Workcenter Operations.

Schedule OJT according to:


Workcenter Operational Requirements.


Trainer and Task Certifier Availability.


Logic.


Training Opportunities.

Contact the UETM and Assign Airmen to the Appropriate TSC for their Current Training Situation.

Enter Eligible Personnel into the Required Qualification and Skill level UGT.

Provide Apprentices with a Minimum of 3 Months of Experience before entering them into UGT or Enrolling them in CDCs for the Next Skill level.

Enter Trainees into the 7-Skill level UGT on the Day the Air Force promotes them to SSgt.

Enter Eligible Retrainees, SSgt and above, into 7-Skill level UGT when:


They reach the 5-Skill level Award.


They complete the Apprentice Experience Period for 3-Skill level Personnel (if no 5-Skill level exists).

Prepare AF Form 2096 for Skill level Awards when Airmen meet all UGT Requirements, including:


A Minimum of 12 Months OJT for 5-Skill level Awards.


A Minimum of 18 Months OJT and Graduation from a Craftsman School for 7-Skill level Awards.

Ensure that Airmen don’t enroll in a Craftsman School until they complete:


A Minimum of 18 Months OJT.


All 7-Skill level Training Requirements listed in the CFETP.

Notify the UETM to Update the OJT Roster when Assigned Airmen enter or complete Qualification Training.

Counsel Airmen on:


Position Requirements.


Training Responsibilities.


Self-Training Requirements.

Give Trainees References, Materials, and Points of Contact for completing Self-Training of Less Crucial or Less Difficult Tasks.

Conduct Initial Evaluations of Knowledge and Skills.

Certify or Decertify Qualifications.

As Needed, Arrange for a Qualified Certifier to determine:


Ability.


Periodic Recertification.

Evaluate the Adequacy of Formal Training by comparing it to CFETP Standards.

Report Deficiencies in Training as designated in the CFETP.

Coordinate Formal Training Field Evaluation Surveys, Questionnaires, and Visits as Training Providers Request.

Manage the CDC Program for Assigned Trainees.

Work with the UETM to Identify and Enroll Trainees in Required CDCs.

Evaluate the Quality of CDC Materials and Provide the ECI with Feedback when Deficiencies exist or when Requested.

Use the current CFETP to Identify and Certify:


Position Qualification.


Skill level UGT Requirements.

Use the AF Form 797, Job Qualification Standard Continuation to identify Local Requirements not in AF Trng Standards.

Get Required Documents from the UETM.

File these Documents with AF Form 623, On-the-Job Training Record, or other approved training records of assigned airmen.

Keep a Copy of the CFETP in the Workcenter to Evaluate Formal Training.

Conduct OJT.

Serve as a Trainer or arrange for Qualified Trainers.

Coordinate OJT Requirements with the Trainer and Trainee.

Train Airmen on Position Requirements using:


Established Training Methods.


Guides, Checklists, and Technical Orders.


Available Equipment.

Identify Progress, taking into Account the Trainee’s Ability and Initiative.

Monitor the Trainee’s Progress.

Conduct Review Training, Counsel the Airman, Request Waivers, and Take Administrative Action, as appropriate.

Evaluate OJT.

Serve as the Task Certifier or Arrange for a Qualified Task Certifier.

Ensure that Trainees receive Proper Training to do a Job according to Standards.

Ensure that Certifiers evaluate each Task trained.

Confirm Certification of all Tasks required for the Position before considering the Airman fully Qualified.

Verify that the Trainee has completed all UGT Requirements before Recommending the Trainee for a Skill level Award.

Manage OJT Documentation.

Maintain AF Form 623, or other Approved Training Record for:


Airmen in Grades Airman Basic through Senior Master Sergeant.


Officers that the AFCFM designates.

Ensure that Training Records show Accurate and Current Qualifications and Training Requirements.

Document Training, as appropriate, according to the Instructions on the Cover Page of the Respective Trng Standards

Store Training Records in Locations convenient for Authorized Personnel to Review and Maintain.

Use Automated Products (e.g. Spreadsheets, Data Bases, Word Processing), in place of AF Form 623a, On-the-Job Training Record Continuation Sheet, AF Form 797, Job Qualification Standard Continuation/Command, AF Form 803, Report of Task Evaluation, AF Form 1098, Special Task Certification and Recurring Training, AF Form 1320, Training Chart, and AF Form 1320a, Training Chart.

Ensure that Personnel hand-carry their Training Records when Deploying or Going on TDY.

Ensure that Personnel send AF Form 623 (including all appropriate data) with the Field Record Group to the Gaining Organization when Authorities transfer them.

Send Training Records on AF Form 330, Records Transmittal Request, to the attachment unit if hand-carrying is not possible.

Identify Additional Formal Training Requirements based on:


Work Center Mission Requirements.


Trainee Qualifications.


Lack of OJT Capability.

Request UETM help to identify, coordinate, and schedule Formal Training, when necessary.

Attend Unit Education and Training Meetings.

Provide Training Updates and Recommend OJT Improvements to the:


UETM.


Unit Commander.


Command FM

Ancillary Training Responsibilities

Keep assigned personnel current in ancillary training requirements.

Schedule personnel for ancillary training through the ancillary training manager.

Ensure personnel attend ancillary training.

When ancillary training program currency ends during periods of TDY or absence , ensure the affected individuals attend ancillary training as soon as possible after their return.

Notify the unit ancillary training manager when TDY personnel receive ancillary training.

TRAINEE’S  RESPONSIBILITIES

Accept all Opportunities for Qualification and Skill level Upgrade Training and actively participate in the Learning Process.

Understand the Applicable CFETP Requirements and Career Path.

Get and Maintain Knowledge, Qualifications, and the Appropriate Skill level within the Assigned Specialty.

Become a Productive Member of the Unit Team.

Understand how other Units, Specialties, and Coworkers influence Training Program Requirements and work together to accomplish the Mission.

Budget on- and off-duty time to complete assigned Training Tasks, particularly CDC and Self-Training Requirements.

Reassigned Trainees provide incomplete CDCs to the new Supervisor when they arrive at a new Unit.

Maintain Progress within the Training Program.

When having Difficulty with any Part of Training, especially Self-Training Requirements, get Help from:


The Supervisor.


Trainers.


UETM.


Coworkers.

Give the Supervisor Feedback on the Training you receive.

TRAINER’S RESPONSIBILITIES

Attend the “Train-the Trainer” Course.

Get and Maintain Qualification as a Trainer.

Stay Qualified on the Tasks for which You train Others.

Plan and Conduct Training by:

Preparing and Using Teaching Outlines or Task Breakdowns, as necessary, and incorporating ISD


Principles into Instruction.


Giving Trainees Theory and Background Information.


Teaching on Actual Equipment (or using Training Aids when Actual Equipment is not Available.

Meet Training Needs by:


Explaining What you have done and Encouraging Trainee, Supervisor, and Task Certifier Feedback.


Seeking Help from the Supervisor and UETM, when necessary.

TASK CERTIFIER’S RESPONSIBILITIES

Attend the “Task Certifier” Course.

Get and Maintain Qualification as a Task Certifier.

Remain Qualified in the Tasks that you Evaluate.

Do not Evaluate Tasks that you have Trained Airmen to Perform.

Evaluate Training and Certify Qualifications.

Use established Training Evaluation Tools and Methods to determine:


Trainee Ability.


Training Program Effectiveness.

Develop Evaluation Tools, as needed:

Record Task Qualification according to the Instructions on the Cover Page of the Respective CFETP when a Trainee performs a Task to Required Standards.

Brief the Trainee, Supervisor, and Trainer on the Training Evaluation Results.

Encourage Trainee, Supervisor, and Trainer Feedback.

Identify the Trainee’s:


Strengths.


Areas Needing Improvement.

When Necessary, Get Help from:


The Supervisor.


UETM.

TRAINING PROVIDER’S RESPONSIBILITIES

Direct Training Development and Provide Training according to CFETP Requirements, Standards, Methods, and Responsibilities.

Advise the AFCFM and Command FMs of Training Deviations and Implementation Slippages and Coordinate Solutions.

Coordinate with other Training Providers and the Career Field Community to ensure that Training meets the Minimum Qualification and Skill level UGT Requirements and Standards.

Share Training Information and Materials to avoid Duplication of Training Development.

Solve:


Program Deficiencies.


Delays.


Resource Shortages.

Conduct Periodic Reviews of STSs and Other Course Control Documents to ensure Up-to-Date Training.

Advise the Appropriate AFCFM or Technical Training Group Training Manager when You determine the Need for

an STS Revision.

Conduct Internal and Field Evaluations of Airman Qualifications for all Courses and Training that You Provide.

Analyze Internal Data such as Course Usage, Attrition, Washbacks, Test and Evaluation Scores, and Student Critiques to:


Identify Training Problems.


Take Corrective Action.

Answer Requests to:


Improve and Update Training.


Eliminate Unnecessary Training.

UNIT EDUCATION & TRAINING MANAGER’S RESPONSIBILITIES

Serve as the Unit OPR by Implementing and Managing OJT Policy and Procedures.

Serve as the Unit Training Advisor.

Recommend to the Unit Commander and Supervisors ways to:


Satisfy Specialty Qualification and Skill level Upgrade Requirements.


Improve OJT.


Integrate Training into Day-to-Day Operations.

Attend Training and meet CFETP Requirements necessary to perform Duties.

Coordinate Policy and Program Changes and Unit Training Publications, Supplements, and Operating Instructions with:


Unit Workcenters.


The Unit Commander.


The Base Education and Training Manager.

Respond to Requests for OJT Support.

Advise and help the Commander, Supervisors, Trainers, and Trainees fulfill their Training Duties.

Identify Training Resources and Coordinate Training for Supported Workcenters with:


Other Units.


Base Education and Training Managers.


Training Providers.

As Needed, Get:


Training References, Publications, Standards, and Materials.


Job Site Training Courses and Courseware.


Skill and Knowledge Assessment Tools.

Develop Materials to Support OJT.

Request Help from the Base Education and Training Manager to Develop Effective Unit Training.

Help Acquire TDY-to-School and Other Formal Training.

Screen Requests, Compare Requirements against Airman Qualifications and the Unit Mission, and Prioritize Needs.

As Appropriate, Coordinate Requests with:


The Unit Commander.


Base Classification and Training.


The Base Education and Training Manager.


The Command FM.

Train Unit Personnel or Coordinate Training with the Base Training Manager to Ensure that Personnel can Perform their OJT Responsibilities.

Instruct and Administer the Air Force “Train-the-Trainer” and “Task Certifier” Courses for the Unit.

Coordinate Training of Wartime Tasks with:


The Unit Commander.


The Base Education and Training Manager.


Supervisors.


Contingency OPRs.

Submit Training Feedback (such as TQRs) to the Base Education and Training Manager and Coordinate Support to offset Deficiencies.

Monitor Corrective Action and Inform the Commander of the Status of Corrections.

Serve as the Unit POC for Field Evaluations and Surveys involving Feedback on Formal Training Courses.

Ensure that Workcenters:


Meet CFETP Requirements for Duty and Skill-level Upgrade.


Conduct Initial Airman Evaluations.


Plan and Schedule Training.


Manage Testing.


Evaluate Qualifications before Certification.


Document OJT.

Conduct Bimonthly Unit Training Meetings.

Prepare Meeting Minutes and Provide a Copy to the Base Training Manager.

Attend Base Training Meetings.

Use TSCs to Identify and Manage Airman Qualification and Skill level UGT.

Notify Supervisors and the Commander when the Training Status requires Changing.

Coordinate TSC Changes and AF Forms 2096 with:


The Base Education and Training Manager.


Supervisors.


The Commander.

Update OJT Rosters.

Order CDCs and Course Exams, Coordinate Enrollment Changes, and Schedule Testing with:


The Base Training Manager.


The Supervisor.

Maintain Current Copies of CFETPs for each Enlisted Specialty in the Unit.

Analyze Training Data for Trends.

As appropriate, inform Supervisors, the Unit Commander, and the Base Education and Training Manager on the Status of:


Airmen Qualifications.


OJT.


Corrective Actions.

Provide the Base Education Training Manager with:


Communication from Personnel.


Lessons Learned.


Recommendations for improving Training in coordination with the Unit Commander.

Provide Reports as Directed or Requested.

Coordinate Remedial Training and Administrative Actions with:


The Unit Commander.


The Supervisors.

Serve as the Unit POC for the Occupational Survey Program.

Formally assess Unit Training Programs annually and Submit a Written Report to the Base Education and Training Manager within 30 days of Completion.

Conduct Informal Workcenter Visits.

UNIT COMMANDER

Make Training a CC Priority.

Require Unit Training Manager to Schedule Regular Training Briefings to CC.

Require Training Assessment Meetings.

Require Comprehensive Training Plans and Establish Training Evaluation Methods when Needed.

Visit Work Areas Regularly to Assess Level of Training.

Ensure Support Personnel Fulfill Their Responsibilities for Producing Highly Skilled & Motivated Airmen by:

Appointing Unit Education & Training Manager (ETM), 3SX1’s, To Authorized Positions To Manage The Unit OJT Program And Keep Commander Abreast Of Training Issues.

If No 3S2X1 Is Assigned, Appoint An Additional Duty Training Manager In Writing And Forward A Copy Of The Appointment Letter To The Base Training Manager.

Have ETM Work Directly For Unit CC Unless Mission Needs Dictate Otherwise.

Add ETM To The Unit’s In/Out Processing Checklist.

Ensuring Supervisors and ETMs plan and schedule OJT according to operational requirements, training availability, and opportunity.

Ensuring Supervisors Identify Position (Wartime And Peacetime) Qualification And Skill-Level Upgrade Requirements For The Workcenter And Assigned Individuals.

Designate Trainers And Certifiers, In Writing, And Ensure They Meet The Following Requirements:

Trainers:

Recommended By Supervisor

Qualified And Certified To Perform The Task To Be Trained

Have Attended A Formal Trainer’s Course

Certifiers:

At Least A SSgt With A 5-Skill Level Or Civilian Equivalent.

Are Someone Other Than The Trainer.

Are Qualified And Certified To Perform The Task Being Certified.

Have Attended A Formal Certifier Course.

EXCEPTIONS:

Trainers May Sign Off Trainee’s Records On Non-Core, Non-Critical Tasks By Initialing The Trainer’s Column.

For Positions, Units, And/Or Shops With Unique Training, Standardization, And Certification Requirements (E.G., Space Ops/Missile Maintenance Shops, Maintenance Training/AETC Instructor, Air Traffic Controllers, Aircrew Standardization Flight Examiners, Load Masters, Fire Fighters) The Already Approved And Established Procedures For Quality Training And Certification Apply.

Individuals Who Have Attended A Formal Instructor Qualification Course And Are Currently Performing Duties As Instructors, Regardless Of AFSC, Are Not Required To Complete The Air Force Training Course.

In “One-Person Shops”, Any Person Qualified To Perform The Task, Regardless Of Rank, Who Has Completed Certifier’s Training Can Certify Regardless Of AFSC.  EXAMPLE:  The Trainer, Supervisor, OIC, Or Commander Can Be The Certifier As Can Any Qualified Certifier From The Unit, Base, Or Local Area.  The Trainee’s Commander Must Still Designate The Certifier In Writing And Ensure That Supervisors Document Initial Evaluations.

Ensuring Supervisors And ETMs Develop A Master Task Listing (MTL) For Each Workcenter To Ensure 100% Task Coverage.

Ensure Tools Are Available To Accomplish OJT And That Training Is Properly Documented:

CFETPs Are Used To Manage Training And That Achievement Of Skills And Knowledge Are Properly Documented.

Unit Personnel Identify And Schedule Formal Training Requirements In Accordance With Mission Priorities.

The CDC Program Is Managed Effectively To Minimize Failures, Extensions, Non-Completions, And Reactivations.

Ensure Effective Program Management And Evaluation:

Ensuring A Process Exists By Which Unit Personnel Provide Training Feedback To Unit ETMs And Command FMs.

Seeking Assistance For Unit ETMs As Needed.

Unit Personnel Conduct Remedial Training.

Withdrawing Airmen From Training And Placing Them In TSC “T” When They Fail To Progress In Training, I.E., CDC Failure, Non-Completion, Or 7-Skill Level School Failure.

Ensure That Unit Education And Training Manager:

Trains Unit Personnel To Perform OJT Responsibilities.

Helps Resolve Unit Training Problems.

When Necessary, Request Help With These Tasks From The Base Training Manager.

Ensure That Supervisors Conduct And Document Initial Evaluations Within The First 90 Days Of Assignment To Determine And Brief Trainees On:

Airmen Qualifications

OJT Requirements.

Formal Training Requirements.

Responsibilities.

Career Development Course Requirements.

