Instructions to Use Automated 623a’s…

These 623a’s are pre-written “counselings” required in Enlisted Specialty Training; depending on the circumstance.

623AssignSpvr:  Everyone, every time they are assigned a new supervisor…should have one of these in their EST folder.

623SIE:  This stands for Supervisor’s Initial Evaluation.  Once again…each time an individual is assigned a new supervisor, one of these have to be done by that new supervisor.  That supervisor is required to sit down with his/her new person and brief on the listed items and review all training and qualifications in the OJT record.

623Reaccomp:  This 623a is completed every time a NEW CFETP (Career Field Education and Training Plan) comes out or the individual comes to you without a CFETP.  You are then required to “re-accomplish” or transcribe from the old CFETP to the new.  The instructions in the CFETP…page 21-23 will tell you how to do this.  You will probably have a lot of dates the same as you can verbally question for knowledge items.  This form will explain WHY you have so many of the same dates.

623EvalUpGrd:  This 623a is where you document what you find when you do the SIE.  How many tasks has this person accomplished?  What CDC is this person in?  Where do we plan to go in this individual’s training?

CDCContract:  This “623a” (gets filed in the OJT folder under 623a) is a contract that you first set up on an individual entering into CDC completion.  They sign and you sign indicating agreement and understanding.  Now if the volumes don’t come in on time…you have ammunition.  They signed…

623UpGrd:  This gets filled out when your individual receives his/her upgrade.  Indicates NEW responsibilities.

POIForm:  Is a “ready-made” format for developing a lesson plan.  “Stolen” from Sheppard and created in Word Document.

All these forms have been done in Tables in Word.  They have been set up as a form complete with drop-down fields in some instances, choice, and text entry in others.  Just answer questions and add your own info.

How to Use:

Just tab to the area you wish to enter information.  Some are drop-down fields allowing a “choice”, others require you to enter information.  When you click on a field, look down near the bottom in your STATUS BAR and it will tell you what information is required in the field…unless it is self-explanatory.

Type in as much as possible.  Print and obtain Signatures.  Place in OJT Record.

How to Tailor the Whole Form:

Open form.  Select View from menu.  Select Toolbars.  Click on Forms.  You now have your forms toolbar open.  Click on the little “lock” and your form is now unlocked for changes to the format.  Make SURE you have saved an EXTRA copy in case you make a goof-up.

Have FUN building your Training Program!!

Any questions regarding this Safety AFSC Training Plan may be addressed to Debra L. Charles; a civilian Safety Specialist at Lackland AFB Wing Safety Office during the week (A473-3967), and an Education and Training Manager who sidelines in the USAFR at the 433d Airlift Wing, Kelly Air Force Base, TX.

