Training Plan Instructions…

Today, with increased mission requirements, severe cutbacks of personnel, liability and soaring costs, training is being driven to the forefront as an enormous factor behind accomplishing the mission safely.  Unfortunately, in many instances, time requirements inhibit our ability to sit down and plan out the training of our OWN Safety personnel as is required in the AFI 36-2201, and AFMAN 36-2247.  Therefore, I have taken the liberty to bring together my two AFSCs (using the Safety career field as an example in developing materials required for all other AFSC’s) and provide a ready product that can be easily tailored to many Safety workcenter needs.

This READ FILE will provide simple instructions for use and tailoring of these materials.

FIRST AND FOREMOST:  The are some errors in the CFETP (Career Field Education and Training Plan/STS) that must be addressed up front…I have already discussed them with Mr. Zavala (A473-0096), our CFETP coordinator here at Lackland and a change document should be forthcoming.  But in order to explain why the numbering in the MTL/MTP is not matching the CFETP, you will need to be aware of this.  The areas in question are:

	
	
	Items in Question
	Correction

	
	
	
	

	
	Pg 25
	O.K.
	

	
	Pg 26
	3-level & 5-level Core Column
	Columns aligned improperly (lower) beginning with 6.5.

	
	Pg 27
	3-level, CDC, 7-level & 5-level & 7-level Core Column
	Columns aligned improperly (lower) beginning with 7.3.

	
	Pg 28
	O.K.
	

	
	Pg 29
	O.K.
	

	
	Pg 30
	3-level, CDC, 7-level & 5-level Core Column
	Columns aligned improperly (lower) beginning with 9.3.

	
	Pg 31
	3-level, CDC, 7-level & 5-level & 7-level Core Column
	Columns aligned improperly (lower) beginning at the very top.

	
	Pg 32
	3-level, CDC, 7-level & 5-level & 7-level Core Column
	Columns aligned improperly (lower) beginning at the very top.


The Master Task Listing is a list of EVERY task you must train on…Critical Core, Job Requirements, Ancillary, Recurring certifications, Proficiency, etc.

	MTL (Master Task Listing)

Safmtl01
	
	Serves as a tool to ensure 100% task coverage of work center activity.  This MTL covers all items from the CFETP (Career Field Education and Training Plan) we have deemed critical to what we do in OUR Wing Training Office; identified to the level of training WE require.

This must also include:

	AF Form 797; Job Qualification Standard Continuation Sheet
	
	Where you identify your requirements NOT listed in the CFETP.

	AF Form 1098; Special Task Certification and Recurring Trng
	
	Where you identify your Ancillary Trng Requirements (Periodic Formal Training with indirect mission impact) i.e. Small arms, Protection of President, Public Affairs Brief, etc.


To tailor this MTL…


Click on the row you wish to delete, select Table, select Delete row.


Or click on the row below where you wish to add an item, select Table, select Insert row.  Type in your


added requirement.  Here at Lackland, we use an Ancillary Training DataBase I developed



in Access.  It is only necessary to make reference in our Master Training Plan.

The Master Training Plan is a documented plan that covers “A” to “Z” of how you plan to get your people trained to do their job competently.  It must identify…“How”, “When”, “Where”, “How Long”, and “How Evaluated” EACH task on the MTL will be accomplished.  A good Master Training Plan also has an overview to emphasize your plan and a code key to clarify your symbols.

**It must be understood that a Master Training Plan is NOT CUT IN STONE!  It is only a PLAN to accomplish training.

	Safmtp-o (Overview)
	
	Our overview is very general.  Tailor to YOUR needs.

	Safekey (Code Key)
	
	Provides an explanation of symbols used in OUR training plan.  Your training may require you to change or add/delete categories.

	Safmtp01 (Master Training Plan)
	
	Serves as a tool to ensure each task requirement is planned for training.  This MTP covers all items from the Master Training Plan we have deemed critical to what we do in OUR Wing Training Office; identified to the way we plan to accomplish our training.


To read this MTP…each code in the “How” column corresponds with same code in the “Where” and “How Eval” column.  The “How Long” column is a guesstimate of the time it may take to complete training.

To tailor this MTP…


Click on the row you wish to delete, select Table, select Delete row.


Or click on the row below where you wish to add an item, select Table, select Insert row.  Type in your 

added requirement.
**Notice that the “When” column is blank.  This is where the schedule comes into play.

The next item is the Needs Assessment.  If you have MORE than two individuals in your office…you should probably accomplish one every so often.  This will give you a good idea of what items still remain open for training…and WHO requires it.  To do this, you could sit down and write out a list of all these items…but I dislike extra writing…so I made this tabulation form.  It can be documented via a pencil (after printing) or on computer.

To accomplish…you must review EACH 623 (Training Record) and record those items not trained on yet.  This gives you a wonderful product to then set up your training schedule.

	SafNeedsAssessment
	
	Provides identification of who needs what training…and how many.


To tailor this Needs Assessment by computer…choose the field you wish to mark, select Insert, select Symbol, choose your character from the character map, and click on Insert.

And FINALLY,

The schedule.  Rather than having to change the “When” column in the MTP every time our training changes, it is MUCH easier to complete a schedule.  We set up one for 5-level items and 7-level items and arranged it in blocks of “like” items that can easily be cut and pasted where we need them.  Because we have so few individuals in upgrade training…we accomplished a schedule for EACH trainee.  But if our situation required the education of MANY, the schedule can be tailored to “group” training.

Once again, REMEMBER…the schedule is NOT cut in stone.  It can change month to month as needs require.

	Schedules
	
	Tailored to our needs/availability.


To tailor, highlight the block of items you wish to move, select cut, and then paste in the area you wish the tasks to be moved to.

Another VERY IMPORTANT THING to remember about training is the Proficiency Code Key.

You could flip back and forth endlessly to see what it signifies…but a good, down-and-dirty way to remember is:

	A LARGE letter  = Head Knowledge; Knowledge usually obtained in a class, book, or discussion.

A small letter = Task Knowledge; The knowledge of steps involved in performing a task.

A number = Some kind of Performance.  You will NEVER see a number without a letter.  WHY?!


Because you need to know the steps to perform a task BEFORE actually doing it.


Here at Lackland…we prefer to train our people in many tasks to the proficiency level…because often they leave to go to one-deep slots (As you can see by the codes in the MTL/MTP that do not MATCH those listed in the CFETP.  But for AIR FORCE STANDARDS…and TRAINING PURPOSES…they are only required to be trained to the level indicated in the CFETP…to the GO/NO-GO STANDARD.

In other words…why train your person to PERFORM something that they only require KNOWLEDGE in?!

Another IMPORTANT point, notice in the CFETP that your codes come under Column 2 Formal Training (3 Lvl, CDC, 7-Lvl, and Exportable Course)

Fact 1:  What this is telling you is that those items under 3 Lvl are what was taught at 3-Level SKILL-AWARDING school.  When your person returns and you spend that first 3 months doing your Supervisors Initial Evaluation…you are determining whether they were trained competently on those items.  At this time, you can sign them off on those 3-level items you will NOT be opening up for 5-level training!

Fact 2:  Those items listed under CDC Column are what your trainee is receiving knowledge on out of their CDCs.  If the code letter is only a LETTER, then when they take their final exam (CE) and YOU feel they understand those items…SIGN IT OFF!!

Fact 3:  7 Lvl lists the tasks/knowledge that they are provided in 7-lvl school.  Before they go to school, however, they are to have already been introduced to these items in advance.

Fact 4:  Those columns with only a small – in them means that they were NOT trained on these items and YOU are responsible for their training.  In this case…you must have a lesson plan.  I would HIGHLY suggest that you also do your evaluation tools at this time.  I have a project in the works on this.

Hopefully, this will help make your job a lot easier.

Addendum

I will include some colorful dividers for you to use in your training MTP that designates the sections covered in ours.  You are welcome to use.  I have also developed training guides to go in some of those sections to eliminate work (why write out how you conduct and document training if it is already written out in the guide) and explain the processes for each part of training…as well as checklists and electronic 623a’s.  If you would like copies of these training materials, please contact me at the e-mail address below and I can forward them to you over the net.

Guides

Training Responsibilities Guide

623 Documentation Guide

623a Documentation Guide

CDC Procedures Guide

Ancillary Training Guide

Master Training Plan Development/Implementation Guide

Developing Lesson Plan Guide

Teaching Methods Guide

Dealing With Difficult People

Spvr Initial Evaluation Guide

Construct-Administer Tests Guide

Performance Evaluation Guide

Checklists

For all Training Processes

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), Debra.Charles@lackland.af.mil, and an Education and Training Manager who sidelines in the USAFR at the 433d Airlift Wing, Lackland Air Force Base on the weekends (A 969-3375) Debra.Norman@lackland.af.mil.
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