[image: image1.wmf]
What good is training if nobody shows up?  When training courses have been developed, they must be scheduled for attendance.  Proper care can be taken to ensure people can attend training.  This is why it is necessary to involve supervisors in the scheduling process.  They are aware of the mission needs of their section and they should know what schedule their trainees are on.  Conflicts can be avoided simply by involving supervisors in the scheduling process and ensuring good communication with them.

At this point in the development of the training system, you have:


1.  Identified the Duty Position Requirements;


2.  Determined which Tasks Need to be Trained;


3.  Established the Objective;


4.  Selected the Method of Instruction;


5.  Developed the Task Breakdown; and


6.  Identified or Created Training Media to Support Task Attainment.

All the planning in the world will be of no consequence if the training is not accomplished,  and it probably will not be accomplished if it is not scheduled.  The scheduled item gets priority attention.  An effective way of scheduling is to devise a written format and to get your trainers and certifiers involved in the process.

Do not schedule training in a haphazard manner.  It should be a controlled process ensuring all those who need training are notified.  There are three steps you should follow in scheduling training:


1.  Prepare a tentative schedule


2.  Coordinate


3.  Assign trainees to a Session

Let’s look at these in detail.

Prepare a Tentative Schedule

If you have a large number of trainees, a large number of training sessions, or both; you have to make several decisions.  One of those decisions is how many trainees you can effectively handle at one time.  If you can handle a few people, but there are many who need the training, you may have to prepare a schedule with several sessions.  You must also consider the time at which the sessions are given.  If the personnel who need the training are shift workers, you may have to schedule training around their schedule.  You might consider conducting training on their 24-hour break when changing from swing shift to mid shift.  Once you have determined the number of personnel and classes needed, the supervisors have to decide when their people will be able to attend.  Simply put, you need to coordinate.

Coordinate

This is the second step in scheduling your training session(s).  To start with, you need to determine just how many sessions you will need and the times that they will be held.  This information is used throughout the coordination process.  You may be required to coordinate with many different people in order to ensure the training session takes place.  If equipment needs to be supplied, you have to get the equipment from the personnel who have it.  It is rather tough for Maintenance Control to come up with an aircraft for training purposes on a moment’s notice.  It’s the same way with any other piece of equipment you may need.  You have to let your requirement be known well enough in advance to ensure you get it on the day it is needed.


You may also have to coordinate the room, or area, the training is to be held in.  It’s hard to tell a commander’s secretary you need the conference room for a training session when the commander has scheduled a meeting at the same time.  When coordinating you must also get with the supervisor’s of the workcenters affected by this training.  One problems supervisors have with training session is; they are sometimes left out of the loop and have no control over where and when their people are trained.  The more you involve the supervisors in the process, the more they may accept it and help prevent training “no-shows.”


Training does not have to be confined to the classroom.  Base and unit exercises are good ways to ensure that wartime skill training is utilized and practiced.  This has to be effectively coordinated by all training agencies involved.  The reason for this is because a majority of these exercises are presented as “no-notice” to test the preparedness of a base or unit.

Assign Trainees to a Session

This gives you a schedule of who will attend what training session.  Once a scheduling roster is completed, send a copy to the affected supervisor.  This will remind supervisors of who’s scheduled to attend training.  If a roster isn’t sent out, training notification letters or even phone calls can suffice.  Either is acceptable as long as each supervisor receives some advance notification.

Questions to Ask When Setting Up a Training Schedule


(
How often are tasks performed?


(
Which tasks are critical to mission accomplishment?


(
Which tasks are simple and / or difficult?


(
How long should each task take to train?


(
How long is required for a trainee to gain experience?


(
Which tasks are applicable to other tasks?


(
How many tasks can be completed at the same time?


(
How many trainees can a trainer train at one time?


(
Can training be done without equipment downtime?


(
Can you train and work at the same time?


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


(
Do you, the trainer, need formal training?


(
Will you need a classroom to perform training sessions?


(
In what areas do the CDCs provide some background knowledge?


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

The MISSION dictates the schedule,

the SCHEDULE doesn’t dictate the mission!

There is no mandatory way to schedule training.  But remember the reason to schedule training is to get the most out of your time and available resources.

“Talk doesn’t cook rice.”

Chinese Proverb
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