ENLISTED TRAINING GUIDE

This guide provides general enlisted specialty training information.  This information applies to all enlisted specialties, regardless of Air Force Specialty Code (AFSC) or Special Duty Identifier (SDI).  This information is IAW AFI 36-2201V3, Air Force Training Program, On the Job Training Administration, CEPMEI 36-2232 and CEPMEI 36-2233.  For specific instructor qualification training information and guidance, see the SDI 8T000 Career Field Education and Training Plan (CFETP), USAF EPME Procedural Guidance, the Enlisted Professional Military Education (EPME) Policies, Procedures and Guidelines, and other applicable EPME publications.

Your EPME world is unique.  You are in the business of teaching others.  An integral part of this business includes providing quality training for your EPME instructors.  In order to make sure your instructors are the best they can be, you place a great deal of emphasis on the qualification training process, and focus on guidance provided through EPME channels.  Because of this focus, enlisted specialty training may hold a low priority in the big scheme of instructor training.  However, the policies and procedures set out by the Air Force publications mentioned above, are still the basic rules of engagement for managing your school’s training program.  This guide is a refresher, a reminder of the basic responsibilities held by all supervisors, regardless of the AFSC or SDI they or their people hold.  Use this information to enhance your knowledge and improve your training program.

Topics
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Training Documentation

4.
Upgrade Training Requirements

5.
Where to go From Here

1.  Initial Orientation & Evaluation

In order to do your job and do it well, you need to know what is expected of you, and to whom you can turn for help.  This rule holds true for those who work for you.  If you do not take the time to outline and communicate your expectations, you can expect nothing.  When your new personnel arrive, whether instructor or administrative specialist, the first thing you must do is conduct an initial orientation.  Your initial orientation should include information regarding the following topics:

Organizational Mission

Chain of Command

Current qualifications

Training Requirements (AFCS, duty position contingency, and wartime)

Formal Training requirements

Performance Expectations

Introduction of Co-Workers

Uniform Requirements

Duty Hours

Facility Maintenance Requirements

Security

Safety

This list is not all-inclusive.  You should use it as a baseline for your own orientation, providing more, but not less information.  In addition to providing an orientation for your newcomers, you must evaluate their training status.  The initial evaluation provides this opportunity.

The initial evaluation is used to identify existing skills, and training requirements.  Your initial evaluation should consist of the following actions:

Issue applicable CFETP:

· Ensure new personnel have a clear understanding of both Part I and II of the CFETP

Use the CFETP to identify current duty position requirements:

· Circle core tasks

· Circle any other tasks required in duty position

· Evaluate and validate previously certified tasks

· Explain standards used for the evaluation and validation

· Identify tasks requiring training

· Include standards for performance, time frames, methods of training etc.

The items listed above are minimum requirements; you can always go above and beyond, adding school and work center specific information.

The initial evaluation must be completed within 60 days of assignment, regardless of AFSC or SDI.  Ideally, the orientation and evaluation will happen concurrently over a period of several days.  Attachment 1 is a sample work sheet you can use to conduct your sessions.  The documentation of the orientation and evaluation becomes a permanent entry in the individual’s training record.

2.  Master Task Plan/Master Training Listing

Why do I need a Training Plan?

· To ensure that all training requirements for the duty position are identified.

· To provide a systematic approach to training new personnel.

· To provide assistance to supervisors in determining the training requirements of individual trainees.

· To ensure trainees become productive in a time and cost effective manner.

How will training plan benefit my section?

· Supervisors save time because they won’t have sit down and try to determine from scratch what needs to done each time you get a new trainee.

· Trainees/Instructors will become productive faster because the training is planned, not hit and miss.

· Trainees/Instructors will have a clear picture of what training they need to earn their 5 level, 7 level and instructors/curriculum designers what tasks they must complete in order to become fully qualified instructors/curriculum designers.

Who is responsible for developing the Training Plan?

· The work center supervisor has the overall responsibility.

· All work center supervisors/trainers should be involved, the more involvement, the better the plan.

What do I need to get started? 

· A Master Task Listing 

· Career Filed Education and Training Plan. (CFETP) or the Specialty Training Standard (STS) for your AFSC or SDI. The CFETP or the STS is the source document for your AFS. It lists tasks and knowledge that is common to your AFS.

To ensure that you are using the most current source document check the HQ AFPUBS CFETP download site:  

      http://www.e-publishing.af.mil/pubs/speclist.asp?puborg=AF&series=etp
· The CFETP has CORE tasks identified. CORE tasks are items that your Career 

Field Manager at Air Staff has determined that every person in your career field MUST be trained and certified on, regardless of whether you actually perform the task in your work center.  Normally, the first page of Part II of the CFETP will give an explanation of CORE tasks and any specific instructions concerning the CORE tasks.  All CORE tasks require a trainer and a separate certifier.

Exception: IAW AFI 36-2201V3, For AFSCs, duty positions, units, and/or work centers with specialized training standardization and certification requirements (eg., space ops/missile maintenance shops, Logistics Training Flight and or HQ AETC instructors, air traffic controllers, aircrew standardization flight examiners, load masters, fire fighters, radiology, etc.) the trainer/instructor is authorized to train and certify task qualification.  Third party certification is not required unless otherwise directed.

· Locally developed AF Form 797, Job Qualification (JQS) Continuation Sheet.

Here is a sample Priority task listing construction blueprint:

-List tasks

-List the methods used to provide training

  -- On the Job Training

  --Demonstration-Performance

  --Briefing/Lecture

  -- Just in Time Training

  --Combination

- List references for each task (ex. AFI 36-2201V3)

-Timeframe: time frame after entering upgrade or qualification training, that training would usually take place.

By listing this information you can see at a glance, the who, what, where, when, and how of your training program.

Note: Any one-deep work center, or those with fully qualified Senior NCOs (skill level commensurate with their grade), require only an MTL.

3.  Individual Training Documentation
Documenting training is not difficult.  Documentation becomes difficult when it has been neglected and ignored.  That’s when a molehill becomes a mountain, and no wants to climb the mountain.  When it comes to documentation, it is best to conduct regular records reviews and documentation updates.  Taking a few minutes every week to review and update is time well spent.  This time is even better spent if you know exactly what needs to be done, and how to do it.  This section will not focus on 8T000 instructor training documentation, but on general documentation of the AF Form 623, STS, AF Form 797, and the AF Form 623a, On-the-Job Training Continuation Sheet.  These forms are used for all enlisted personnel and are not 8T000 specific.  Training forms and documentation is covered in AFI 36-2201V3, Chapter 8.

AF Form 623-OJT Record

It does not take a rocket scientist to document this form.  It does however; require you to read each block to understand what information is required.  

OUTSIDE COVER:

Section I, Identification Data

· Ensure name is correct

· Correct grade or rank (in pencil)

· DAFSC or Job series (in pencil)

· Trainee Signature

· Date record initiated/Transcribed

INSIDE COVER:

Section II, ECI/CDC Participation
List all CDC(s) ECI courses completed.  Enter course number, title, number of volumes, and date completed.

Section III, Technical and Supervisory Training

List all technical and supervisory courses completed.  Example:  Technical schools, Air Force Training Course, EPME schools.

Documentation Procedures for an Individual STS/797

Pull out your MTP you will need it for this process.  Compare the individual’s CFETP with the MTP and follow the next steps.

If a task is identified on the MTP as required for the duty position or skill level you must:

· Circle the subparagraph number next to the task statement on the individual’s STS (in pencil).

· For each training requirement, enter a start date when training begins (in pencil).

· Enter a completion date when training is complete.

· Trainee’ initials when training has been completed.

· Trainer’s initials when training has been completed.

· Certifier’s initials (Core and critical tasks only).

What if you must transcribe old CFETP documentation to a new CFETP?

TRANSCRIBING PROCEDURES (Reference: AFI 36-2201V3 and applicable CFETP)

Transcribing documentation to a new CFETP is an administrative function, not a re-evaluation of training.  Refer to the applicable CFETP, Part II and AFI 36-2201V3, Chapter 8 for specific instructions on transcribing to a new CFETP. 
4.  Upgrade Training Requirements

EPME assignments are typically special duty assignments; therefore, you may never get a 3-level trainee assigned to your school.  However, you may have a 5-level personnel or administrative specialist who gets promoted.  This promotion starts the 7-level upgrade training process.  You may never have to deal with a 3-or 5-skill trainee, but I included the associated training requirements for your information.  Below are the requirements for skill level upgrade.  For more information, refer to AFI 36-2201V2, Chapter 1.

Apprentice/3-Skill Level Award

Attend technical school

Journeyman/5-Skill Level Award

Immediate entry into OJT

Completion of mandatory CDCs (if applicable)

All core and duty position tasks completed in the CFETP

Supervisor recommendation

Mandatory requirements outlined in AFM 36-2108

Craftsman/7-Skill Level Award

OJT starts the first day of the promotion cycle (1 Sep).

Completion of the 7-skill level technical school (if required)

Completion of applicable 7-level CDC (if required)

Supervisor recommendation

Mandatory requirements outlined in AFM 36-2108

Superintendent/9-Skill Level Award
Hold the rank of SMSgt

5.  Where to Go From Here

There you have it, a very basic and simple guide to enlisted training requirements.  You can use this information to strengthen and enhance your training program.  Remember, training processes such as documentation, MTP’s and upgrade training apply even in the EPME world.

Where do you go from here if you need assistance? If you need any assistance, I can be contacted @ DSN 596-1604, or by e-mail @ jason.scroggins@maxwell.af.mil.  I also strongly urge each school to establish a good working relationship with their base training manager.  These individuals can provide on-the-spot guidance regarding Air Force and local training policies and procedures.  IAW AFI 36-2201V3, a Staff Assistance Visit (SAV) must be conducted, NLT 180 days after the base SAV not exceed 24 months between SAVs. SAVs provide an opportunity to determine the health of your training program, and ways to improve.  Also keep a copy of AFI 36-2201V3 available. It covers the Air Force Training Program to include supervisor, trainee, trainer and certifier responsibilities.  You may have a great program, but there’s always room for improvement.  Besides, if you do have a great training program, share it with others who might benefit from your ideas.

The Air Force Training Course (AFTC) is another great source for training information.  As a minimum, I recommend this class for your appointed training monitor.  Even though this course is not mandatory for Academic Instructor School graduates (see AFI 36-2201), it provides valuable information and guidance. Contact your UTM or base training office for scheduling information.

The AFPC home page includes a link to enlisted training.  From this link, you can find updated Air Force training publications, policies, training checklists, messages and other important training items.

Attachments

Initial Evaluation/Orientation Worksheet

Glossary

Initial Evaluation & Orientation

An initial evaluation and work center orientation has been accomplished.  As minimum the following items were covered:

1.  Training Record Review


--Identify duty position


--Identify work center duty requirements


--Evaluate & validate previously certified required tasks


--Identify tasks requiring training


--Establish training plan for tasks requiring training

2.  Explain


--Schoolhouse & work center mission


--Schoolhouse & work center chain of command


--Upgrade training requirements if applicable


--Qualification training requirements


--Introduce co-workers


--Duty requirements


--Duty hours, uniform requirements etc


--Duty performance expectations & standards


--Safety standards and procedures


--Security procedures and requirements

3.  Other (List any other items briefed or discussed)

Date__________




Current Work Center______________

Trainee Signature__________________


Supervisor Signature_______________
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Glossary

Below is a sample of training terms. For a complete listing refer to AFI 36-2201V3.

Career Field Education & Training Plan (CFETP):  A comprehensive core training document that identifies:


(Life cycle education and training requirements


(Training support resources


(Minimum core tasks for a specialty or SDI

Certification:  A formal indication of an individual’s ability to perform a task to required standards.

Certification Official:  A person whom the commander assigns to determine an individual’s ability to perform a task to required standards.

Core Task:  Task that AF Career Field Managers identify as minimum qualification requirements within an AFSC/SDI. Guidance for using core tasks can be found in the applicable CFETP narrative.

Go:  The stage at which an individual has gained enough skill, knowledge, and expertise to perform the task(s) without supervision.

Master Task Listing (MTL):  Document(s) maintained within the work center that identifies all tasks performed in the work center.  This includes core and wartime tasks.  This document can be automated.

Master Training Plan (MTP):  A comprehensive plan for providing training.  Contains the MTL, CFETP/STS/797, milestones for tasks and CDC completion and any other documents that support work center training.

On-the-Job Training (OJT):  Hands-on, over the shoulder training that trainers use to prepare personnel for task certification.  OJT is used in upgrade and qualification training.

Qualification Training:  Hands-on performance training used to qualified an individual in a specific position.  This type of training occurs during and after upgrade training and is conducted any time an individual is not fully qualified.
Specialty Training Standard:  An Air Force publication that describes skills and knowledge that an airman in a particular specialty or SDI needs on the job.  This document may be used to indicate task certification and training requirements.

Trainer:  A trained and qualified person who teaches airmen to perform specific tasks through OJT methods.

Upgrade Training:  Training that leads to the award of a higher skill level.
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