TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 1





           Met - Met w/ Comment - Not Met

Standard:  Institution complies with established instructor-to-student and equipment ratios.
Criteria:
· Overall attendance does not exceed lesson/POI prescribed instructor-to-student or student-to-equipment ratios without a waiver. 
· Education/training organization has a waiver from the proponent to use other than lesson/POI-prescribed instructor-to-student or student-to-equipment ratios.

· There is documentary evidence that the organization has taken steps to alleviate the problem when class size limitations are violated repeatedly.
Guidelines:
· Observe presentation of at least one lesson, or class enrollment roster, for each course in session to determine compliance with presentation ratios.
· Check waiver as required.  Must be approved by proponent school commandant or designee.

· Compare CAD/POI class size limitations to student enrollment in selected courses.
· Compare the instructor-to-student ratio and the student-to-equipment ratio required by the lesson plan to the ratio used in the classroom or training area.
· Determine if waivers were granted for each class that did not meet the size criteria requirement.  (Note:  Verify that the training is to standard and safety factors are not violated.)
Make Mandatory Comments on Back of This Job Aid:

· Document the fact if there is no waiver granting authority to conduct education/training when class size violates criteria and describe the detriment to education/training.

· Document repeated incidents of violating prescribed ratios, reasons for violations, and safety implications.  

· Document higher headquarters issues (HHIs).

· Document waivers and show actual vs. required ratios.

· Document any concerns, e.g., repeated use of blanket waivers.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 2





           Met - Met w/ Comment - Not Met

Standard:  Instructors meet qualifications and have evidence of having met proponent technical certification requirements.
Criteria: 
· All Instructors meet the common training requirements for all instructors (e.g., graduate of The Army Instructor Training Course (TAITC)).

· All Instructors meet the course qualification and certification requirements listed in the appropriate CMP (for exported courses), references, and proponent policy.

· All Instructors have documentation of technical certification where appropriate.

· Notes: 1. Judgment must be applied when assessing instructors who are not Soldiers.  For example:  Instructors from other services have their own instructor qualification requirements.  Department of the Army Civilians and contract instructors generally do not have to meet Army weight and APFT requirements.

· 2. Drill Sergeants serving as assistant instructors in OSUT do not have to have the “H” identifier.
Guidelines:

· Review course documentation to determine certification and qualification requirements for all evaluated courses.

· Evaluate the records of instructors for all classes in session for evaluated courses.

· Note:  Instructor “qualification” refers to requirements for instructors to teach a particular course.  Instructor “certification” refers to criteria specified by the proponent for instructors in that discipline.

· Every record checked must have the appropriate documentation.

· Review courses for previous 12 months to determine if SGL and instructor grade requirements are being followed per TRADOC Reg 350-10, para 2-14b.  

· Check for operator’s permit and other required licenses, where applicable.

· For contract instructors, review statement of work (SOW).

· For Drill Sergeants, check that file reflects annual certification of hands-on phase tasks (BCT/OSUT POI Supplement) or common tasks reinforced during AIT. 
· For borrowed instructors, only proponent certification is required.
Make Mandatory Comments on Back of This Job Aid:

· Document any and all deficiencies in this area.

· Identify all issues that are the responsibility of higher headquarters and other proponents or organizations outside of the institution’s ability to control.  These will be noted as Higher Headquarters Issues (HHI).
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 3





           Met - Met w/ Comment - Not Met

Standard:  Institution administers the required current, approved course materials (including tests) that train AC and RC Soldiers to the same task performance standard.

Criteria:
· Current proponent Course Management Plan (CMP) (as applicable for exportable courses, phases, or modules only) is available and is being followed for presenting the course.

· AC and RC training materials train the same critical tasks to task performance standard.

· Current doctrinally correct proponent course material is available and being used to teach the course.

· Institution uses proponent-approved materials. 

· Institution provides students access to a Student Evaluation Plan (SEP) for the course.
· Instructor has immediate access to a current copy of all current, approved handouts/materials for the lesson being taught. 

· If course materials are not consistent with current published doctrine, training institution informs proponent training development element and makes appropriate changes only after receiving approval.
· Institution  administers tests in accordance with guidance. 
· Tests are administered and scored IAW regulatory requirements and proponent-provided procedures.

Guidelines:

· Compare CMP (where appropriate), lesson plans, POI, tests, Student Evaluation Plan (SEP), and other course material.
· Evidence of not using approved courseware after the approved course implementation date will be noted as “Not Met.”  Note: Look for evidence the training activity has tried to acquire current material.

· When appropriate, the instructor may use contemporary examples/graphics/visuals illustrating the application of the learning objectives (IAW applicable copyright and intellectual property regulations), but must use only proponent-approved learning objectives.

· A non-proponent Institution will not be held accountable for proponent school responsibilities (e.g., headers and footers printed on testing materials).

· A non-proponent Institution will not be held accountable for proponent unique requirements if materials were not provided by the proponent (e.g., color coded materials).

· Document instances of noncompliance with the CMP and SEP, as appropriate.
· Document instances where lesson plans do not match the POI.
· Document instances where obsolete or non-relevant education/training materials are being used, and whether or not appropriate action has been taken.  Mark as “Not Met.”

· Document any instances where students do not have access to the SEP.

· Document problems identified with test administration that could not be resolved.
· Identify all instances in which the training development (TD) proponent does not provide the same materials to the RC as to the AC (Mark as HHI for correction by proponent school and executive agency.).

· Document cases where organization
Make Mandatory Comments on Back of This Job Aid:
· Course documentation, to include lesson plans, POI, CMP, SEP, etc. for courses in session.

· Copies of documents informing the TD proponent of problems with the provided test and testing materials.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



This Page Left Blank

TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 4





           Met - Met w/ Comment - Not Met

Standard:  Institution conducts training that minimizes accident risk in both training and operations.
Criteria:
· Commandants emphasize safety and the integration of risk management processes into initial military training and professional military educational programs that support the branch proponent mission.  

· Safety, risk management and associated cautions, notes and warnings are present in all training products.

· Risk assessments are made during the planning, preparation, and execution of all proponent lesson plans, training support packages, and training activities.

· Risk assessment codes are assigned to every proponent training product during the development phase.  

· Training developers, coordinators, and onsite leaders/instructors conduct risk assessments based on existing factors of mission, enemy, terrain, troops and time available (METT-T) applicable to the training environment.

· Updated and applicable Risk Assessment Work Sheets are present in all training products and at each training event in both field and classroom.  

· Risk management and safety criteria, cautions, & warnings are integrated into the main body of all training products as applicable.

· The responsible branch proponents and the mission safety officer coordinate their efforts to address safety and risk management deficiencies from the previous year and take appropriate corrective actions.

· Training developers, cadre, instructors, and drill sergeants receive specialized training in the risk management process and application of the techniques to their specific field of expertise.
Guidelines:

· Verify Instructor provides safety information at the start of the lesson.

· Check lesson plans for safety requirements.

· Observe at least one lesson that includes a PE for each course evaluated.
· Check for safety considerations in all lessons observed.

· Check training accident reports.

· Talk to the education/training organization/installation safety office, students, instructors, and medical facility personnel, if required.
· Observe the conduct of at least one risk assessment.

· Check Risk Management Worksheets for completeness, currency, and appropriate risk management measures.
Make Mandatory Comments on Back of This Job Aid:

· Document any and all deficiencies in this area.

· Identify all issues that are the responsibility of higher headquarters or organizations outside of the proponent’s ability to control.

· Document any case where risk assessments are not conducted when needed (e.g., conduct of a FTX, conduct of a potentially hazardous PE).Document repeated incidents of violating prescribed ratios, reasons for violations, and safety implications.  
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


This Page Left Blank

TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 5





           Met - Met w/ Comment - Not Met

Standard:  Institution conducts training that protects the environment.
Criteria:
· Institution conducts training in compliance with environmental considerations identified in lesson plans, as well as installation directed environmental considerations.

· Environmental deficiencies identified during the current and previous training year have been assessed and appropriate action taken.
Guidelines:

· Check lesson plans for environmental protection considerations.
· Check for environmental protection considerations in all lessons observed.

· Interview students, instructors, and installation environmental office personnel.
Make Mandatory Comments on Back of This Job Aid:

· Identify all issues that are the responsibility of higher headquarters or organizations outside of the proponent’s ability to control.
· Identify all issues that are the direct responsibility of the institution and for which the institution is not in compliance.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 6





           Met - Met w/ Comment - Not Met

Standard:  Institution implements sequential, progressive training by scheduling and conducting training in accordance with the mandatory training sequence.
Criteria:
· Training schedules reflect all required lessons, prescribed hours of instruction, and mandatory training sequence per course map in Course Management Plan (CMP).
· Instructors conduct training IAW mandatory training sequence.
Guidelines:

· The mandatory training sequence, displayed as the course map, identifies which lessons must be presented before other lessons.

· Check training schedule for each course in session.

· Compare mandatory training sequence to training schedule to verify completeness and compliance.

· Check to ensure classes are conducted IAW the training schedule.

· Check to ensure schedule includes sufficient set-up and tear-down time.

· Check to ensure schedule includes time for movement.

· Verify that AARs are listed in the training schedule where appropriate.
Make Mandatory Comments on Back of This Job Aid:

· Document instances found where the school’s training schedules do not reflect the Mandatory Training Sequence.
· Document instances found where the school’s training schedules do not provide adequate set-up and tear-down time.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 7





           Met - Met w/ Comment - Not Met

Standard:  Instructors/cadre perform their instructional duties and responsibilities in accordance with regulatory guidance and lesson objectives.
Criteria:
      Training to Standard

· Instructor verifies that students can perform the learning objectives (LOs) to prescribed standards by checking practical exercise and performance test results and observing student performance.

· Instructor complies with techniques of delivery and methods of instruction prescribed in TSP/lesson plan.

· Instructors comply with CMP guidance, when available.

· Instructor uses proponent-approved/provided tests. 

· Instructor conducts after action reviews (AAR) IAW lesson plans as required.

· Instructor uses feedback from AARs to improve training processes and procedures.

· Equipment and TADSS are used in the quantities and types required by the lessons.
      Coaching and Counseling

· Instructors/cadre serve as coaches, counselors, and role models.

· Developmental academic counseling occurs per references.  Initial counseling includes explanation of the Student Evaluation Plan.
· Institution maintains student counseling records IAW regulatory guidance.
· Formal counseling is documented.

· Cadre conduct test reviews with students.

· Instructors provide students appropriate feedback at the end of each test.

· Cadre provide students remedial training prior to undergoing retests. 
· Instructors demonstrate the Army values in direct leadership attributes, skills, and actions of the Army’s leadership framework.
Guidelines:

Training to Standard 
· Observe selected lessons, to include a test or PE, to ensure the organization is conforming to the instructional requirements.

· Check instructor supervision of student performance during practical exercises, performance tests, and checks on learning.

· Review student evaluation plans.

· Instructors may share operational assignment experience to facilitate learning but must teach everything that is included in the approved lesson.

· Ensure organization has a waiver from the proponent for changes to lesson plans.

· Standard is “Not Met" if the instructor does not require students to demonstrate that they can perform the LOs to the prescribed standards.
· Review lesson plans for required AARs.

· Observe at least one AAR for each course in session when applicable.

· Talk to instructors and students.

· Verify that AAR feedback is used to improve training processes and procedures.

· Review student counseling forms for completeness to assure developmental counseling identifies strengths, weaknesses, and ways to sustain and improve.
      Coaching and Counseling 

· Observe SGLs/instructors/cadre acting as coaches, counselors, and role models during and after the normal academic day.  (Do they demonstrate the “be, know, do” of the Army’s leadership framework?)

· Interview instructors/cadre and students.

· Spot check student counseling records selected randomly from different instructors for minimum counseling requirements.
· Review student counseling forms for completeness to assure developmental counseling identifies strengths, weaknesses, and ways to sustain and improve.
· Observe whether or not instructors conduct developmental counseling as well as consolidate and analyze student performance at appropriate intervals in the course.
Make Mandatory Comments on Back of This Job Aid:

· Document all cases of failure of the instructors to teach what is required in the lesson plan. 

· If the lesson plan requires an exercise (e.g., FTX, STX) and the school does not conduct the exercise, mark as a “Not Met."

· Document instances where appropriate feedback was not provided to students. 

· Document each occurrence where a required AAR is not conducted.
· Document instances where instructors have used AAR feedback to improve instruction.

· Document repeated instances of failure to record formal developmental academic counseling required by CMP/policy documents.
· Document if counseling is not developmental in nature.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


This Page Left Blank

TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 8





           Met - Met w/ Comment - Not Met

Standard:  Students can perform to the prescribed learning objective standards.
Criteria:
· Students demonstrate that they can perform the objectives to prescribed standard. 

   

 -  Students pass the criterion referenced tests IAW SEP.

   
       -  Students demonstrate that they can complete the assigned practical exercises (PEs) to the prescribed standard.

           -  Students are tested on proponent-approved/provided tests.
Guidelines:

· Observe at least on practical exercise per course evaluated.

· Observe classes in session and determine if instructors cite learning objectives.

· Check student performance during practical exercises, performance tests, and checks on learning.

· Review SEPs.
· Review student testing records.

Make Mandatory Comments on Back of This Job Aid:

· Document instances in which students were not aware of the learning objectives.

· Document instances in which students were not tested on each lesson learning objective.

· Document instances in which corrective action was not taken when a student did not pass a criterion referenced test.

· Document instances in which a student failed or did not complete a PE and corrective action was not taken.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 9





           Met - Met w/ Comment - Not Met

Standard:  Institution provides students the opportunity to develop and demonstrate their leadership skills and knowledge in a performance-based environment.
Criteria:
· Education/training organization places students in challenging, performance-based environment throughout the day as prescribed by the lesson material.  Note:  TLO/ELOs must describe required performance.
Guidelines:

· Review lesson materials and identify practical exercises and performance tests that provide for this opportunity.
· While this requirement will exist to varying degrees in most courses, it is specifically included in the following:

           -   Common Leader Training in NCOES courses.
           -   Officer Basic Courses.
           -   Warrant Officer Candidate School.
· Observe training (e.g., PEs, STX, FTX, and lane training).  
Make Mandatory Comments on Back of This Job Aid:

· Note for proponent training development action if the lesson material does not provide for this opportunity.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 10





           Met - Met w/ Comment - Not Met

Standard:  Institution uses required ranges and training areas as prescribed.
Criteria:
· Training areas and ranges required by the lesson are actually used as required.

· Training areas and ranges required by the lesson meet the capability requirements.  
· Access was provided to facilities required to implement the education/training when and for the period of time required to train to prescribed standard.  
· Institution has a waiver to use other than POI/TSP-prescribed training area/range.
· Ranges, training facilities, and training areas are operated in safe manner to reduce risk to using units, installation facilities, installation activities, and the local community/general public.
Guidelines:

· Observe at least one lesson requiring use of a range for each course being evaluated, if the course includes training on ranges.

· Mark this item as “Not Met” if students cannot train to lesson/TSP conditions and standards because of lack of training areas/ranges.

· Interview students concerning range/training area use.

· Determine if institution identified training area or range shortfalls and took appropriate corrective action.
Make Mandatory Comments on Back of This Job Aid:

· Document instances when and why sufficient training areas/ranges are not available to conduct the training.  

· Document any instances of the institution not having a waiver to use other than POI/TSP- prescribed training area/range.

· Document examples of the institution identifying training area or range shortfalls and taking appropriate corrective action.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 11





           Met - Met w/ Comment - Not Met

Standard:  Institution has corrected shortcomings identified during previous accreditation evaluations.
Criteria:
· Organization corrected previously identified shortcomings or raised issue to higher HQ when they could not resolve the issue.
· Organization has QA/QC processes in place to monitor action taken on previously identified shortcomings.
Guidelines:

· Review previous accreditation findings and results.

· Check at training sites where previous shortcomings were recorded.

· Verify the organization has written justification of all failures to correct shortcomings identified in a previous accreditation evaluation.

· Previous shortcomings found not corrected and not justified in writing prior to the start of the evaluation will be cause for a “Not Met” rating.
Make Mandatory Comments on Back of This Job Aid:

· Document instances where identified deficiencies within the control of the institution were not corrected and the reason for the failure to correct the deficiencies.

· Document instances where identified deficiencies outside the control of the institution were not corrected and the reason for the failure to correct the deficiencies (i.e., a Higher Headquarters Issue).

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 12





           Met - Met w/ Comment - Not Met

Standard:  The institution is staffed and manages its manpower effectively to meet mission requirements.
Criteria: 
· School is in compliance with its own TDA.
· School TDA meets current mission requirements.  If not, the school has initiated actions to adjust the TDA or obtain additional staffing by other means (e.g., contract).
· Organization is staffed with authorized instructor, training developer (for proponents), administration, operations, logistics, and maintenance personnel to accomplish the training mission. 

· Available personnel are assigned consistent with intent of CG, TRADOC priorities.
Guidelines:

· Check TDA for authorizations.

· Compare the TDA to the Unit Manning Roster/Daily Status Report.

· Check that ranks of training battalion commanders are IAW the approved TDA.

· DA Pam 611-21 contains enlisted standard grade requirements for the structure of a TDA (e.g., a Command Sergeant Major must command an NCOA Training Battalion or AC NCO Academy).

· Review last Monthly Status Report.

· Discuss with senior leaders.
Make Mandatory Comments on Back of This Job Aid:

· Document any and all deficiencies in this area and their impact on training.

· Identify all issues that are the responsibility of higher headquarters or organizations outside of the institution’s ability to control (HHI).

· Document personnel shortfalls that the unit/institution can correct.

· Document school actions to obtain additional staffing.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 13





           Met - Met w/ Comment - Not Met

Standard:  Institution provides required equipment, TADSS, ammunition, pyrotechnics, training material, consumable supplies, and references as prescribed.
Criteria:
· Required equipment listed in POI/TSP for courses in session was requested from appropriate agencies/headquarters on time IAW applicable local procedures. 

· Required ammunition/pyrotechnics listed in POI/TSP for classes in session were requested from appropriate agencies/headquarters IAW applicable local procedures.

· The education/training organization has forecast and ordered all course-required training support materials and references for courses in session.

· The education/training organization maintains an account with DA Administrative Publications System.
· Required training support materials, consumable supplies, and references are distributed to conduct the training IAW course documentation.

· The education/training organization has sufficient multi-media, word processing, and internet capabilities for training development. 

· The organization has a waiver from the proponent to use other than POI/TSP-prescribed ammunition, pyrotechnics, and equipment.

· All equipment/TADSS listed in the  POI are maintained in a serviceable (operable) condition IAW applicable technical manual and are available and serviceable when needed.

· The organization maintains material (e.g., spare parts, lubricants, student handouts) inventories adequate to provide the required education/training when needed.

· The organization has adequate tasking and scheduling procedures to ensure equipment is on hand to support training.
· The institution provides required training resources to instructors when and where needed.
Guidelines:

· Review equipment/TADSS requisition documents.
· Interview staff and students.

· The evaluator will detail the training impact of non-availability (to include dates, times, missing equipment, course, and class).

· Determine if institution identified training resource shortfalls and took appropriate corrective action.

· If the education/training institution followed all the correct procedures and failure to obtain equipment rests with an agency not within the control of the institution commandant or battalion commander, the evaluator will include an appropriate comment in the executive summary.   Note as HHI.
· Review ammunition/pyrotechnic requisition documents.
· If students cannot train or be tested to lesson conditions and standards because of lack of training support materials, references, or other resources, evaluator will check for waivers.

· Check lesson plans for inclusion of instructor/student-to-equipment ratios.

· Interview staff and students to identify training resource problems.

· Compare requirements to requisition submissions.

· Repeated instances of course-required support materials not being available, when required, will constitute a “Not-Met” rating.

· It may be acceptable for student references to be available on CD-ROM in the classroom.

· Consider lag time for obtaining new equipment.
Make Mandatory Comments on Back of This Job Aid:
· Indicate what equipment/TADSS are missing/inoperable; in what course, class, classroom; and on what date.

· Attach a copy of the request/tasking and reference the policy directive or regulation which prescribes procedures for requesting the required equipment.
· Document if education/training cannot be conducted because of non-availability of consumable materials, e.g., spare parts for maintenance training.
· If the education/training organization has followed prescribed procedures for identifying required amounts of ammunition/pyrotechnic but is not receiving the amount required to implement the course, write details of the training impact (to include dates, times, course, and class). Note as HHI.
· If the organization followed all the correct procedures, and failure to obtain course materials or other training resources rests with an agency not within the control of the organization commandant or battalion commander, the evaluator will include an appropriate comment in the executive summary.  Note as HHI.

· Document what, when, and why training resources are not available for education/training as required.

· Document all instances in which students cannot be trained to standard for lack of training resources.

· Document instances in which TRADOC-directed automation tools are not used.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



This Page Left Blank

TRADOC Accreditation Standards Evaluator’s Job Aid

Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 14





           Met - Met w/ Comment - Not Met

Standard:  Institution evaluates and tracks instructor/cadre performance and takes action, as  appropriate, to sustain, improve, and develop instructor/cadre performance.
Criteria:
· Institution develops, resources, and implements an evaluation plan which incorporates developmental counseling to achieve individual and organizational goals. 

· Organization has a process to provide feedback to the instructors/cadre on their performance evaluations.

· Organization has a process/program to recognize and reward instructor/cadre performance.
Guidelines:

· Evaluate instructors/cadre records from each type of course being evaluated (e.g., IMT, PME) to ensure counseling of instructors is developmental in nature IAW FM 22-100, App C.

· Standards and requirements for instructor/cadre evaluation program will be IAW regulations and CMP (for exported courses).

· Interview instructors/cadre and evaluators.

· Ensure developmental training is identified in proponent school Individual Development Plans (IDP).
· Ensure evaluations are documented in instructor/cadre records, are developmental in nature, and the frequency is IAW appropriate references.
Make Mandatory Comments on Back of This Job Aid:

· Report when instructors/cadre performance is not evaluated/tracked.

· Identify substandard instructors/cadre performance that was not corrected.
· Identify all instances in which instructors/cadre evaluations were not developmental.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 15





           Met - Met w/ Comment - Not Met

Standard:  Facilities are adequate to promote learning and meet learning objectives (Includes barracks, classrooms, shop areas, ranges, training areas, and learning facilities).
Criteria:
· Classrooms/shop areas/learning facilities (e.g., LRC, library) size, lighting, climate control, and furnishings are adequate.

· Facilities are maintained in a serviceable condition.

· Study facilities are available to students after duty hours. 

· The education/training institution has sufficient multi-media, word processing, and internet capabilities, if required for coursework, available for student use during and after duty hours.

· The institution identified and submitted project requirements.
· Institution has verified that the garrison commander and his staff have a valid master plan and future development plan that support training.
Guidelines:

· Verify status of facilities as described in most recent Installation Status Report (ISR)   (available at following website:  http://isr.pentagon.mil).

· Verify procedures used to report and follow-up on Service Orders and Job Orders.

· Use Real Property Planning and Analysis System (RPLANS) facilities reports for requirements and allowances.

· Classrooms –

            -  Determine that available classrooms are adequate to conduct the training mission or if there     is any requirement for additional facilities.

            -  At a minimum, observe size, lighting, climate control, furnishings, and condition.

            -  Check availability of learning facilities after normal duty hours.
· Billeting – 

            -  Evaluate trainee barracks for adequacy.  Observe sleeping space, facilities maintenance, and latrine adequacy.

            -  Determine if statements of non-availability were issued to students, when appropriate.

            -  NCOES:  Determine if priority billet assignments went to PLDC students, then BNCOC students, then ANCOC students.

· Ranges And Training Areas:

            -  Determine if the installation has adequate ranges and training areas to conduct the required training.

            -  Evaluate the required ranges and training areas for adequacy and maintenance.

            -  Observe training apparatus in required training areas for maintenance standards.

      -  Verify with garrison commander and staff that installation has a valid master plan and future development plan that supports training.
Make Mandatory Comments on Back of This Job Aid:

· Document if areas do not meet ISR amber rating and efforts made by the institution to improve the condition.
· Document if study facilities are not adequate for efficient learning and document efforts taken by the institution to correct the situation.  If problem is beyond the control of the institution, indicate as HHI.
· If billets are not to standard, document the efforts made to bring them up to standard.  If the problem is beyond the control of the institution, indicate as HHI.

· Identify any factors in billeting that distract from learning.

· Document if ranges or training areas are not adequate and efforts to obtain required facilities or provide proper maintenance.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Standard 16





           Met - Met w/ Comment - Not Met

Standard:  Institution has policies, procedures, and oversight in place to ensure effective training and administrative support.
Criteria:
· Institution controls tests in accordance with regulatory guidance. 
· Institution uses test analysis as a safeguard against acting on student failure when the fault may not lie with the student.

· Institution has, and complies with, a policy for retraining/recycling/new start of students, to include providing remedial training.

· Institution processes students released from courses IAW references.

· Institution prepares and distributes training evaluation reports as appropriate.

· Institution tracks student attendance.
· Student records contain required documentation.
· Institution processes students who fail to maintain body composition standards IAW references.
· Institution provides for the well-being of Soldiers.
· Enrolled students meet course prerequisites.

· Institution has a viable transportation program.

· Incoming students receive required course preparation materials in a timely manner.

· Institution complies with ATRRS data entry requirements.

· Institution captures student training data and information in the TRADOC-provided automation systems.
Guidelines:

Tests

· A non-proponent Institution will not be held accountable for proponent school responsibilities (e.g., headers and footers printed on testing materials).

· A non-proponent Institution will not be held accountable for proponent unique requirements if materials were not provided by the proponent (e.g., color coded materials).

Test Control
· Check this item at education/training sites where tests are handled, stored, administered, or scored.

· Evidence of failing to control test material IAW regulatory requirements will results in a rating of “Not Met”.
Retraining/recycling/remedial training
· Check student records to identify students who were recycled, are in danger of failure, or were removed from the course.

· Policy should address time, student physical limitations, student performance record, and motivation.

· Review education/training organization’s documents covering remedial-training procedures.

· Check training schedules for each course in session.

· Interview instructors and students.
Students released
· Verify correct status codes of released students are assigned in ATRRS.  (Call up the Individual Personnel Screen by SSN; the RS display will provide the output status.)
· Spot-check dismissal records to ensure that proper notification was provided to students and peacetime chain of command.

· Discuss procedures with Education/training organization staff.
Well-being
· Interview students and instructors to identify problems.

· Review end-of-course critiques.
Course preparation materials
· Interview students and instructors to identify problems.

· Review end-of-course critiques.
· Compare material provided incoming students with course documentation.
Training evaluation reports
· Check to see if the education/training organization has a procedure to ensure proper distribution of Academic Efficiency Reports (AERs)/Individual Training Reports (ITRs).

· Spot check AERs/ITRs.  Evaluate records from each type of course the education/training organization teaches (e.g., Military Occupational Specialty Qualification (MOSQ), NCOES, WOES, and OES).
Student attendance
· Spot check records.  (Check records from each type of course the education/training organization teaches (e.g., MOSQ, NCOES, WOES, and OES).

· Review ATRRS class roster or TRADOC Form 270R for IDT student attendance records.

· Review Student Evaluation Plan for minimum attendance requirements.
Student records
· Spot check student records (to include records in the Army Instructional Management System (for use with) Personal Computers (AIMS/PC), if applicable) selected at random from each type of course.
Body composition standards
· Review student records to identify how education/training organization has managed students who fail to maintain body composition standards.

· Discuss procedures with education/training organization staff.

· Check records of all Soldiers identified as overweight.  Students identified as overweight after enrollment must be processed IAW Army Regulation 600-9.

· Ensure height and weight data are annotated in AERs/ITRs.
ATRRS

· Compare course documentation to ATRRS entries.

· Verify that current student prerequisite and orientation information is in ATRRS, if appropriate.
· Verify that training institution enters student status codes IAW ATRRS guidelines.
· Verify that current (proponent approved) course data have been listed accurately in ATRRS, including all courses and DL phases/modules for which the education/training
· organization is the proponent.

· If course data in ATRRS are not correct, verify that proponent provided appropriate information to the Training Operations Management Activity (TOMA) at HQ, TRADOC.
Course prerequisites
· Enrollment of a student who does not meet prerequisites will constitute a “Not Met” unless a written waiver has been granted.  
· Check the in-processing roster to identify students with profiles.
· Check the record of every student on-site with a profile; every record must meet the standards.  Records of students with P3 or P4 profiles must contain Medical Review Board (MRB) results or other approved documentation (e.g., DA 3349).

· Review pre-execution checklists and written waivers.  Note:  Part 1 of the pre-execution checklist will not be evaluated; counseling prior to attending training is a unit leadership responsibility.

Transportation
· Ensure transportation times are annotated on the training schedule.

· Determine if transportation is organization or installation supported.

Make Mandatory Comments on Back of This Job Aid:

· Document problems identified with test control that could not be resolved.
· Document if organization has no standing procedures for determining which students should be retrained.  

· Document instances where remedial training was not provided when needed.

· Document systemic problems.

· Document discrepancies found in student dismissal files.

· Document if inadequate AER/ITR maintenance is a problem.

· Document if maintenance of attendance records is a problem.

· Document if absences exceed course requirements.

· Document when student record maintenance is identified as a problem.
· Document if maintenance of the ATRRS data is a systemic problem.

· Document when organization does not process students IAW references.
· For every student failing to meet course prerequisites, make a note of the student’s unit of assignment, course, and class.  Include this information in the summary report as HHI.

· Document if enrollment of students who do not meet course/phase/module prerequisites is a systemic problem.
· Comment on any transportation problems that disrupt training (e.g., late arrivals, no shows).

· Document instances of students not receiving required materials.  

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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           Met - Met w/ Comment - Not Met

Standard:  Institution has a Quality Assurance Program in place to conduct and ensure implementation of internal and external evaluations to improve, sustain, and develop effective education and training.
Criteria:
· QA Office/Element is part of the command group, with the director reporting to the Commandant or Chief of Staff.

· Title XI personnel are assigned to the QAO/QAE and report to the director.  Senior Title XIs have primary responsibility for accreditation of aligned RC Training Battalions.

· Institution has quality assurance and quality control functions in place to identify education/training program deficiencies and coordinate corrections.

· Quality Assurance (QA)/Quality Control (QC) instructions have been implemented.

· Institution has and follows a current Master Evaluation Plan (MEP)

· Institution conducts internal evaluations.
· Institution conducts external evaluations to determine if products, training, and education meet operational force and other stakeholder requirements.
· Institution conducts test/test item analysis and applies results.
· Evaluators participate as active team members in development of education/training programs and products.
· Institution conducts self-assessment IAW TR Pam 350-70-4, ensuring proponent school and RC training institutions are being assessed/accredited to the same standard.

· Proponent provides self-assessment report to accrediting agency prior to accreditation visit IAW references.  

· Proponent Institution evaluates and accredits affiliated RC training institutions IAW regulatory guidance, providing assistance, and raising HHIs as required.
· Proponent institution assures that the training materials for any course taught in both AC and RC training institutions teaches the same tasks to the same standards in both the AC and the RC.
Guidelines:

· Review organization’s missions and functions documents, feedback, and/or Self-Assessment Reports.
· Check project management plans to determine if QA personnel are identified as part of the development team.

· Review proponent MEPs to determine what evaluations were scheduled.

· Review results of internal and external evaluations. 

· Review documented justification as to the non-conduct of internal or external evaluations.

· Review current self-assessment report.

· Review reports of visits to affiliated RC training institutions.
Make Mandatory Comments on Back of This Job Aid:

· Record failure of organization to have QA/QC functions implemented.

· Record failure of organization to identify deficiencies and take corrective action.

· Identify HHIs.

· Document where, when, and why internal or external evaluations were not conducted as planned, were not planned, or no evaluation program exists.

· Document instances where Proponent School has not accredited affiliated RC training battalions IAW required references.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Instructor/POC:  ______________________________________________

Standard 18





           Met - Met w/ Comment - Not Met

Standard:  Institution has an effective system in place to forecast, update, and monitor its training and leader development-related resourcing requirements.
Criteria:
· The institution’s planning, programming, budgeting, and execution of resources demonstrate its capacity to accomplish its mission as well as and sustain and improve educational and training quality, while responding to the future challenges of a continuously changing operational environment and the opportunities made possible by advanced technologies.

· The proponent develops and maintains execution, planning, and programming of TD workload requirements IAW higher headquarters guidance.
· The proponent prepares and provides input to the Concept and Doctrine Development Plan.

· The proponent prepares and maintains a current TD Plan.

· The proponent prepares and maintains current TD Project Management Plans for all ongoing TD projects.

· The proponent uses TRADOC approved tasks to manage TD/DD workload and manpower requirements.

· The proponent incorporates training development, training implementation, and management workload into the ITRM and other higher headquarters workload report requirements.

· Resource requirements were identified during training design. 

· The institution identifies required equipment, TADSS, ammunition, pyrotechnics, training materials, consumable supplies, and references.
Guidelines:

· Compare the institution’s training/training development plans with the TRADOC Long-Range Plan and the TRADOC Budget Guidance (TBG).  

         -  Determine what resourcing actions (TDA/personnel, training, material, funding) were initiated based on long-range plans and the TBG.

        -  Has the institution planned/scheduled instructor/key personnel training for new tasks/training requirements?  Note:  Look at the project management plan and STRAPs.

        -  Determine what (if any) courses are being taught that are not in ATRRS or not resourced by HQ TRADOC.

        -  Does the proponent input data into the Instructional Training Resource Model (ITRM)? 

        -  Was the Training Requirements Arbitration Process (TRAP) used to adjust the current year’s individual training load? 

        -  Was the Structure Manning Decision Review Process (SMDR) used to adjust POM individual training requirements?

· Review the STRAP.  

· Review the Individual Training Plan (ITP).  
· Review the Course Administrative Data (CAD).  
· Review the Proponent TD Project Management Plans and ensure a plan has been created for each TD requirement identified by a needs analysis or training strategy.

· Review the proponent’s TD Plan and ensure it includes all of the project management plans and the doctrine development requirements.

Make Mandatory Comments on Back of This Job Aid:

· Record any significant strengths and weaknesses in the institution’s ability to forecast, update, and monitor its training and leader development-related resourcing requirements.

· Record instances where the proponent has requested critically needed resources and those resources have not been provided by higher headquarters.

· Document instances in which there are no official proponent-approved POIs.

· Notes (1) POI is approved by the proponent. (2) May be multiple versions of a course being taught simultaneously.

· Document instances where no concurrence had been received from TOMA for POIs that have been forwarded to TOMA (memorandum of transmittal on file).  Note as HHI.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Standard 19





           Met - Met w/ Comment - Not Met

Standard:  Proponent develops and maintains training products based on current and approved critical tasks and task analysis data.
Criteria:
· Commander/Commandant has approved the current critical task (collective and individual) lists.

· Proponent has the current, complete, approved critical task (collective and individual) analysis data. 

· Note: “Current” relates to tasks including approved doctrine and up-to-date reference data.

· Supported and supporting tasks are identified (i.e., Army Universal Task List (AUTL), and Universal Joint Task List (UJTL) tasks).
· Individual critical tasks are aligned horizontally at organizational levels for NCOs, WOs, and officers.

· Institution has documented approved modifications to task lists.

· Tasks titles are written to the prescribed standard of TR 350-70.

· Task analyses are completed to prescribed standard (i.e., conditions, standards, performance steps, performance measures, etc.).
· The critical tasks within an Military Occupational Specialty (MOS)/Area of Concentration (AOC) are vertically aligned.
Guidelines:

· Review Needs Analysis documents.

· Review task analysis data and related audit trail memoranda.
· Review critical task approval memorandum and critical task selection board documentation.
· Compare tasks listed in POI and Training Support Packages (TSPs) to approved task list.

· Review any memoranda which require deviation from approved critical task list.

· Compare tasks to current reference material (e.g., doctrine, STRAPS, technical manuals).

· Verify the critical task list modifications have been approved by the Commander/ Commandant.

· Sample Mission Training Plans (MTPs) and Soldier Training Publications (STPs) to verify that they reflect current, approved critical tasks.
Make Mandatory Comments on Back of This Job Aid:

· Document cases where a course is not designed using current tasks or task analysis data.

· Document cases where a critical task list is not approved by the Commander/ Commandant.
· Document cases where tasks and task analysis do not reflect current doctrine.
· Document cases where MTPs and/or STPs do not reflect current, approved critical tasks. Note:  Not all proponents have MTPs or STPs (e.g., there is no requirement for STPs for Warrant Officers).
· Document cases where the TRADOC-directed automated task database does not contain current, valid task and task analysis data.

Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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           Met - Met w/ Comment - Not Met

Standard:  Proponent designs and develops efficient, effective and relevant AC and RC training to the same task performance standard, using (as appropriate) live, constructive, and virtual training. 
Criteria:
· Education/training is designed and developed following the Systems Approach to Training (SAT) processes and IAW references.  

· Needs analyses are conducted, documented, and feed the subsequent processes.

· Learning objectives (TLO/ELOs) reflect task performance and supporting skills/knowledge.


    =    Learning objectives are derived from (match/support) the tasks to be taught in the lesson.


    =    ELOs support learning of the TLO.


    =
   Action, conditions, and standards are specified for all learning objectives.


    =
   LOs are written to prescribed standards per TR 350-70.

            =   LOs reflect the performance required of the tasks being trained.

            =   LOs identify standards that measure performance of the LO action statement.       
· Course is structured based on learning hierarchy derived from tasks and supporting skills and knowledge.

· Methods of instruction and technique of delivery selected are an effective way of presenting the material.
· Education/Training is:


    =   Vertically aligned between courses.

    =   Horizontally integrated across the education systems.

    =
   Progressive and sequential within a course.

            =   Progressive and sequential between courses within an MOS/AOC (higher skill level training does not duplicate lower skill level training.)
· TSPs provided to RC training institutions for any course teach the same tasks as are taught in the AC training institution conducting the course and teach them to the same performance standards.

· Audio-visual materials and special effects used in the education/training contribute to learning.
· Training/education incorporates, as appropriate, distributive learning techniques and/or TADSS to provide for efficient, effective, relevant, and safe learning.  It: 


    =   Uses live, virtual, and constructive training where appropriate.  For example, provides simulation of full spectrum operations in the contemporary operational environment.


    =   Uses Interactive Multimedia Instruction (IMI) where appropriate.


    =   Uses training aids or training devices where appropriate.
· Skills and performance are tested at the applicable level or above.

· Pretests are incorporated into the programs that administer IMI. 

· All resources required to implement education and training are identified and included in appropriate documents (e.g., ITP; CAD; POI; lesson plans; MCA requests; and reports to higher headquarters, such as MSRs, POM, and UFR submissions).
· Safety hazards, environmental considerations, and risk assessments are addressed in the lesson material (includes TSP).
· POI/TSP/lesson plan specifies the required ranges and training areas.
· Instructor-to-student ratio is prescribed in the lesson plans.
· POIs contain class size limitations.

· Institution has appropriate written ownership releases on file for copyright and intellectual materials used in education/ training.
· Proponent incorporates COE variables into training exercises and classroom work, as appropriate, explaining these variables at a level appropriate for the training audience and illustrating them with appropriate examples from the real-world COE.

· Proponent designs training for combat proficiency under realistic conditions that enable tough, realistic, and challenging training within the constraints of safety and practicality.

· Proponent develops and/or uses scenarios, OPFOR, and supporting training aids, devices, simulators, and simulations (TADSS) to produce training environments that realistically replicate full-spectrum operations in COE conditions.

· A long-range individual training strategy (Individual Training Plan) is created and maintained for each MOS/AOC or special area (e.g., Diver, Movement Control Officer/NCO) for which the organization is proponent.

· A short-range individual training strategy is created and maintained for each job for which the organization is proponent.

· A self-development training strategy is created and maintained for each job for which the organization is proponent.
· Standards in Training Commission (STRAC) tables are created and maintained by appropriate proponents (as applicable).

· STRAPs are aligned with the ITPs.

Guidelines:

· Review training strategy documents and ITP.

· Compare MOIs and techniques of delivery to guidance in appendix H, TRADOC 
· Reg 350-70.

· Look across the education systems to verify the education/training is horizontally integrated. 

· Look at a specific course and verify that the course provides for progressive and sequential learning.

· Look at the education/training produced for an MOS/AOC and verify that the courses provide for progressive and sequential learning.

· Verify that audio-visuals and special effects used in training comply with guidance provided in Chapter 4, TRADOC Pam 350-70-2.
· Review course design and development documentation.
· Compare lesson LOs to tasks to be taught by the lesson to determine if the specified lesson actually teaches task performance.
· Compare lesson LOs to the lesson materials to determine if the material teaches the LOs.
· Review the Course Administrative Data (CAD) and ensure it contains all the required documentation and is submitted 36 months prior to the course implementation date.

· Compare training materials provided to RC training institutions for a particular course with training materials used in the AC training institution conducting that course to determine if they teach the same tasks to the same standards.

· Review assessment and feedback information for instances in which better use of Methods of Instruction (MOI), technique of delivery, and/or audio-visuals would improve the training, given the conditions under which the instruction occurs.

· Review short-range individual training strategies to ensure they are written to prescribed standards (e.g., includes all critical individual tasks for the covered job and required resources).
· Review long-range individual training strategies (ITPs) to ensure they are written to prescribed standards (e.g., provide for cradle to grave education/training for the covered MOS/AOC or special area and includes required resources).

· Verify that a Career Development Model has been created for each MOS/AOC or special area.
· Review the System Training Plan (STRAP). 

· Review the Individual Training Plan (ITP).
· Verify that the ITPs included in the STRAPs are aligned.      

Make Mandatory Comments on Back of This Job Aid:

· Document instances where the LOs do not support the tasks to be trained.

· Document cases where the LOs are not written to prescribed standard.

· Document cases where LOs are not used.
· Document all instances where the test taken by the students does not measure performance of the learning objective.
· Document cases where education/training is not vertically and horizontally integrated or progressive and sequential.

· Document if the course design/development documentation doesn’t exist.
· Document if course data provided to TOMA by the proponent is not reflected in ATRRS.

· Document instances of lesson plans calling for a FTX, CPX, STX, or other similar exercise without calling for or allowing time for the AAR.
· Document if courseware provided to RC training institutions does not teach the same tasks as are taught in the AC training institution conducting the course and teach them to the same performance standards.

· Document as “Not Met” if the proponent has not provided the RC equivalent and current course materials.
· Document instances where the training strategies are non-existent. 

· Document instances where the training strategies and ITPs are not current (e.g., do not reflect current doctrine, materiel, or organizational designs).

· Document instances where a course taught is not included in the long-range individual training strategy.

· Document instances where courses identified in an approved ITP are not taught.

· Document instances where a Career Development Model has not been created for a MOS/AOC or special area.  The models should be found in STPs.

· Document instances where the STRAP and ITPs are not aligned. 

Evaluator’s Worksheet
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           Met - Met w/ Comment - Not Met

Standard:  Institution develops and provides valid and reliable criterion-referenced tests.
Criteria:
· Tests provided are valid.  
· Test item analysis was conducted and validity and reliability results were/are being applied to the tests. 

· Test items match conditions, actions, and standards of objectives and measure actual on-the-job performance to the maximum extent possible.

· Test items are criterion-referenced, performance, or performance based.
· Performance tests and practical exercises are included in or provided to support lessons.

· Tests measure all TLOs for lessons covered by the test. 

· TD proponent furnishes to trainers a test administration guide for each test. 
· Test control and administration procedures are included in the CMP, lesson plans, and/or with tests.

· Developers handle and store tests IAW regulatory guidance.

· Developers have documentation of changes made based on item analysis.

· Developers produce a Student Evaluation Plan (SEP) for each course.
Guidelines:
· Review test/test item analysis data.
· Determine if test/test item analysis results are provided to, and used by, the individuals responsible for constructing/revising the test(s).

· Review validation reports to verify that validation guidelines were followed and that tests/courseware were validated and errors were corrected.

· Crosswalk the test plans with the lesson plans.
· Compare tests to lesson LOs to determine if the specified test actually measures student performance of the established LOs to the prescribed standards.
Make Mandatory Comments on Back of This Job Aid:

· Document any use of invalid tests.
· Document the absence of a test plan.

· Document instances in which item analysis was not used to improve tests.

· Document the absence of an SEP.

· Document if test items were not developed for all lesson objectives.
Evaluator’s Worksheet
EVALUATOR COMMENTS
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           Met - Met w/ Comment - Not Met

Standard:   Education/training reflects current Joint, Army, and Branch doctrine (e.g., COE, OPFOR) at the appropriate level and incorporates lessons learned from Combat Training 
Criteria: 
· Proponent has current Doctrine references available.
· Proponent has current COE and OPFOR references available and ensures that staff, faculty Centers, unit operational deployments, and the Center for Army Lessons Learned., and students can subscribe to and access the TRADOC ADCSINT-Threats Collaboration Center on AKO to maintain currency.

· Proponent training development plans reflect the implementation of COE.

· Proponent divests itself of Cold War operational environment, doctrine, TTP, scenarios, threat, and OPFOR, and implements full-spectrum operations in the COE in classrooms and training scenarios.

· Proponent makes classes relevant to the COE, current doctrine, and lessons learned instead of using an out-of-date lesson plan, POI, or training scenario.

· Proponent provides feedback to TRADOC DCSINT on the effects of COE on training; this will assist in continuing development of the COE to drive desired training outcomes and leader development goals while remaining linked to real-world trends.

· Proponent works with the field to push lessons learned to CALL for quick analysis and dissemination for inclusion in curricula and for updating doctrine.

· Training of instructors/writers and training developers includes instruction on COE as a framework—

· To understand and analyze the complex and ever-changing combination of conditions, circumstances, and influences that affect real-world military operations.

· To ensure that training environments represent the degree of unpredictability and complexity present in real-world operational environments (OEs) in a manner that sufficiently challenges the training audiences.
Guidelines:

· Review analysis and courseware for appropriate incorporation of the COE and its critical variables into training and leader development events and activities.

· Review analysis and courseware for inclusion of current Joint (as appropriate), Army, and Branch doctrine.

· Review analysis and courseware for inclusion of current Army COE OPFOR doctrine and replacing all references to Cold War OPFOR doctrine and terminology.

· Review analysis and courseware for appropriate incorporation of lessons learned.
· Check to see that proponent staff and faculty periodically access CALL and CTC counterparts.
Make Mandatory Comments on Back of This Job Aid:

· Record instances where training materials have not been divested of the Cold War operational environment, doctrine, TTP, scenarios, threat, and OPFOR.

· Record instances in which current COE characteristics, current Army and Branch doctrine, current OPFOR doctrine, and lessons learned are not incorporated in training materials.
· Identify all issues that are the responsibility of higher headquarters or organizations outside of the institution’s ability to control (e.g., common core instruction or common training scenarios).
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Observations or Comments Related to Rating:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 23





           Met - Met w/ Comment - Not Met

Standard:  Institution has a Staff and Faculty Development Program in place and develops its staff and faculty to meet regulatory, institutional, and career development requirements.
Criteria:

· Institution provides evidence of staff and faculty needs assessment.

· Institution provides training to its staff and faculty IAW references.

· Institution provides training on the use of training/training development automated systems as required.

· Required self-development training is available for improving staff and faculty skills and increasing faculty subject matter mastery.

· Staff and faculty have current, documented Individual Development Plans (IDP).

· Staff and Faculty of the appropriate grade and position have completed or are scheduled to attend the Training Developer Middle Manager Course and the Senior Training Manager Course.
· Staff and faculty development meets regulatory, institutional, and career development requirements.

· Institution has a Staff and Faculty Development Program Office.

Guidelines:

· Review training for following populations:

· Instructors/Cadre.
· Training Developers. 

· Evaluators.
· Training Development Managers. 

· Training Managers.

· GS 1700 series personnel.
· Installation personnel, as required.
· Compare numbers trained annually against target populations to determine whether or not training keeps pace with projected turnover.

· Review staff and faculty IDP.
Make Mandatory Comments on Back of This Job Aid:
· Document missing IDPs for staff and faculty.

· Document if staff or faculty members have not completed the training program required for their specific jobs.

· Identify all issues that are the responsibility of higher headquarters or organizations outside of the institution’s ability to control.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


TRADOC Accreditation Standards Evaluator’s Job Aid
Name of Evaluator:  ___________________________________________   Date: ______________

Program/Course:  _____________________________________________

Instructor/POC:  ______________________________________________

Standard 24





           Met - Met w/ Comment - Not Met

Standard:  Institution and its subordinate training organizations develop, publish, and follow command training guidance in accordance with the Army’s training doctrine.
Criteria:
· The Institution's mission, commander's intent, vision, goals, objectives, core competencies, and priorities are in consonance with those of DA, TRADOC, and others, as appropriate.

· The Institution's leaders, staff, and faculty demonstrate awareness of, can articulate, and support the CTG.

· Processes exist to ensure that the CTG is executable as written and to make changes to the guidance as necessary throughout the period covered.
Guidelines:

· Review the institution’s Command Training Guidance.

· Interview leaders, staff, and faculty.

· Note: Whether or not the guidance needs to be updated is the commander’s call, per FM 7-0.
Make Mandatory Comments on Back of This Job Aid:

· Institution provides no Command Training Guidance.
· Command Training Guidance not nested with DA, TRADOC, and others as appropriate. 
· Lack of staff and faculty awareness and understanding of the Command Training Guidance.
Evaluator’s Worksheet
EVALUATOR COMMENTS

Mandatory Comments (Including HHIs):                          ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Observations or Comments Related to Rating:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Improvements:  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
