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NAMTRAU NORFOLK VA INSTRUCTION 1500.1J

Subj:  TRAINING PROGRAM

Ref:  (a) OPNAVINST 1500.22

      (b) OPNAVINST 5351.2

      (c) OPNAVINST 5100.23

      (d) OPNAVINST 4790.2 

      (e) NAMTRAGRUINST 1540.20

      (f) NAMTRAGRUINST 1540 

      (g) NAMTRAGRUINST 1500.18

      (h) NAMTRAUNORVAINST 1540.1

Encl:  (1) Instructor/CIS Training Check Off Sheet

       (2) Instructor Cross-Training Tracking Sheet

       (3) Training Muster Form

       (4) NAMTRAU Norfolk Training Coordinator Billet 

           Description

       (5) Department Training Petty Officer Billet Description

       (6) Training Tally Report


  (7) Monthly Training Input

1.  Purpose.  To consolidate requirements and provide policy for the comprehensive training of all personnel attached to NAMTRAU Norfolk.

2.  Cancellation.  NAMTRAGRUDETNORVAINST 1500.1H

3.  Discussion.  References (a) through (h) establish training requirements for General Military Training (GMT) Navy Military Training (NMT), Petty Officer/Chief Petty Officer Indoctrination, Safety training, Instructor in-service Training, and In-rate training.  Combining these requirements into a single instruction unifies the unit training goals and assists assigned personnel in professional growth and developing leadership skills.
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4.  Responsibilities
    a.  Executive Officer
        (1) Ensure the Assistant and Department Training Petty Officers are designated in writing utilizing enclosures (4) and (5).

        (2) Maintain cognizance over the Unit’s Training Program.

        (3) Chair the Planning Board For Training (PBFT).

        (4) Approve the quarterly training schedule.

    b.  Command Master Chief
        (1) Command Master Chief will schedule and assign instructors for PO/CPO Indoc courses as required per reference (b).

    c.  Training Coordinator
        (1) Solicit and forward to PBFT recommendations for training from personnel not normally within the scope of GMT, such as Career Counselor or Drug and Alcohol Abuse Advisor.

        (2) Advise PBFT of GMT requirements.

        (3) Monitor GMT to ensure it meets requirement of reference (a).

        (4) Prepare Quarterly Training Schedule and submit to the Executive Officer NLT the 20th of the last month of the quarter.

        (5) Ensure timely submission of annual in-service training plan to the Executive Officer prior to 1 July each year.

        (6) Prepare and submit the Training Talley Report enclosure (6) for the quarter to the Executive Officer prior the 20th of the last month of the quarter. 

        (7) Maintain GMT and in-service training files for 3 years.
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        (8) Distribute GMT training attendee list.

        (9) Advise FTS/CIS Supervisor when the annual training program is due.

        (10) Submit the schedule of monthly training to be included in the Monthly Maintenance Plan enclosure (7).

    d.  Area FTS
        (1) Monitor all instructor evaluations and in-service training.

        (2) Provide Phase II through Phase V training and instructor in-service training.

    e.  CIS Supervisor

        (1) Monitor all course/instructor evaluations and advise the PBFT of problem areas.

        (2) Provide the Training Coordinator the quarterly PHASE training Schedule NLT the 17th of the last month of the quarter.

        (3) Monitor the in-service training to ensure it meets the needs of the activity.

        (4) Assist the FTS in providing the PHASE II through PHASE V training and instructor in-service training.

        (5) Provide the Training Coordinator a copy of completed PHASE Muster sheets.

    f.  MTU/Supervisor/Officers

        (1) Assign the MTU/Department Training Petty Officer using enclosure (5).

        (2) Ensure all assigned personnel attend scheduled training.

        (3) Report, in writing, to the Executive Officer, via CIS Supervisor, the completed individual Instructor/CIS in-service Training Check-off Sheet enclosure (1) or circumstances for not completing within 15 months of reporting date.
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        (4) Ensure all enlisted personnel have a training jacket and they are maintained per reference (d).

        (5) Ensure the Training P.O. enters completed training/missed training is entered into the Individual Training Jacket per reference (d).

        (6) Ensure the designated Training P.O. submits the Training Talley Report enclosure (6) to the Training Coordinator NLT the 6th of every month for monthly consolidation.

        (7) Ensure Training Petty Officers submit quarterly In-rate training plan to the Training Coordinator NLT 17th of the last month of each quarter.

        (8) Ensure personnel assigned that are within the first year of service attend Navy Military Training (NMT) training provided by Student Affairs.

    g.  MTU/Department Training Petty Officers

        (1) Submit Training Talley Report enclosure (6) to the Training Coordinator via the MTU/Department Supervisor/Officer NLT 6th of each month.

        (2) Submit quarterly In-rate training plan to the Training Coordinator via the MTU Supervisor/Officer NLT the second Friday of the last month of each quarter.

        (3) Configure Individual Training Jacket per reference (d).

        (4) Enter completed training into the individual training jacket per reference (d).

    h.  Student Affairs

        (1) Will provide Navy Military Training to all personnel assigned both students and staff that are within the first year of service.

        (2) Completed NMT training will documented in the service member’s personnel record on a page 13 per reference (b).
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        (3) Student Control will complete the Training Talley Report and submit it to the Training Coordinator NLT 6th of each month.

    i.  Planning Board For Training

        (1) Members are the Executive Officer (Chairperson), Command Master Chief, CIS Supervisor, FTS, Training Coordinator, and MTU/Supervisors/Officers.

        (2) Hold quarterly meeting during the last month of the quarter to plan training and assign training responsibility for upcoming quarter.

        (3) Advise the Executive Officer of Inter-MTU cross-training requirements/utilization.

5.  Definitions and Procedures.  The following definitions and procedures apply to instructor/training and are provided for guidance.  

    a.  Indoctrination Training

        (1) Indoctrination training is defined, as specific training required ensuring personnel qualify in a timely manner to perform primary duties and to introduce newly assigned personnel to the command climate. Minimum indoctrination training requirements are contained in reference (a).

        (2) Indoctrination training may take any form from formal enroute training, such as instructor basic training for instructors, to on-the-job training (OJT) for an Administrative Office clerk.  The type and amount of indoctrination training will vary from person to person.  Specifics and procedures relative to indoctrination training are:

            (a) Additional standardized local requirements are determined by the PBFT.

            (b) Maintenance Training Unit (MTU)/Supervisors/Officers will determine if additional indoctrination training is required during personnel check-in.
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            Indoctrination training shall commence when personnel report for duty.  Phases I through V should be completed In Accordance With enclosure (1).

            (c) Enclosure (1) shall be maintained in individual training records.  MTU/Supervisors/Officers will monitor timely completion of Phase requirements.

    b.  In-service Training

        (1) In-service training is defined as training to better prepare instructors for teaching assignments and to other personnel to perform professional duties or to promote professional growth.

        (2) The in-service training program is contained in reference (e) and procedure for conducting it are as follows:

            (a) Formal in-service training requirements will be established and submitted to the Executive Officer with the annual training plan NLT 1 July of each year.  It will be published on the NAMTRAU Intranet Quarterly Training Schedule.

            (b) Record of the in-service training shall be recorded per reference (e) and (d) utilizing enclosure (3).  A copy of completed in-service shall be forwarded to the Training Coordinator upon completion.

            (c) In-service training will be provided by the FTS with assistance from CIS personnel.  It will be conducted on the second Thursday of every month. 

    c.  Safety Training
        (1) Safety training shall be conducted monthly.  The Command Safety Officer will schedule and submit quarterly training plan to the Training Coordinator NLT 17th of the last month of the quarter.

    d.  In-rate Training
        (1) Is defined as In-rate specific and or professional training.
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        (2) In-rate training will be conducted weekly and documented per reference (d).

    e.  General Military Training/Navy Military Training
        (1) GMT is defined as non-occupational general training required periodically for all Navy personnel. Required Navy wide topics and lesson plans are distributed each fiscal year.

        (2) NMT is defined as training for enlisted personnel during their first year of service following completion of recruit training. NMT provides the tools to continue the transformation from civilian life to military. NMT was formally named Basic Military Training Continuum.







   //s//


J. W. WIRWILLE, JR.
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INSTRUCTOR/CIS IN-SERVICE TRAINING CHECK OFF SHEET

NAME:________________             DATE REPORTED:_____________

RATE:________________             UNIT:______________________

            SUBJECT              RESPONSIBILITY      DATE COMPLETED   INITIALS

PHASE I     INDOCTRINATION       MTU/O/CIS          ______________   ________

PHASE II    CURRICULUM 

            DEVELOPMENT          FTS/CIS             ______________   ________

PHASE III   EVALUATION           CIS                 ______________   ________

PHASE IV   MEDIA SELECTION       CIS                 ______________   ________

PHASE V    ECR OPERATION         CIS


______________  _________

PHASE VI   INSTRUCTOR QUAL.      MTU’s/O

            INSTRUCTOR BASIC                         ______________   ________

            PRIMARY ASSIGNED

            COURSE                                   ______________   ________

            CIN:_____________   (SIT THROUGH)        ______________   ________

                                (TEACH THROUGH)      ______________   ________

                                (COURSE QUAL’ED)     ______________   ________

            1st PRE-CERT EVAL                         ______________   _________

            2nd PRE-CERT EVAL                         ______________   _________

            3rd PRE-CERT EVAL                         ______________   _________

            MONTHLY EVAL                            ______________   __________

            MONTHLY EVAL                            ______________   __________

            MONTHLY EVAL                            ______________   __________

PHASE V     SAFETY AND OTHER    TRNG COORD/CO      

            ASSIGNED TOPICS                         ON GOING TRAINING

GROUP PACED INSTRUCTOR TRAINING                     ______________

NAVY RIGHTS AND RESPONSIBILITY                      ______________

CITC                                                ______________

Enclosure (1)
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INSTRUCTOR CROSS TRAINING TRACKING SHEET

NAME:_________________           DATE REPORTED:_______________

RATE:_________________           UNIT:________________________

                                  DATE COMPLETED      INITIALS 

CROSS TRAINING QUALIFICATION

CIN:_____________SIT THROUGH      ______________      ________

TEACH THROUGH                     ______________      ________

1ST CROSS TRAINING EVALUATION      ______________      ________

2ND CROSS TRAINING EVALUATION      ______________      ________

CRS QUALIFIED                     ______________      ________

CROSS TRAINING QUALIFICATION

CIN:_____________SIT THROUGH      ______________      ________

TEACH THROUGH                     ______________      ________

1ST CROSS TRAINING EVALUATION      ______________      ________

2ND CROSS TRAINING EVALUATION      ______________      ________

CRS QUALIFIED                     ______________      ________

CROSS TRAINING QUALIFICATION

CIN:_____________SIT THROUGH      ______________      ________

TEACH THROUGH                     ______________      ________

1ST CROSS TRAINING EVALUATION      ______________      ________

2ND CROSS TRAINING EVALUATION      ______________      ________

CRS QUALIFIED                     ______________      ________

Enclosure (2)
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NAMTRAU NORFOLK GENERAL TRAINING MUSTER FORM

SUBJ:___________________________________________   DATE:_________

INSTRUCTOR:_____________________________________

1.  ________________________
          21.  ________________________

2.  ________________________            22.  ________________________

3.  ________________________            23.  ________________________


4.  ________________________            24.  ________________________

5.  ________________________            25.  ________________________

6.  ________________________            26.  ________________________

7.  ________________________            27.  ________________________

8.  ________________________            28.  ________________________ 

9.  ________________________            29.  ________________________

10.  _______________________            30.  ________________________

11. ________________________            31.  ________________________

12. ________________________            32.  ________________________

13. ________________________            33.  ________________________

14. ________________________            34.  ________________________

15. ________________________            35.  ________________________

16. ________________________            36.  ________________________

17. ________________________            37.  ________________________

18. ________________________            38.  ________________________

19. ________________________            39.  ________________________

20. ________________________            40.  ________________________

                                                   Enclosure (3)
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From:  Commanding Officer, Naval Air Maintenance Training Unit,

       Norfolk

To:    

Subj:  ASSIGNMENT AS NAMTRAU NORFOLK TRAINING COORDINATOR

Ref:   
(a) OPNAVINST 1500.22 

(b) OPNAVINST 5100.23 


(c) OPNAVINST 4790.2 


(d) NAMTRAGRUINST 1540.20 


(e) NAMTRGRUINST 1540 


(f) NAMTRAGRUINST 1500.18 


(g) BUPERSINST 1430.16 


(h) NAMTRAUNORVAINST 1500.1J

1.  In accordance with reference (h), you are hereby assigned the duties as NAMTRAU Norfolk Training Coordinator.

2.  In the execution of your duties, you shall familiarize yourself with and adhere to all applicable portions of references (a) through (h).

                                             _______________________

                                                   CO Signature

FIRST ENDORSEMENT

From:  NAMTRAU Norfolk Training Coordinator

To:    Commanding Officer, Naval Air Maintenance Training Unit,

       Norfolk

1.  I have read and am familiar with the above listed references and assume the responsibilities as NAMTRAU Norfolk Training Coordinator.

                                     _____________________________

Copy to:

NAMTRAU Norfolk Training Coordinator

Training Record

                                                  Enclosure (4)
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From:  MTU/Departmental _______ Supervisor/Officer

To:    _______________________

Subj:  ASSIGNMENT AS MTU/Departmental ________ TRAINING PETTY OFFICER 

Ref:   (a) OPNAVINST 1500.22 


(b) OPNAVINST 5100.23 


(c) OPNAVINST 4790.2 


(d) NAMTRAGRUINST 1540.20 


(e) NAMTRGRUINST 1540 


(f) NAMTRAGRUINST 1500.18 


(g) BUPERSINST 1430.16 


(h) NAMTRAUNORVAINST 1500.1J

1.  Per reference (h), you are hereby assigned the duties as MTU/Departmental ______ Training Petty Officer.

2.  In the execution of your duties, you shall familiarize yourself with and adhere to all applicable portions of references (a) through (h).

MTU O/S Signature and Date  ______________________________

Designee’s Signature and Date ____________________________

Copy to:

NAMTRAU Norfolk Training Coordinator

Training Record

Enclosure (5)
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NAMTRAU NORFOLK TRAINING TALLEY REPORT

FOR   MONTH  YEAR
	IN SERVICE TOPICS
	1026
	1031
	3040
	4032
	ADM/

LEG.
	CIS
	MIS
	QA
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	IN RATE TRAINING
	1ST WEEK
	2ND WEEK
	3RD WEEK
	4TH WEEK
	TOTAL
	NMT TOPIC
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IN-SERVICE TOPICS ARE SCHEDULED AS PER THE QUARTERLY TRAINING PLAN

### INDICATES A POWER POINT PRESENTATION IS AVAILABLE
** INDICATES NO COMPLETED TRAINING REPORT SUBMITTED

Enclosure (6)
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Month Year
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