                                                   NAMTRAUWHIDBEYINST 1500.1L

                                                   Training Officer

                                                   14 Aug 01

NAMTRAU WHIDBEY ISLAND INSTRUCTION 1500.1L

Subj:  GENERAL MILITARY TRAINING (GMT)/IN-SERVICE TRAINING PROGRAM

Ref:   (a) NAMTRAGRUINST 1500.18A

       (b) NAMTRAGRUINST 1540.20F

       (c) OPNAVINST 4790.2G

Encl:  (1) Safety Video Series

       (2) OPNAV 4790/33 (Rev 3-73), Training Syllabus

       (3) Completed OPNAV 4790/33 (Rev 3-73), In-Service Training Syllabus

       (4) NAMTRAU WI 1500/1 (8-01), Maintenance Training Record Left/Right 

           side

       (5) NAMTRAU WI 1500/2 (8-01), Marine Corps Specialized Training Record 

           Contents

       (6) NAMTRAU Whidbey Island Rate Group Collateral Duty Listing

       (7) Training Responsibilities Tree Diagram

       (8) GMT Procedures Flow Chart

       (9) In-Service Training Procedures Flow Chart

       (10) Rate Training Procedures Flow Chart

       (11) NAMTRAU WI 1500/6 (8-01), NAMTRAU Whidbey Island Rate Group 

            Collateral Duty Assignment

       (12) NAMTRAU WI 1500/7 (8-01), Quarterly In-Service Training Report 

            Inputs

1.  Purpose.  To provide policy and guidance for the conduct of a comprehensive and standardized training program for the personnel attached to Naval Air Maintenance Training Unit (NAMTRAU), Whidbey Island, Washington.

2.  Cancellation.  NAMTRAUWHIDBEYINST 1500.1K.

3.  Background.  Reference (a) directs the vigorous pursuit of an effective training program to encompass the General Military, Rate, and In-Service Training requirements for staff and instructor personnel of NAMTRAGRU commands.

4.  Discussion.  To achieve the goals of a GMT/In-Service and Rate Training Program, all personnel will receive and document the appropriate training as outlined in this instruction.

5.  Responsibilities
    a.  The Commanding Officer (CO) will have cognizance of the overall program within the command.

    b.  The Command Training Officer (CTO) will:

        (1) Coordinate all hands GMT as required.

        (2) Ensure this instruction is reviewed and updated annually.

NAMTRAUWHIDBEYINST 1500.1L

Training Officer

14 Aug 01

        (3) Prepare an annual In-Service Training Plan and keep it for three years.

        (4) Review and update the GMT master Training Schedule annually or as required.

        (5) Review command training records quarterly and annotate them utilizing enclosure (4).

    c.  The Command Training Petty Officer (CTPO) will:

        (1) Assist the CTO as necessary.

        (2) Coordinate with the Rate Group Training Petty Officers (RGTPO) the preparation of the Quarterly In-Service Report, enclosure (12) for submission to the CTO.

        (3) Maintain and update web site as necessary.

        (4) Review command training records for accuracy and compliance quarterly.

    d.  The Leading Instructor (LI) will:

        (1) Ensure Rate Group personnel receive and attend all required training.

        (2) Develop a quality in-rate training program.

        (3) Designate in writing all collateral duties using enclosures (6) and (11).

    e.  The RGTPO will:

        (1) Maintain all Rate Group Training records in accordance with reference (c).

        (2) Submit quarterly In-Service Training Report inputs to CTPO.

        (3) Develop a pre-printed professional training syllabus for their respective platforms within each Rate Group office.

        (4) Assist the CTPO as necessary.

6.  Action
    a.  The CO will designate, in writing, as a collateral duty, a Petty Officer or Staff Non-Commissioned Officer as the Command Training Officer (CTO).

    b.  The LI will designate, in writing, as a collateral duty, a Petty Officer or Staff Non-Commissioned Officer as the Rate Group Training Petty Officer (RGTPO), utilizing enclosure (11).
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7.  Training Guidelines and Procedures
    a.  GMT
        (1) All-Hands GMT will be conducted as directed by higher authority.  Time and location will be posted in a timely manner on a case by case basis.

        (2) Rate Group GMT will be held monthly utilizing MS Word Instructor Guides along with the corresponding Power Point Slide presentations.  The training subject will be scheduled as outlined in the GMT Master Training Schedule on the LAN under PDC/Training/GMT.

        (3) The RGTPO will keep records of GMT taken for tracking purposes.

        (4) NAVOSH required training, as a minimum will be conducted annually in accordance with enclosure (2).  Training will be documented within section 4, right side of the training record.

    b.  Rate Training
        (1) In-rate training will be conducted the same as GMT.  A quarterly schedule of proposed training subjects shall be drafted by the RGTPO and posted within the Rate Group upon approval by the LI.

        (2) The RGTPO shall document Professional training using enclosure (2) and inserted within section 3, right side of the training record.

    c.  In-Service Training
        (1) In-Service training will be conducted on a quarterly basis.

        (2) All personnel shall receive the applicable In-Service Training outlined in enclosure (3).  A copy of enclosure (3) shall be placed within section 3, right side and used for documenting the completed training. 

        (3) Phase I training (Indoctrination) is required for all hands.  Refer to Command Standard Organization Manual (SORM).

        (4) Phase II, III, IV, and V is required for Instructors and Instructural System Development (ISD) personnel only, using enclosure (3).

        (5) Completed Instructor Evaluations, P1 through M3, all quarterly evaluations, and instructor certifications and waivers will be inserted in chronological order within the back of section 3, right side of training record.

        (6) The Field Training Specialist (FTS) will ensure required personnel receive Phase II and III training.

    d.  Training Records
        (1) Personnel Training Records shall be organized as outlined in
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enclosure (4) for Navy personnel and enclosure (5) for Marine Corps personnel.

        (2) See enclosure (4) for individual training record sections and inserts.

8.  Forms  

    a.  NAMTRAU WI 1500/1 (8-01), Maintenance Training Record Left/Right side; NAMTRAU WI 1500/2 (8-01), Marine Corps Specialized Training Record Contents; NAMTRAU WI 1500/6 (8-01), NAMTRAU Whidbey Island Rate Group Collateral Duty Assignment; and NAMTRAU WI 1500/7 (8-01), Quarterly In-Service Training Report Inputs may be locally reproduced as needed.  Additionally, they can be locally accessed via the LAN under network neighborhood/pdc/instructions/forms.units or by contacting the Admin Office.  

    b.  OPNAV 4790/33 (Rev Mar 1973) is available under Navy Electronic Directives System’s website at http://neds.nebt.daps.mil.  

    c.  Forms printed from electronic versions of this instruction are authorized for use.





    R. J. FIEGL, JR.

Distribution:

NAMTRAUWHIDBEYINST 5216.1P

List D
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SAFETY VIDEO SERIES

	MONTH
	AO
	AE
	AD/AF
	SUPPLY/

QA
	AV/2M
	EA
	EP
	SA/ADP
	ISD/

ADMIN

	JAN
	1
	
	6
	
	5
	
	4
	
	3

	FEB
	
	1
	
	6
	
	5
	
	4
	

	MAR
	2
	
	1
	
	6
	
	5
	
	4

	APR
	
	2
	
	1
	
	6
	
	5
	

	MAY
	3
	
	2
	
	1
	
	6
	
	5

	JUN
	
	3
	
	2
	
	1
	
	6
	

	JUL
	4
	
	3
	
	2
	
	1
	
	6

	AUG
	
	4
	
	3
	
	2
	
	1
	

	SEP
	5
	
	4
	
	3
	
	2
	
	1

	OCT
	
	5
	
	4
	
	3
	
	2
	

	NOV
	6
	
	5
	
	4
	
	3
	
	2

	DEC
	
	6
	
	5
	
	4
	
	3
	


    1 – NAVOSH Indoctrination
4 – Back Injury Awareness/Ergonomics

    2 – Sight Conservation  
5 – HAZMAT Awareness 

    3 – Hearing Conservation 

6 – Lock-Out/Tag-Out Procedures

Note:  There are several videos on each of the above topics available for check-out from NAS Whidbey OSHA Officer.  Phone number 257-2426.
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	TRAINING SYLLABUS

	NAME
	RATE
	SSN

	LECTURE
	TITLE
	INST.
	DATE
	GRADE
	ENTRY BY
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IN-SERVICE TRAINING

	TRAINING SYLLABUS

	NAME
	RATE
	SSN

	LECTURE
	TITLE
	INST.
	DATE
	GRADE
	ENTRY BY

	******
	PHASE I TRAINING
	*****
	*****
	*****
	*******

	******
	INDOCTRINATION
	*****
	*****
	*****
	*******

	******
	a.  Introduction
	
	
	
	

	******
	b.  Command Presentation
	
	
	
	

	******
	c.  Command Overview
	
	
	
	

	******
	d.  General Interest
	
	
	
	

	******
	e.  Command Orientation
	
	
	
	

	******
	********************************
	*****
	*****
	*****
	*******

	******
	PHASE II TRAINING
	*****
	*****
	*****
	*******

	******
	CURRICULUM DEVELOPMENT
	*****
	*****
	*****
	*******

	******
	a.  ISD Process
	
	
	
	

	******
	    (1) Planning
	
	
	
	

	******
	    (2) Analysis
	
	
	
	

	******
	    (3) Design
	
	
	
	

	******
	    (4) Development
	
	
	
	

	******
	    (5) Implementation
	
	
	
	

	******
	    (6) Evaluation
	
	
	
	

	******
	b.  NAMTRAGRU 1540
	
	
	
	

	******
	c.  Requirement for & development of:
	
	
	
	

	******
	    (1) Training Project Plans
	
	
	
	

	******
	    (2) Task Analysis
	
	
	
	

	******
	        (a) Job Task List
	
	
	
	

	******
	        (b) Training Task List
	
	
	
	

	******
	    (3) Learning Objectives
	
	
	
	

	******
	    (4) Training Analysis Summaries/
	*****
	*****
	*****
	*******

	******
	Learning Analysis Summaries
	
	
	
	

	******
	    (5) Curriculum Outlines/Training
	*****
	*****
	*****
	*******

	******
	Course Control Documents
	
	
	
	

	******
	    (6) Master Schedules
	
	
	
	

	******
	    (7) Instructor Guides/Lesson Plans
	
	
	
	

	******
	    (8) Trainee Guides
	
	
	
	

	******
	    (9) Visual Aids
	
	
	
	

	******
	    (10) Tests
	
	
	
	

	******
	    (11) MMLs/ERLs/ESLs/RRLs
	
	
	
	

	******
	d.  Approval Procedures
	
	
	
	

	******
	e.  Course Upkeep
	
	
	
	

	******
	f.  Printing & Reproduction Procedures
	
	
	
	

	******
	g.  Training Device Usage
	
	
	
	

	******
	h.  NAMTRAGRU’s Curriculum Development
	*****
	*****
	*****
	*******

	******
	Macros
	
	
	
	

	******
	i.  Military Standards (1379 Series)
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IN-SERVICE TRAINING

	TRAINING SYLLABUS

	NAME
	RATE
	SSN

	LECTURE
	TITLE
	INST.
	DATE
	GRADE
	ENTRY BY

	******
	PHASE II TRAINING cont.
	*****
	*****
	*****
	*******

	******
	j.  Curriculum Review Procedures
	
	
	
	

	******
	    (1) Functional
	
	
	
	

	******
	    (2) Technical
	
	
	
	

	******
	k.  Engineering Change Proposal
	
	
	
	

	******
	********************************
	*****
	*****
	*****
	*******

	******
	PHASE III TRAINING
	*****
	*****
	*****
	*******

	******
	EVALUATION
	*****
	*****
	*****
	*******

	******
	a.  Internal/External Eval Program
	
	
	
	

	******
	b.  Testing Procedures
	
	
	
	

	******
	c.  Maintenance Training Improvement 
	*****
	*****
	*****
	*******

	******
	Program
	
	
	
	

	******
	d.  Maintenance Training Requirements
	*****
	*****
	*****
	*******

	******
	Reviews
	
	
	
	

	******
	********************************
	*****
	*****
	*****
	*******

	******
	PHASE IV TRAINING
	*****
	*****
	*****
	*******

	******
	INSTRUCTOR QUALIFICATION
	*****
	*****
	*****
	*******

	******
	a.  Group paced Instructor Training 
	*****
	*****
	*****
	*******

	******
	(IT School)
	
	
	
	

	******
	b.  Sit through assigned course     
	
	
	
	

	******
	c.  Trainer Safety Considerations
	
	
	
	

	******
	d.  Teach-Back assigned course
	
	
	
	

	******
	e.  Receive a “Satisfactory” on 
	*****
	*****
	*****
	*******

	******
	minimum of three evaluations
	
	
	
	

	******
	f.  Receive monthly evaluations for
	*****
	*****
	*****
	*******

	******
	three following months
	
	
	
	

	******
	g.  Receive quarterly evaluations
	*****
	*****
	*****
	*******

	******
	thereafter
	
	
	
	

	******
	h.  Receive cross-training to other
	*****
	*****
	*****
	*******

	******
	courses 
	
	
	
	

	******
	i.  Receive remedial training if
	*****
	*****
	*****
	*******

	******
	required
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IN-SERVICE TRAINING

	TRAINING SYLLABUS

	NAME
	RATE
	SSN

	LECTURE
	TITLE
	INST.
	DATE
	GRADE
	ENTRY BY

	******
	PHASE V TRAINING
	*****
	*****
	*****
	*******

	******
	**1ST QUARTER**
	*****
	*****
	*****
	*******

	******
	Safety “Lessons Learned”
	
	
	
	

	******
	Instructor Recognition Programs
	
	
	
	

	******
	Course Upkeep
	
	
	
	

	******
	Testing Plans
	
	
	
	

	******
	**2nd QUARTER**
	*****
	*****
	*****
	*******

	******
	Safety “Lessons Learned”
	
	
	
	

	******
	In-Service Training
	
	
	
	

	******
	NITRAS
	
	
	
	

	******
	Overall Instructor Evaluation Criteria
	
	
	
	

	******
	Four Steps to Teaching
	
	
	
	

	******
	Visual Information
	
	
	
	

	******
	Safety for Conducting Training
	
	
	
	

	******
	**3rd QUARTER**
	*****
	*****
	*****
	*******

	******
	Safety “Lessons Learned”
	
	
	
	

	******
	Formal Course Reviews
	
	
	
	

	******
	Approval Procedures
	
	
	
	

	******
	Trainee Guidance and Counseling
	
	
	
	

	******
	Academic Reviews Boards
	
	
	
	

	******
	Instructor Evaluation
	
	
	
	

	******
	**4th QUARTER**
	*****
	*****
	*****
	*******

	******
	Safety “Lessons Learned”
	
	
	
	

	******
	Training Project Plan
	
	
	
	

	******
	Learning Objectives
	
	
	
	

	******
	Instructor & Trainee Critique Program
	
	
	
	

	******
	Master Schedules
	
	
	
	

	******
	Safety
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


OPNAV 4790/33 (Rev. MAR 1973)                3                          Enclosure (3)

                                                   NAMTRAUWHIDBEYINST 1500.1L

                                                   Training Officer

                                                   14 Aug 01

MAINTENANCE TRAINING RECORD

LEFT SIDE

NAME:  _________________________________

RATE/RANK:  ___________

SSN:   _________________________________

1.  Current Letters/Certifications of Designation/Qualifications, for

example, OPNAV 4790/12.

2.  Government Motor Vehicle and Support Equipment (SE) Licenses.

3.  Medical certifications, for example, audiograms, x-ray screening, laser eye testing and flight deck physicals.

4.  Course completion certificates, for example, FASO and NAMTRAU; except for SE Phase I Training.

5.  Personal Qualifications Standards (PQS).

6.  Personal Advancement Requirements (PARS).

Privacy Act Statement

1.  Authority for the collection of information:  5 U. S. C. 301, Departmental Regulation and E. O. 9397 (SSN).

2.  Information contained in your training record will be used primarily to monitor your training progress and status, and for miscellaneous administrative functions within the Training Department.

3.  Completion of this form is voluntary.  However, failure to complete the form may result in inaccurate documentation of your training.  The principle purpose of the Privacy Act is to enable you to make known your special considerations and authorization for the release of training record information.


“I understand that this privacy statement applies to all requests for personnel information made to my training record and that a signed copy in my training record is evidence of this notification.  I further understand that I may receive a copy of this statement from the Training Department upon request, and will be informed of changes to the system or records for which this information is compiled and that I have the right to review personal data contained in this record.”

_____________________________


__________________

SIGNATURE





DATE
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MAINTENANCE TRAINING RECORD

RIGHT SIDE

1.  Billet Descriptions/Assignments.

2.  NAMP Indoctrination Training.

3.  Maintenance In-Service Training Syllabus.

4.  NAVOSH/Safety Training.

5.  Ordnance Training (Formal and OJT).

6.  Latest copy of MTIP MO1 report.

7.  Egress System Checkout Certification.

            Division Officer Quarterly for:

____________________________________________



RATE/RANK             NAME (LAST, FIRST, MI)

	DATE
	INITIAL
	DATE
	INITIAL
	DATE
	INITIAL
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MARINE CORPS 

SPECIALIZED SKILL TRAINING RECORD CONTENTS

PRIVACY ACT STATEMENT

NAME:  _________________________________

RATE/RANK:  ___________

SSN:   _________________________________

1.  Authority for the collection of information:  5 U. S. C. 301, Departmental Regulation and E. O. 9397 (SSN).

2.  Information contained in your training record will be used primarily to monitor your training progress and status, and for miscellaneous administrative functions within the Training Department.

3.  Completion of this form is voluntary.  However, failure to complete the form may result in inaccurate documentation of your training.  The principle purpose of the Privacy Act is to enable you to make known your special considerations and authorization for the release of training record information.


“I understand that this privacy statement applies to all requests for personnel information made to my training record and that a signed copy in my training record is evidence of this notification.  I further understand that I may receive a copy of this statement from the Training Department upon request, and will be informed of changes to the system or records for which this information is compiled and that I have the right to review personal data contained in this record.”

_____________________________



_______________________

SIGNATURE






DATE

            Division Officer Quarterly for:

____________________________________________



RATE/RANK             NAME (LAST, FIRST, MI)

	DATE
	INITIAL
	DATE
	INITIAL
	DATE
	INITIAL
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MARINE CORPS

SPECIALIZED SKILL TRAINING RECORD CONTENTS

Privacy Act Statement

Section

I.
Skill Progression Training

    
A.  Informal In-Service Training (OJT)

    
B.  Formal In-Service Training (Unit Technical Training)

II.
Mission Oriented Training

    
A.  CDI/QAR Training

    
B.  MOS Cross Training

    
C.  Miscellaneous Training

III.
Certification/Qualifications

     
A.  MOS Qualification/Certificates

     
B.  Formal School Completion Certificates

     
C.  Military/GSE License

     
D.  Required Physicals

     
E.  Security/Clearance/Access/PRP

IV.
Related Training/Essential Subjects Training

     
A.  Leadership

     
B.  GMST/Rifle/Pistol/PFT

     
C.  Safe Driving/Drug/Alcohol

     
D.  MCI/Off-Duty Courses
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RATE GROUP COLLATERAL DUTY LISTING

The following collateral duty billets are minimum required within each Rate Group/Division.  Billets shall be assigned using enclosure (11).

1.  Audio/Visual Preventative Maintenance Schedule (PMS) PO/NCO (RGs only)

2.  Calibration/IMRL PO/NCO

3.  Physical Readiness Test PO/NCO

4.  Training PO/NCO

5.  HAZMAT PO/NCO *(RGs only)

6.  Testing PO/NCO

7.  Tool Control PO/NCO (RGs only)

8.  Dispersed Technical Publication Librarian (RGs only)

9.  Supply *PO/NCO

10.  Mail *PO/NCO

11.  TASO *PO/NCO

12.  MWR/Human Relations PO/NCO

* Specific billet description must be obtained from Bldg. Program Managers.
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NAMTRAU WHIDBEY ISLAND

RATE GROUP COLLATERAL DUTY ASSIGNMENT

From:  _____________________________________  (Rate Group Leading Instructor)

To:    _____________________________________

Subj:  RATE GROUP COLLATERAL DUTY ASSIGNMENT

1.  You are assigned Rate Group Collateral Duty as Primary / Alternate   

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

For description of duties, refer to NAMTRAUWHIDBEYNOTE 1301, under the appropriate Command Collateral Duty heading references.  Additionally, the appropriate Command Collateral Duty incumbent may referenced.

__________________________________________

LEADING INSTRUCTOR’S SIGNATURE/DATE 

2.  ACKNOWLEDGEMENT:

    I certify that I have familiarized myself with the appropriate reference listed in NAMTRAUWHIDBEYNOTE 1301, and understand my assigned Collateral Duty.

__________________________________________

MEMBER’S SIGNATURE/DATE 
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From:  Command Training Petty Officer

To:    Rate Group Training Petty Officer

Subj:  QUARTERLY IN-SERVICE TRAINING REPORT INPUTS

1.  Please review your Rate Group training records and fill in the numbers for each category for __________ quarter of Fiscal Year __________ and return by the COB __________.  Thank you for your help.  (This does not include GMT)

2.
Total number of personnel assigned:  __________

    Type of Training




Number of Attendees
    a.  Safety






______

    b.  Instructor Professional Training


______

    c.  Course Upkeep





______

    d.  TPP, Master Schedule, Lesson Topic Guide
______

    e.  Instructor Training




______

    f.  Formal Course review




______

    g.  Publication Audits




______

    h.  Course Revisions and Changes


______

    i.  CPR







______

    j.  Curriculum Development Course


______

    k.  MACRO/Template Training



______

    l.  WordPerfect/MS Word




______

    m.  Printing and Reproduction



______

    n.  NAMTRAGRU 1540





______

    o.  Training Device Usage




______

    p.  Ground Safety





______

    q.  Audio Visual Aids




______

    r.  Instructor Evaluations



______

    s.  Injury Reporting




______
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Subj:  QUARTERLY IN-SERVICE TRAINING REPORT INPUTS

    t.  Asset Management




______

    u.  Standards of Conduct 




______

    v.  Student Records





______

    w.  Command Equal Opportunity Program


______

    x.  Instructor Recognition Programs


______

    y.  Trainee Guidance and Counseling


______

    z.  Learning Objectives




______

    aa.  NITRAS/TOURS





______

    bb.  Academic Review Boards



______

    cc.  STASS






______

    dd.  TCCD






______

    ee.  ILSMT






______

    ff.  Curriculum Approval Procedures


______

    gg.  Indoctrination





______

    hh.  Master Training Specialist



______

    ii.  Other






______

NAMTRAU WI 1500/7 Back (8-01)        2                         Enclosure (12)

