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Notice of Review Package Modification
to Accommodate NUREG/CR Format

This package was designed for use by NRC personnel engaged in the review of
performance-based training programs in nuclear power plants. The actual review
package includes split pages and tabs and is contained in a multi-ring binder to enable
easy use.

In the actual review package, the pages on the right side contain the review .

- questions, observations, checklists, and the scoring summary. These are the pages that
are to be written on by the reviewer during each review and replaced for each new
review. The pages on the left side contain the review and scoring guidance and are not
replaced for each new review. Tabs are used in the original package to separate each
section of the review as well as the Introduction, Appendices, and Glossary. Multi-
colored pages are also used to facilitate the review.

The NRC staff decided to publish the package in NUREG/CR format to enable large-,

| scale production and distribution of the document. In order to do so, it was necessary
to impose another set of page numbers, remove the split paging, index tabs, and multi-

| color pages. This explains the unusual use of blank space in the document but should
| enable the user to follow the logical flow of the contents without difficulty.

_____ ______________ ________
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PURPOSE OF THESE PROCEDURES

The industry, through commitment to the INPO-managed Training Accreditation Program, is implementing what is
referred to as performance-based training, or the Systems Approach to Training (SAT). The NRC considers the following
five elements as essential to these training programs:

1. Systematic analysis of the jobs to be performed,

2. Learning objectives that are derived from the analysis and that describe desired performance af ter training,

3. Training design and implementation based on the learning objectives,

4. Evaluation of trainee mastery of the objectives during training,
.

. 5. Evaluation and revision of the training based on the performance of trained personnel in the job setting.
*

As indicated in the " Commission Policy Statement on Training and Qualifications of Nuclear Power Plant Personnel" of

March 20,1985, "the NRC will continue to closely monitor the process [lNPO Accreditation] and its results." These
procedures provide a systematic means for implementing two of the NRC monitoring functions identified in the Commission

Policy Statement:

1. " Continuing evaluation of industrywide training and qualification program eifectiveness," and

2. " Monitoring plant and industry trends and avents involving personnel errors."

!

___. _ _ .
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IMPLEMENTING THESE PROCEDURES

These procedures are organized around the five essential elements of the SAT (or performance-based training) that are

listed on the preceding page.

Discussed below are the ways in which the proc-dures can be implemented for each of the identified purposes:
|

CONTINUING EVALUATION OF INDUSTRYWIDE TRAINING AND OUALIFICATION PROGRAM EFFECTIVENESS

| For these continuing evaluations of facility training programs, the review will proceed through these five essential )
elements in order. The objectives of such a review are shown on the following page. |

It is anticipated that two experienced reviewers working for three days could complete such a review for one
joh/ position. Reviews related to training for additional jobs / positions, if conducted at the same time, would require
subda itially less time. This is the case because a significant fraction of the review questions apply to all facility training

programs, and thus the answer for one job / position will apply to other jobs / positions.

MONITORING PLANT AND INDUSTRY TRENDS AND EVENTS INVOLVING PERSONNEL ERRORS

These procedures may also be used to evaluate facility training programs where a particular human performance

problem has been identified or is suspected, and a determination is to be made concerning related training programs. Each
of these reviews is likely to be unique in some respects, but in many cases it may g be necessary to answer all the review

questions to determine whether there is a training-related problem and to diagnose its cause. The flowchart on page 41

! provides a means for determining an efficient way to use these procedures based upon the characteristics of the problem.

2
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REVIEW OBJECTIVES
1. OBJECTIVES FOR SYSTEMATIC ANALYSIS 3. OBJECTIVES FOct DESIGN / 5. OBJECTIVES FOR MtOGRAM

OF JOSS TO BE Pt RFOIBMED IMPLEMENTATION EVALLIATION
verafy thata Verafy thata Verify theta

1.1 Tramsms and apaahfacathon programs are based upon 18 The training organ &aation's goalg ot4ectiveg plans, and 5.1 A documented prog..m is in place to systematically and
systematac analyses of the skalls and knowledge regared relationehaps with the remaender of the organizatton are contimaally evahnete the offeCliveness of the training
for ade9aate gab perforsmance. clearly stated. Fograse and revise the pegram as r@ed,

t.2 Tramang and ipaalafacannon programs are based epon a 12 The respons&&laties and authority of traanarg personnel 12 The training vegram caneset and content are cent 6sd.
systematec analys&s of the entry skdts and knowledge of are clearly state <L ally snonitored and evahaeted,
traanees.

LS histructional settings are appropriate given too S.S Feeau* frons en-the-)ain perferenance is actively
1.5 On.the-3ab periorsmance proldems are systematically performance regairements and learning ebkctaves. solscited, evahasted, and tacorporated as traan6ng pro.

14 The organizataan and sequencang of both in6tial and
1.4 bidustry events are systematically analysed to deter, contemaeng trainang prograna content are based agon the S.4 Operating esperles.ca and other esternal factors are

mene traanang neecle, relataannh6ps ariang learning objectives. reviewed for evidence af jub per formance-related
lessons learns <L

I.S The systemat6c analyses - ' a both the instaal and LS Leeze plans for all ceasses have been developed that
continuang training needs of job 4- _ i- ts. inchade all the instructionJ materials reepstred for 1.5 The training implications of plant modafacations, and

asapeementation of the progra % proceesel and ma.a...etsve changes are integrated
I .6 Sufficaent apaahtaed personnel (a.e., subpect snetter into both initial and continuing ytaining programs.

16 Esasteng instructional snater als are selected by anesports, gutdtash analystg trainang speclahsts) are
anvolved m the analysas process to entwe the relevance abgective, auditable evakaa%on of the appropr6ateness 5.6 The program evahantes the training management, staf f
and <paakty of the antesnatansk of these masw&als based west job performance requere- size, workload, and apaalifications.

snents and learnang objectives.
1.7 proceases and other impaementing mechanassas answe

that the analysas informataan remaans current as ph S.7 Proceaees and other implesnenting snechanisms ensure
perforenance re<parements evolve. that the desagn and implementation of laitaal and con-

sinusng trainang programs remass current as job
periorsaance requ6rements evolve.

\ f k 1
2. OBJECTIVES FOR DEVE10PMEPIT OF 4. OBJEC'tVES FOR TRAINEE

LEARNING OBJFCTIVES EVALUATION
verif y that Verafy theta

2.5 Written learneng obpectives are developed based agon 4.4 Trainees are routinely pretested or otherwise objec-
the systematac analyssa of pots performance require- tively evahanted to ensure that their entry skdis and
snents. knowledge are consistent w6th the bases of the training

program, or as the basis for granting esemptions from
2.2 Learning obeectives are specif ac and measwable, and training.

inchade standards tsaned igen job performance regaare-
anents. 4.2 Trainee evaluations (tests) are developed based igen job

2.5 Suffacient quahined personnel (a.e., subject matter
experts, traanang specaalasts) are envolved an the deriva- 4.5 Trainees are regularly and objectively evaluated
t6en of nearneng obpectives to ensee the relevance and throughout each traanang program.
quahty of the ablectaves.

4.4 Established snethods esast and are eased to provide
2.4 Proceeses and other emplementing snechansams enswe performance feediedt to trainees and to deal w4th

that the learn 6ng abpectives remaan cwrent as pob unsatisfactory trainee performance.
periormance re9mrements evolve.

1

1
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USE OF THESE PROCEDURES FOR MONITORING EVENTS
INVOLVING PERSONNEL ERRORS

(START)
i

SELECT THE DESCRIPTION SELOS STOP. THE IIEVEW

@ OA g MT
g,,,L,3S T A S

THAT SEST CATEGOas2ES ARE IDENTIFIEO FOR
THE PROSLEa8 EVALUATIONL

YES YES

DETEAGetNE THOSE REVIEW

Og THE TAAaessesO PAOGAAastS) OUESTIONS IN SECTBONS ItEVIEW THE REWW
TeeAOUGH $ TesAT AftE AAE THE QUESTIOceS TO IDENTIFT

TE THE REVtOUS ACCEPT SL SCORE UN ORE,AE fMAACCEPT e E O WEAK
OTHAOUGH A PAEVIOUS TEAMINED TO DETEftesseeE THE CAUSEtuREME*- AOceTIOesAL QUESTIONS 9 I OF THE Ue6ACCEPTASLE SCOAE.sF AEOutstEO. SCOAE THESE

QUESTIONS.

hIA L INED PROS EO+ AA EV LU , ,

OR OTHER SaGNaFsCANT EVENT. see THE EVENT. STION OUES BOces
S CTIOct S QUESTIONS.*

YES VES

STOP SpeLESS OTHE A
AREAS ARE MLATED - # #

TO THE LLUSE OF
~ ' '

THE PAOS. East
A HUteAN PERFOAa8ANCE PAOSLEas

|
t$ BOENitstEO THAT IS COesesOce TO
ALL. On esOST, OF THE esecevsou ALS;

' BN A PAmitCULA A JOS OA GAOUP
OF JOSL

DOES THE NATuftE
OTHEA Hue 8AN OF THE PAOeLEts leeOeCATE peo
PE AFOnes ANCE AN OSytOUS ftELATIOceSHer WITH
PROSLEass ANY PAATICULAR AEveEW

QUESTIOes OA GitOUP
OF QUESilOoss

T

YES

DETEAesseef THE AceSWERS
TO THESE QUESTIOess Aceo *08eE RECOesesENOEO APPAGACH IS TO SELECT TheE OUESTIONS IDENTIF4E0 AS
PftOCEED ACCOAosesGLT. CRIT 6 CAL CHARACTERISTICS IN THE CHECKLIST. i

i

_ _ _ _ _ _ _ -_
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PREPARATIONS FOR THE REVIEW

l. It is recommended that the facility be notified well in advance of the review, indicating the program (s) that will be
reviewed, and that the facility be requested to assemble:

o Instructions / Procedures related to: o Task lists for the job (s) being reviewed

- Systematic methods used to analyze jobs, o Documentation related to:

- Training organization goals, objectives, and - Development / validation of task lists,
lP ans,

- Responsibilities / authority of training organiza-
tion personnel, - Analysis of tasks,

- Methods for evaluating / selecting instructional - Analysis of on-the-job performance problems and
materials, methods, and media, industry events, and

- Methods for organizing / sequencing of training, - Evaluations / audits of the training program (s)
.

- Methods for keeping training programs current, o Roster / organization chart for the training organization

- Maintenance of training records, o Training schedule for the past six months and the next
. six months.

- Selection of candidates for training and the
granting of waivers / exemptions from training,

j - Evaluation of training programs, and
I - Trainsng, qualification, and evaluation of'

instructors

2. The facility should be requested to provide a dedicated individual to interface with the review team. This individual
| should be knowle4eable of the program (s) being evaluated and know where/how to find information requested by the

reviewers ideally, this would be the person coordinating the facility's efforts toward INPO accreditation.i

3. Prospective members of the review team should review the results of previo's inspections of this facility's trainingu
programs, and LER's within the last two years.

5
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PREPARATIONS FOR THE REVIEW (Cont'd)

4. The questions in Sections I through 5 should be reviewed and then the five examples that follow this page should be
studied as aids in completing scoring the checklists. The following points are emphasized:

- While a three-point scale is used for scoring (as in SALP in tions), the scores have different meanings than SALP
scores. The scores for this review are on an absolute scale ( 2 is the min ~ mum acceptable score), while SALP scores
are on a relative scale (below average, average, above average). Also, I is the highest score for SALP, while it is
the lowest score for this review.

- During the transition period to performance-based training, in situations where the facility has not yet completed
the changes required to achieve a score of @ , but where actions are in progress that will apparently lead to this
score, it may be judged appropriate to use a score of @" where the "T" indicates a transition situation. Such an
example is shown on page 10.

5. It is appropriate to assign one reviewer to each training program. For those questions that involve more than one
program (e.g., those related to trainir.g program plans), the reviewers should compare their scores. If the questions are
assigned different scores, the scoring criteria should be reviewed by both reviewers to resolve the difference (it may

,

be appropriate to have dif ferent scores for these questions for dif ferent programs based upon the manner in which the
plans are implemented for the different training prc3 rams).

.

|

|
!

6
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How TaSelect Tasics for the Cevoew TA5K5 SELECTED FOR THE CEr2C

308 N knicsT*d. FACILITY Cres.. r%tu I
Once the documentation has been = ---t'4 use it to select three to siv tasks from

'

the task list for each job being evaluated. These tasks and information related a *Nm will It= sera ry didde , se rweybe used to aid in answering gaestions with respect to each of the five eleme its of this I. Ec r(erm 4

evalua (Sections 1 through SL The following are the criteria to be us-! an selecting k 5 A' d M C h } }#

* * "*E U*2* * 8 'M

Uesk I.2)7
1. All tasks should be among those selected for formal traening.

2. At least one of the tasks should be among those selected for continuing traenang. -

3. At least one of the task * -hould be among those selected for formal 03T. 3. Detmaia n.imait Kr$e iriel (Task H.@
4. At least one of the tasks should be among those selected for training using a

simulation device (if such a device is used for training for this job).
** *"

3. At least one of the tasks should be from the emergency / abnormal operations area
(if applicable to the jobk (pedacc'sJe.M Uesk.13.5)

S.d- ac6M sehts (Task 12.8)Trite the names of tasks selected for the review in the appropriate spaces on 3. A L,1.c
page f-2R, along with any number or other designation assigned to the tasks by the facility. I yf

<7 7Also, in the appropriate spaces on page 1-2R, indicate those tasks that meet each of the
- five criteria above.

)D~
D

All tasks are amost these selected ior iarmal traineng.

List the number (s) of the tasids) above that
were selected for continuisg training. f Y , .5

]' List the numbers of the tasids) above that I, Awere selected for formal 03T.

} List the number (s) of the tasids) above thatwere selected for training using a simulation
device. 3, b

List the number (s) of the tasids) above that
are frosa the emergency / abnormal operations 4 5"rt': to the job). >area (if _

l-2L I-2R

7
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Il

REVIEW CUIDANCE REM RWREMTS
h

01.1 Was a systesmatic anethod eased Ier identifying the tasks that sanake se the job (s) beine
evakaated?

N 5 a'
f M Z 3

A method or proce&re is considered to be systematic it it possesses the following I ** * U kdO, _.characteristics: WhhWhw l 3
Consists of a logically ordered set of steps,o

a fo is clearly documented so that it can be executed wi:h consistent results on COMMENTS: A 4re e /Yview eT A
different occasions by dif ferent personnel, sM.,tfry-suk kesk /*8 8-45 (sid.tfel,
Requires a physical record (e.g., signature) of external review / approval foro

#g ,f ghistorical accountability, and
Results in a consistently formatted, quality product (where applicable). d J 14e# #f h!.g,., #fkt-s,w|Q fa,43o

!'A ta* is a unit of work that describes the performance of a complete meaningful "* * ' * b **' # '
function in a job. An example of a task for the health physics (radiation protectian) br. ic f44, s[ 14is #[r 4 /s ,ac4,4 /
8echnician iob is j,, A f,,;/.y *3 OrtrJer

" Perform pre-Radiation Work Permit (RTP) surveys." ( d##'I'/*"'I !'I'*
/73+ NP te,. y

g the
M cogninCN d th ID $

Note thaat2#, cod M !.2* Was a systema & W used for
e | sew tasks for whide training
p e. will be provided? ! 2 3

COMMENTS:
SCORING CURDANCE

Score this enestion as a:

@ if there is no ta* list, or if the ta k list is an industry-wide task list or a task list
developed for another facility that is used for this facility without review or
validation, or~
if there are no implementing proceduresfanstructions that describe the process for
developing / validating the task list.

@ if a plant-specific task list has been produced based upon a documented systematich
method.

J

@ if a plant-specific task list has been developed that includes all of
characteristics.

o involvement in the process by er e g e
incumbents, and * Indicates that this is a critical charac-
Validation oFthe initial task list or -

inc through teristic of the traini g program. Ao
anterview, survey, or a group review score of @ for this question indicates
Approval of the task list by managers _ ..as of subject matter and training that the training program iso
personnel. "unacceptal&' overalL

I-3L I-3R
8
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REW WN
REVIEW REQUIREMENTS >

O2.1ts there a learassa -M a;w der ends of the tasks selected far evaluation? .a > g
Q d e.
*IUA learning abiective describes precisely what is to be learned its terms of the expected j ma g

trainee performance under specified conditions to accepted standards. These learning
objectives are often referred to as terminal learning objectives, and are easy to y g , y o o

d h 2 h $er 4identsfy because they are similar to the task statements. An example of a terminal
learning objective for a mechanecal technician job is: ation? ! 2

"Civen the d.maambled parts of a service water pu 'r, proper tooit, and the COMMENTS: n | t a r .'.a g theifives, ,

approved proce&are, reassemble the pump in accordance with the steps of the f ress-rtferema) 4 N Ass.oettbad
"PP'ovedProce&are." pu..Jel e - '' Akfel k S~a re

lt is not necessary to consider the quality of the learning objectives at this point. / del Ot7eles- IE 171f .
Subsequent questens will address the quality of the objectives.

O2.2For eads of the learnkqg objectives
in 8%-=*% 2.1, are there meed

-

learneng O h related to the
sicills and W that enable the
trainee to perserne the tasks? ! 2 3

COMMENTS:

a bl
scoa""; ctanace

- /fTT\M
For the three to sin tasks selected for this inspection score this enestion as a: d )M kk] lb

a; W
@ if there are no learning objectives for these tasks.

@ if there are learning objectives for those tasks:

Selected for initial training,o
Related to emergency / abnormal to

@ if there are learning objectives for all tasks ted for this review.
* Indicates that this is a critical charac-

teristic of the training program. A
score of I for this question indicates
that the training program is
" unacceptable * overall.

2 21. 2 2R
9
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FEVIE7 REQUIREMENTS yREVIEW GUIDANCE

O3.1
< _a -is there a written plan that clearly and specifically states the trainana <wmanization%
o y "gjruls, objectives, and plana, and relationships with seher parts of the facility's [g$oraanization? 3.I la there a written plan that clearly @g

and specificatty states the trainieg
er.-- . genas, ^; - and= = -

panne, and renar - % with eher y
parts ei the faclHey's ergenization? ! 2 3

COMMENTS: i re....g e eser-

yrsvidtk a %Lel.le us.dl O ..),a bl
tk.i w<l a 71 s's f. b ei,,A,J

'

3.tl. A n., t 61.

This question is scored as @has plans
"

because the facility
-

than the intent of the question,
to me

as the heels far periodic
#senization4 per-

i I 2 3

COMMENTS:

SCORING GUIDANCE

Score this enestion as as
n

@ if there is no writtea plan, or
af goals, objectives, and plans are stated only in general ways that do g permit
objective evaluation of their success.

@ if there is a written plan that addresses, as a minimum, the trainir.g organiu Qgoals and plans d v
some objective evaluation of the achievement of these s i .

'

* Indicates that this is a critical charac-@ if there is a written plan that s s
'

<

teristic of the training program. A
objectives, and plans and relationships wi pa aan in clear score of @for this question indicatesand specific terms that permit an objectiv e al t success. that the training program is

" unacceptable" overalt

3-3L 3-3R
10



-- _ __

. .

REVIEW CUIDANCE
REVIEW REQUIREMENTS >3

O4.1
.4 .aBefore " _ _ _'u an initial trainina program are candedstes for the trainina pronram Q j Cf-

routinely teseed or echerwise absectsvely evakanted based upon assumed entry-level [y$e.skills and 'n " t-7 gma

04.1 bOBedere beginning an initlet training O
Then administered to all candidates for training, pretest results can be used to: * "mm canedness ser he

, traW progreen reestinth tested ero Confirm indivlhal candidate qualifications for entering the traaning programe scherwise W evehanted
based seen asmened entry-levelJ o identify remedaal training requirements for candidates who do not meet the ,gggg ,g 7 g 2entry-level requirements, and

COMMENTS: M - specIk IesT
o Provide a basis for exempting candidates from all or part of the training '

.if'ns were usta as fka l>d s e's I
,

l erprogra m
a place .f test 4.t s's al . .dere)

int,tnation 4 .Il ca ).Lfes b tir bi..k weer.-
tion 50*Y

|
( w T.....$ byt .T. t,.,r. i,t ) ~p

used susntn tacuity 48* scoreug in,

I'j or re5 asi5
pt

' . a551gned-
.

-

4.2 Are = , r fresa training enly

!
pernaitted based agen p " ---

based testhig or other obloctive
evaluation neethods? 3

COMMENTS: A
i m /L I T \\\''

SCORING GUIDANCE
( j p-

Score this questian as as i \ ,\ Q
w

@ if there is no evidence that candidates for i are i e
otherwise objectively evaluated during t t ss. i

,

! @ if &cumentation is available to de t s the training
' program (s) are routinely tested or other aluated based upon the

assumed entry-level skills and knowledge.

@ if the requirements for a score of @ are met, and_
an aptitude battery is used that either is job specific or is a general aptitude
battery that has been validated for use for the specific job.

i

| 4-2L 4-2R
l 11
i
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REVIEW GINDANCE REVIEW REOtJIREMENTS 3

O5.1
.a > .a

Is there a doosmented armaram in place to systematically evaluate the effectiveness ddd
of training arcarasms and to revise the promrams as required? ( yyd
This item addresses only whether a documented evaluation program exists. Subsequent is there a h-=4 prograsm in ouquestions deal with the specifics of the evaluation program. place to systosmetically evabante the

effectiveness of trainks prograsms'

and to revise the programs as
regaired? I

cotD(D*"?"'' COMMENTS: Presrem sua s

the $c '*' are c "5 ' re..e wl d - vi'e de s.~s Mrt

8j*scNins &
#* ,

6ce I:4 m.52 ) ed a yf,

,
,est. cI,oL o{ /r1: M s .).e.fr/ tiJ

*

q 1Sr n v n C.A..<1 b*| berr Y rnief

'

3.2 Is the program evaluated through a
systematic analysis of aggreggate
trainee test performance? 3

COMMENTS: M k<

\\_
M l| 1I\\\
kW UU"-

SCORING GUIDANCE kkn}9
h

*

Score this question as ar
,

@ if no documented evaluation program exi

@ if an approved, documented evaluation pr in place.

@ if the requirements for a score of @ are met a_nd
there is evidence that the program is periodically evaluated and revised (if
required).

* Indicates that this is a critical charac-
teristic of the training program. A
score of @ for this question indicates
that the training program is
" unacceptable" overall.

3-2L 3-2R
; 12
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SECTION 1 -- E SECTION 1 --
SYSTEMATIC ANALYSIS OF 3065 TO BE PERFORMED SYSTEMATIC ANALY585 OF 3085 TO BE PERFORMED

Obtain the Following Documentations List of Documentation Obtaened

o Instructions / procedures that describe the facility's analysis methods, Instructions / procedures that describe the facility's
analysis methods,

o Task lists / inventories for the job (s) of interest, Task lists / inventories for the job (s) of interest,

o Documentation related to the development / validation of the task lists (s) Documentaticn related to the development /valida-
tion of the task list (s)

.

.

o Documentation related to the selection of tasks for formal training (initial and Documentation related to the selection of tasks for
continuing), iormal training (initial and continuing),

o Documentation related to the analysis of tasks to determine conditions and Documentation related to the analysis of tasks to
standards of performance, and enabling skills and knowledge, determine conditions end standards of perform-

ance, and enabling skills and knowledge,

o Documentation related to the analysis of on-the-job performance problems and Documentation related to the analysis of
industry events, and on-the-job performance poblems and industry

events,and

o Documentation related to the selection of instructional methods and media. Documentation related to the selection of instruc-
tional methods and media.

1-1L l-1R

13
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How To Select Tasks for the Review TASKS SELECTED FOR TIE REVEW

JOB FACILITY
Once the documentation has been assembled, use it to select three to six tasks from

the task list for each job being evaluated. These tasks and information related to them will
be used to aid in answering questions with respect to each of the five elements of this 1.
evaluation (Sections I through 5). The following are the criteria to be used in selecting
these tasks:

2' *1. All tasks should be among those selected for formal training.

2. At least one of the tasks should be among those selected for continuing training.

3. At least one of the tasks should be among those selected for formal OJT. 3.

4. At least one of the tasks should be among those selected for training using a
simulation device (if such a device is used for training for this job).

**3. At least one of the tasks should be from the emergency / abnormal operations area
(if applicable to the job).

Write the names of tasks selected for the review in the appropriate spaces on 5.
page 1-2R, along with any number or other designation assigned to the tasks by the facility.
Also, in the appropriate spaces on page 1-2R, indicate those tasks that meet each of the
five criteria above.

6.

All tasks are among those selected for formal training.

List the number (s) of the task (s) above th.at
were selected for continuing training.

List the numbers of the task (s) above that
were selected for formal OJT.

List the number (s) of the task (s) above that
were selected for training using a simulation
device.

O List the number (s) of the task (s) above thatare from the emergency / abnormal operations
area (if applicable to the job).

1-L l-2R
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REVIEW GUIDANCE REVIEW REQUIREMENTS >

Was a systematic method used for identifying the tasks that make up th= iob(s) beirut d

evaluated? Qgg

O1.1 @z2y8
s-

A method or procedure is considered to be mtematic if it possesses the following Was a systematic method used for
characteristics: identifying the tasks that make g

the job (s) being evaluated? I 2 3
o Consists of a logically ordered set of steps,
o is clearly documented so that it can be executed with consistent results on COMMENTS:

different occasions by different personnel,
o Requires a physical record (e.g., signature) of external review / approval for

historical accountability, and
o Results in a consistently formatted, quality product (where applicable).

A M is a unit of work that describes the performance of a complete meaningful
function in a job. An example of a task for the health physics (radiation protection)
technician job is:

" Perform pre-Radiation Work Permit (RWP) surveys."

.

SCORING CtJIDANCE

Score this question as a:

@ if there is no task list, or if the task list is an industry-wide task list or a task list
developed for another facility that is used for this facility without review or
validation, or~
if there are no implementing procedures / instructions that describe the process for
developing / validating the task list.

@ if a plant-specific task list has been produced based upon a documented systematic
method.

@ if a plant-specific task list has been developed that includes all of these
characteristics.

o involvement in the process by experienced training professionals and job

incumbents, T the initial task list by two or more job incumbents through
Indicates that this is a critical charac-and *

Validation O teristic of the training program. Ao
interview, survey, or a group review meeting, and score of @ for this question indicates
Approval of the task list by managers / supervisors of subject matter and training that the training program iso
personnel. "uM&le" overall.

1-3L I-3R
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REVIEW GUIDANCE REVIET REQUIREMENTS 3
.a .a su

t.2 * Was a systematic method used for selectina tasks for whidi traanana will be provided? 1.2* Tas a systematic method used for [YUselectirig tasks for which traanang < $ li'To systematically select tasks for formal training, there must a basis for selections. will be provided?
The following are criteria that are generally used as the basis for selecting tasks for g g g-

,

zou.' training: COMMENTS:
t

1 2 3
Percent of job incumbents who perform the task, .o
Percent of time spent performing the task,o,

Consequences of inadequate performance,o
Frequency of task performance,o
Task learning difficulty (or task performance difficulty),o
Time between job entry and task performance, ando,

Entry-level skills and knowledge (e.g., job tasks performed in previous jobsko

Information concerning these criteria should be collected in an objective, reliable way
and should be obtained from individuals who are familiar with the particular job being
analyged. Threshold values for task selection decisions should be established by
qualified training specialists.

SCORING GUIDANCE

Score this questian as as

@ if no systematic basis is ide"*ified for selecting tasks for initial training, or if the
requirements for a score os @ are g met.

@ if the basis for selection includes consequences of inadequate performance and
involvement of job incumbents in the selection process is documented.

@ if the requirements for a score of are met and *
- Indicates that this is a critical charac-

a generally accepted method for co lectind theIn' formation (e.g., survey, interview, teristic of the training program. A
group consensus meeting) is implemented in such a way that a representative score of @ for this question indicates
sample of job incumbents' opinions are objectively and reliably identified and that the training program isinterpreted. " unacceptable" overall.

-
,

1-4L
. ._ l-4R
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REVIEW GtHDANCE REVIEW REQUIREMENTS >

O1.3
"$ U idDoes the selection method distinauish between tasks reguarina initial trainana only and

those requiring continusna trainina as well? <gy
y g ;2;a

e. z @In general, the following three criteria are used in selecting tasks for continuing 1.3 e Does the selection method deste- @$training (in addition to the criteria used to select task . e initial training): guish between tasks requirig initial
training only and those requaring

1. Consequences of inadequate performance,
2. Frequency of task performance, and

. gmtinuana trainag as well? I 2 3

3. Decay in task performance with time. COMMENTS:

o Consequences of Inadequate Performance. Those tasks whose performance is so
critical that particular attention must be paid to ensuring adequate performance,

o Frequency of Performance. The subset of tasks selected for initial training for
which proficiency is not maintained through on-the-job performance (e.g., tasks
that are performed infrequently).

o Decay in Task Performance over Time. Those tasks that require periodic practice
to maintain proficiency (particularly tasks requiring coordinated psychomotor
skills).

SCORING GUIDANCE

Score this question as a:

@ if no systematic basis is identified for selecting, tasks for continuing training, or if
the requirements for a score of @ are g met.

@ if consequences of inadequate performance and either frequency of performance or
time decay are considered in selecting tasks for continuing training and
involvement of job incumbents in the task selection process is documented.

@ if the requirements for a score of are met and *
- Indicates that this is a critical charac-

a generally accepted method for co lecting the Information (e.g., survey, interview, teristic of the training program. A
group consensus meeting) is implemented in such a way that a representative score of @ for this question indicates
sample of job incumbents' opinions concerning the tasks to be selected are that the training program is
objectively and reliably identified and interpreted. " unacceptable" overall.

1-5L I-5R
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REVIEW GUIDANCE REVIEW REQUIREMENTS >
3

O.4
s as

Was a systematic method used for identifying the cues, conditions, and standards of
E k' U
<"

performance for the tasks selected for formal trasning?

+- | 3'gA cue is the event that determines, in the job situat.on, when the job incumbent 1.4* Was a systematk me&od M fw gUU
perfdms a particular task (i.e., "when the tank high level alarm is activated"). identifying ee ciaes conditions and
Conditions are the on-the-job conditions that significantly influence performance of a standards of pwfamence for the
task (i.e., "given that the reactor coolant system is at normal operating temperature tasks selected for formal training 7 1 2 3
and pressure"). Standards describe the criteria or star dards of performance of a task
that separate " acceptable" from " unacceptable" job performance (i.e., " tank level must COMMENTS:
be maintained between high and low level trip set points").

Cues, conditions, and standards are necessary because they strongly influence deci-
sions about training. For example, consider a task that requires attaching cables to
various items so that they can be lifted. Knowing that the task is performed under
conditions where the job incumbent is required to wear anti-contamination clothing
and respirators (e.g., exposure to surface and airborne contamination) is likely to
influence both how and where the task is trained. Knowing that the standards of
performance require torquing the retaining lugs to 200t 20 ft-!bs provides information
concerning enabling skills and knowledge to perform the task.

SCORING GUIDANCE

For the three to six tasks selected for this inspection, score this question as as

@ if no cues, conditions, or standards have been identified for these tasks, ~or
if the requirements for a score of @ are g met.

@ if:
A procedure for collecting information concerning cues, conditions, and stan-o
dards exists and
Most of the c7u s, conditions, and standards are specific and measurable ando
There is evidence of involvement in the process by job incumbents.o

@ ift
Indicates that this is a critical charac-*

The requirements for a score of @ are met and teristic of the training program. Ao
o All cues, conditions, and standards are specific and measurable and score of Oi for this go.sinon indicates

It is evident that job incumbents have contributed to both the Eelopment and that the tral * program iso
the review of this information. " unacceptable" over

1-6L I-6R
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REVIEW GUIDANCE REVIEW REOUIREMENTS 3
.a >a

1.5 Was a systematic method used for identifying the skills and knowledre that enable the ddUiob incumbent to =dar-tely perform the tasks selected for formal trainina? gyy
E:Ee-The process of identifying the ski!!s and knowledge that are necessary for a job !.5 Was a systematic method used for O

incumbent to adequately perform assigr.ed tasks is of ten referred to as task analysis. Identifyirig the skills and "_ __ _ ' y0
Shown on the blue pag-: a: ca end of Section I (pages 1-13L through I-18L) is an that enable the job imWt to
example of the skills and knowledge and related information collected through a adequately perform the tasks
comprehensive task analysis (the process shown is similar to INPO's task analysis selected for formal traanang? ! 2 3approach). Note particularly that skills and knowledge are identified by first dividing
the task into elements or steps and then determining the skills and knowledge required COMMENTS:
for each element / step. This illustrates one of the basic tenets of task analysis: if a
job is divided into small enough " pieces," then specific and complete information can
be determined about the skills and knowledge, and cues, conditions, and standards of
job performance (e.g., a statement such as " knowledge of basic mathematics" without
additional detail would be unacceptable while "use of a handheld calculator to
calculate the volume of a cylinder" would be acceptable).

.

SCORING GUIDANCE

Review the task analysis information developed for the three to six tasks selected for
this review.

Score this question as a:

@ if the results of a generic task analysis or a task analysis performed for a different
if skills and knowledge have not been identified, or

facility have been used without reviewing / modifying the information to determine
its applicabilty to this specific facility.

@ for this particular job (through review of generic task analysis data for itsif the skills and knowledge are identified based upon tasks as they are performed
applicability or facility-specific analysis), _and
the skills and knowledge are specific enough to support the design of training, aj
Jcb incumbents or individuals with equivalent knowledge of the job provided the
information or reviewed existing information for accuracy / realism.

@ if the requirements for a score of 2 are met and
the skills and knowledge are at .a level of detail similar to those shown in the
example task analysis data collection form on the following pages.

1-7L I-7R
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REVIEW GUIDANCE Rgygg m 3
.4 a su1.6 * Was a systematic analysis of entry-level skills and knowledge conducted? 4 **

<
Such a systematic analysis may include assumptions about the skills and knowledge >-
associated with a particular level of education (e.g., a high school graduate) and then @requiring the task analysis to identify those additional skills and krowledge, beyond 1.6* Was a systematic analysis of enty-
that level of education, required for adequate job performance. level skills and knowledge

conducted? ! 2 3
Once skills and knowledge are identified, these two alternatives are available to

,
ensure that job incumbents possess them. COMMENTS:

a) Select individuals who already possess these skills and knowledge or

b) Train the individuals selected for the job in these skills and knowledge. f

If alternative a) was used, then these skills and knowledge should become part of the
selection criteria for candidates. For example, an identified skill might be " ability to
plot data on a log-log graph." If a decision was made g to include this skill in the
training program, then the skill should be included in the basis for selecting candidates
for tk: training (i.e., either in a selection test or objective review of previous
experience).

If alternative b) was used, these skills and knowledge should be included in the training
program.

SCORING GUIDANCE

Score this question as a:

@ if there is no evidence that entry skills and knowledge (derived from task analysis
or assumed as the baseline for the analysis) are identified.

@ if the selection of individuals for a job is based on a job candidate's known
fulfillment of a stated prerequisite from a regulation, regulatory guide, industry
standard for selection, or an educational prerequisite that clearly covers job
qualifications, but specific identification of entry-level skill and knowledge is not
conducted (e.g., use of ANSI /ANS-3.1 or a similar document). Specific analysis of
entry-level skills can be ascertained by using several methods, but all are based on
direct examination of the entry population. Indicates that this is a critical charac-*

teristic of the training program. A@ if entry-level skills and knowledge are specifically identified as the baseline for score of @ for this question indicates
task analysis or through task analysis. (NOTE: Checklist Question 4.1 addresses that the training pro 5 ram is
the testing of trainees based upon thege skills and knowledge.) " unacceptable" overall.

1-8L
. 1-8R
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REVIEW GUIDANCE REVEW REQUfRE8ENTS >
.a > 2

1.7 Was a systematic method used to an.Jyze on-the-job performance problems to Y ~$ U
determine trainire needs? > $ "$<u n.

*- z 2An analysis of on-the-job performance problems should be based on a systematic l!J Was a systematic method used to O w 0zoumethod of collecting the necessary information, from sources such as: analyze on-the-job performance
problems to determine traanarqg

o LER's, needs? I 2 3
o Industrial accident reports, a_nd
o Plant events, resulting from personnel errors, not requiring LER's (i.e., equipment COMMENTS:

damage, unscheduled maintenance, outage extensions).

Much of this information may be available in written reports; however, of ten there is a
reluctance to document personnel errors because of concern about the effect on the
individual For this reason, there is of ten a need to supplement the information in
written reports with interviews of supervisors and engineers.

In analyzing the information for training implications, two common problems arise:

o The general assumption is made that additional training is the solution to all
personnel errors. The analysis should consider other potential solutions also, e.g.,
procedure changes, work design / workloads, equipment design changes, and level of
supervision.
The root causes of human performance problems are not identified. For example, a

,

~
o

pattern of corrective actions that state, " remedial training was provided to the
individual (s) involved," may be indicative that only a cursory analysis of the cause
of the problem has been performed.

SCORING CUIDANCE

Score this question as a:

@ if no analysis of on-the-job performance problems within the plant has been
conducted, g
if the requirements for a score of 2 areg met.

@ if there are indications that at least two of the sources above have been used to
analyze on-the-job performance problems within the plant, a_nd
that there is a general intent to incorporate such information into the program.

@ if a comprehensive analysis has been conducted of LER's, industrial accident
reports, and other plant events resulting from personnel errors, a_nd
there is evidence that the causes of the problems have been addressed in the plant
training program (or procedures, etc.) as appropriate.

1-9L l-9R
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REVIEW GUIDANCE REVIEW REOUIREMENTS
>U.4

I.8 Was a systematic method used to analyze industry events to determine acoropriate pjg
plant trainina needs? < uag

< $ id
An evaluation and screening of industry events that may be applicable to the facility 1.5 Was a systematic method used to T3 8

*

and subsequent incorporation of applicable experience into training programs is a analyze industry events to deter- Oou
necessary component of systematic analysis. mine appropriate plant trainirg

needs? I 2INPO has implemented the Significant Event Evaluation and Information Network
(SEE IN) for operating experience review. A satisfactory means for meeting this COMMENTS:
requirement would be a systematic method for facility-specific review of INPO
Operations and Maintenance Reminders, SER's.and Significant Operating Experience
Reports, and incorporation of applicable recommendations.

SCORING GUIDANCE

Score this question as a:

@ if no facility-specific method for analysis of industry events has been implemented,
or

IIthe requirements for a score of 2 are g met.

@ if there are indications that a facility-specific review of the INPO SEE-IN Program
or an equivalent program has been implemented, a_nd
applicable recommendations with respect to training are implemented and
documented.

@ if the requirements for a score of 2 are met aj
there is evidence that the root causes of the problems have been addressed in the
training program (or procedures, etc.) as appropriate.

1-10L 1 10R
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REVIEW GUIDANCE REVIEW REQUIREBENTS >
d U id

1.9 Tere sufficient qualifiev* personnel (i.e., meiect matter experts, iob/ task analysts. <py
trainire development specialists) involved in the performance of the analysis described y oc g
in Questions 1.1 throush 1.2 to ensure the relevance and quality of the information? Es

I.9 Tere sufficient qualified personnel @08
(Le, meject matter experts,
job / task analysts, training
development specialista) involved in
the activities described in
Questions 1.1 through 1.8 to. ensure
the relevance and quality of the
information? I 2 3

COMMENTS:

SCORING CUIDANCE

Score this question as a:

@ if no subject matter experts and training specialists were involved in the
performance of the analysis described in Questions 1.1 through 1.8, g
the requirements for a score of @ are g met.

@ if both subject and training specialist personnel were involved in the performance
of the analysis to the minimum extent required to ensure the relevance and quality
of the information collected.

@ if it is clearly documented that qualified subject matter and training specialist
personnel were involved in the performance of analysis described in Questions 1.1
through 1.8 g
that sufficient numbers of these qualified psrsonnel were involved to ensure the
relevance and quality of the information.

1-!!L I-!!R
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REVIEW GUIDANCE REVIET REQUIREMENTS
3.a > .a

1.10 Are amoroved proceshares properly implemented to maintain the information in ( -j U
Questions I.I through 1.8 current as iob performance requirerr:ents evolve? g y

2Job performance requirements may change over time for a variety of reasons, such as: 1.10 Are approved procedures properly >hVog
implemented to maintain the

o Backfitdmodifications of plant equipment, information in Questions 1.1 through
o Changes in plant operating or administrative procedures, l.S current as job performance 1 2 3o Lessons learned through operating experience, and requirements evolve?
o Reorganization or changes in job responsibilities.

COMMENTS:
If training is to remain performance based, then the impact of these changes must be
analyzed and the training program revised, as required. Procedures for accomplishing
this should be in the facility's training plan, administrative procedures or related
documentation.

Identify a backfit/ plant modification or procedure change that has been implemented
during the past three to six months.* Determine whether the actions specified in the
modification or procedure change related to updating training requirements have been
implemented.

* If a time frame for review is specified in the approved procedure, use that instead
of the three to six months specified above.

SCORING GUIDANCE
Score this question as a:

@ if there are no approved procedures in place, of
if the procedures were not properly implemented.

@ if procedures are in place that require job performance requirements to be updated
as a result of:

Backfits/ modifications of plant equipment,o
o Changes in procedures,
o Operating experience, and

Reorg.nization or job changes apdo

the procedure has been followed to the extent required to ensure that job
performance requirements are generally met.

@ if approved procedures are in place to require that all the information in
Questions 1.1 through 1.8 remains current as job performance requirements evolve

he proce&re has been properly implemented in all respects.

1-12L I-12R
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EXAMPLES OF SKILLS AND KNOWLEDGE COLLECTED
THROUGH A COMPREHENSIVE TASK ANALYSIS

(Sheet I of 6)

eu
TASK ANALYSIS DATA COLLECTION FORM

.l . l il I,1,I,1, f e l,l e l,1,1, la. r c-.s ee = w =,.u..= ,
. ._. __

es M e w n m +s.6 w z s s e,s saw L s w=

e
m . .m.- ~ -

. t

- di s.As. p g et, m ww mman
,

. aam 02h.s A maso w wCa2%

df S rs+ n s Mg e.v a.=F 48 * O s 4=*
ga rL .amas re.= is.at ~L er at y & ls.=t,

*

92 Red aca. som ae
02 Rs at omsemd u 6 chmast p- r& e . et yte.s to.nye 9m ero ,,.g.=

M 91 Mas las etps A e e e em.
.

Definition / Explanation of Important Parts of the Task Analysis

04 Initiating Cue (s)

The stimulus or stimuli that prompt task performance. (What happens to let the job
incumbent know that he should start performing the task?)

05 Terminating Cue (s)

The stimulus or stimuli that indicate task completion. (What happens to let the job
incumbent know that he has completed the task?)

06 Standards

The testable or measurable criteria regarding quality, sequence, accuracy, and time
that must be met while performing the task. (What are the most important
differences between the way someone performs this task we!! and someone who
performs the task poorly?)

1-13
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EXAMPLES OF SKILLS AND KNOWLEDGE COLLECTED
THROUGH A COMPREHENSIVE TASK ANALYSIS

(Sheet 2 of 6)
1. A.

TASK ANALYSIS DATA COLLECTION FORM ***
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h eJ 44M .q - aaM
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.t'.,.M Tr t*~i .
-.-- - -,,,,,

.. . - - .

% W W " Ws
. .

D~
"" ~ se.p. % pm $p

Definition / Explanation of Important Parts of the Task Analysis

16 Instructional Setting

The recommended setting that is both optimum and most feasible to be used in
training the performance of the subject task.

17 JPM Method

The recommended method and setting that are optimum and most feasible to be used
in testing an operator's ability to perform the subject task.

1-14
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EXAMPLES OF SKILLS AND KNOWLEDGE COLLECTED
THROUGH A COMPREHENSIVE TASK ANALYSIS

(Sheet 4 of 6)
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Definition / Explanation of Important Parts of the Task Analysis

24 Skills and Knowledge

The particular statements of required knowledge in an academic, system, and/or
generic equipment component sense necessary to support the operator's performance
of each of the elements. These must be related directly to a particular step number.
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EXAMPLES OF SKILLS AND KNOOLEDGE COLLECTED
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SECTION 2 -- SECTION 2 --
DEVELOPAENT OF LEARNING OBJECTIVES DEVELOPMENT OF LEARNING OBJECTIVES

Obtain the Following Documentation: List of Documentation Otnaaned

o Learning objectives associated with the tasks selected for this review. Learning objectives associated with the tasks
selected for this review.

.

Information linking these learning objectives to job performance requirements. Information linking these learning objectives to jobo
performance requirements.

Procedures / instructions with respect to maintaining learning objectives current. Proc +dures/ instructions with respect to maintain-o
ing learning objectives current.

Documentation with respect to a recent plant modification or procedural change Documentation with respect to a recent planto
that should necessitate revision of training. modification or procedural change that should

necessitate revision of training.

2-IL 2-IR
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REVIEO GtJtDANCE REVIEW REQUIREMENTS 3

02.1
a > .a

Is there a learvuna abiective for each of the emot selected for evaksation? YdU
[$U
6-

A learning objective describes precisely what is to be learned in terms of the expected y$
trainee performance under specified conditions to accepted sandards. These learning 2.l* Is there a learning objective for O gOobjectives are often referred to as terminal learning objectives, and are easy to eeds of the tasks selected for evalu-
identify because they are similar to the task statements. An example of a terminal ation? I 2 3learning objective for a mechanical technician job is:

COMMENTS:
"Given the disassembled parts of a service water pump, proper tools, and the
approved procedure, reassemble the pump in accordance with the steps of the
approved procedure."

It is not necessary to consider the quality of the learning objectives at this point.
Subsequent questions will address the quality of the objectives.

.

t

SCORING GUIDANCE

For the three to six tasks selected for this inspection scare this questian as as

@ if there are no learning objectives for these tasks.

@ if there are learning objectives for those tasks:
Indicates that this is a critical charac-*

Selected for initial training,
. teristic of the training program. Ao

Related to emergency / abnormal operations. score of @ for this question indicateso

that the training program is@ if there are learning objectives for all tasks selected for this review. " unacceptable" overall.

2 2L 2 2R
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REVIEW GUIDANCE REVIEW REQUIREMENTS 3a>a
2.2 For each of the learnuw abiectives in Question 2.1, are there anar-iated learning *$ d U

ot>iectives related to the skins and knowledge that enable the trainee to perform the * I "$[y$tasks?
2.2 For each of the learnang at>jectives o us o

z uThese learning objectives are of ten referred to as enabling learning objectives. (A in Question 2.1, are there ==w-inted
review of the example of the skills and knowledge collected through a comprehensive learning at>jectives related to the
task analysis, provided on the page; that follow Question 1.3 (pages 1-8L through I-13) skills and knowW that enable the
will illustrate the origin of enabling learning objectives.) trainee to perform the tasks? ! 2 3

COMMENTS:

.

SCORING GUIDANCE

For the three to six tasks selected for the review, score this question as a:

@ if learning objectives are not identified for the skills and knowledge that enable the
trainee to perform these tasks.

@ if learning objectives are identified for the skills and knowledge that enable the
trainee to perform tasks:

Selected for initial training,o
o Related to emergency / abnormal operations

i (the only exceptions being any skills / knowledge that are assumed to be entry-level
skills / knowledge).

@ if learning objectives are identified for the skills and knowledge that enable the
trainee to perform all the tasks selected for this review (the only exceptions being
any skills / knowledge that are assumed to be entry-level skills / knowledge).

2-3L 2-3R
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REVIEW GUIDANCE REVIEW REQUIREMENTS 3
dud2.3 Does each of the learruca objectives in Questions 2.1 and 2.2 state the behavior < a w

(action) that is wW of the trainee upon completion of training? Q y
@z2gO
b

Listed below are examples of these behaviors (action verbs): 2.3 Does each of the % objectives
in Questions 2.1 and 2.2 state the

Knowledste Skill behavior (action) that is expected of
the trainee upon completion of

Analyze Name Adjust Repair tra.nug? ! 2 3
Apply Prove Assemble Replace
Calculate Recall Calibrate Select COMMENTS:
Check (visual) Recite Close Set
Classify Relate Communicate Start
Derive Solve Inspect Stop
Discriminate State Open Throttle
Evaluate Tell Operate Trip
Identify Verify Reassemble Vent
List Write Remove
Monitor

Examples of these behaviors (actions) are underlined in the learning objectives below:

Given the disassembled parts of a service water pump, proper tools, and the
~

approved procedures, reassemble the pump in accordance with the steps of the *

approved procedure.

Given temperature indications and their associated times, calculate **.e heatup
rate, with an accuracy of within 12 degrees per hour.

MLNG GUIDANCE
For the learrung objectives identified in Questions 2.1 and 2.2, score this question as at

@ if one or more of these learning objectives do not include behaviors.

@ if behaviors are stated int all learning objectives.
!

@ if behaviors are stated for alllearning objectives and
non-specific action verbs (such as "know" and "uWerstand") that are difficult to

| evaluate are avoided.

1

2-4L 2-4R
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REVIEW GUIDANCE REVIEW REQUIP.EMENTS 3

02.4
.4 .a naAre these behaviors (actions) based upon an analysis of the =-iated job performance [YUrequirements? 8
< g li
o- z2

in general, the behaviors stated in the learning objectives should be the same as those kUO
stated in the related tasks / skills / knowledge; however, there are reasons why there may
be differences between these behaviors. For example, plant safety, potential for 2A e Are these behaviors (actions) based
equipment damage or other considerations may preclude the actual performance of the upon an analysis of the menacuted
task in training. Therefore, the learning objective action statement may be " simulate job performance requarements? I 2 3
tripping the auxiliary boiler" when the task action statement is " trip the auxiliary
boiler." COMMENTS:

SCORING GUIDANCE

For the learning objectives identified in Questions 2.1 and 2.2, score this question as a:

@ if the behaviors are g based upon an analysis of associated job performance
requirements.

@ if there is an auditable isnk between job performance requirements and the learning
objective action statements for all learning objectives. Indicates that this is a critical charac-*

teristic of the training program. A
@ if for all learning objectives the behavior (action statement) is the same as the score of for this question indicates

associated task / skill / knowledge or the difference between the two action state- that t training program is
ments can be reconciled. " unacceptable" overall.

2-3L 2-3R
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REVIEW CUIDANCE REVIEW REQUIREMENTS >.
dud

2.3 Does each of the learnana objectives in Questions 2.1 and 2.2 state the job <gy
performance-based condition (s) mader e,hidi the trainee actions will take place? ygg

@ z :E$8
9

Examples of conditions are underlined in tne following learning objectives: 2.5 Does eadi of the learning objectives
in Questions 2.1 and 2.2 state the

Given the disassembled parts of a service water pump, proper tools, and the job perfortnance-based condition (s)
approved procedure, reassemble the pump in accordance with the steps of the under which trainee actaans will
approved procedure. take ptwt? I 2 3

Given temperature indications and their associated times, calculate the heatup COMMENTS:
rate with an accuracy of within12 degrees per hour.

.

.

SCORING GUIDANCE

Score this question as a:

@ if these learning objectives do g include condition statements, or
if the condition statements do g meet the requirements for a score of @

@ if conditions are stated for all the objectives in Question 2.1 (terminal learning
objectives) and
at least 2/37the objectives in Question 2.2 (enabling learning object:ves), and
the conditions are derived from job performance requirements,

@ if conditions are based upon an analysis of job performance requirements, d
the conditions are as specific as the examples above.

2-6L 2-6R
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REVIEW GUIDANCE REVIEW REQUIREMENTS 3.: >a
2.6 Does each of the learnant objectives in Questions 2.1 and 2.2 state a specific lab |i! d U

performance-based standard for successful performance of the learnum chiective?
>. $, $< , n.

Examples of standards are underlined in the following learning objectives: 6 Does each of the learneng objectives o68zouin Questions 2.1 and 2.2 state a
Given the disassembled parts of a service water pump, proper tools, and the specific job performance 4ased
approved procedure, reassemble the pump in accordave with the steps of the standard for =W performance
approved procedure. of the learnsng objective? I 2 )
Given temperature indications and their associated times, calculate the heatup COMMENTS:
rate with an accuracy of within 12 degrees per hour.

.

SCORING GUIDANCE

Score this questian as a:

@ if these learning objectives do g include specific standards, or,

the standards do g meet the requirements for a score of @_

@ if specific standards are identified for all objectives in Question 2.1 (terminal
learning objectives), and
at least 2/3 cf the obWtives in Question 2.2 (enabling learning objectives), and
the standards are derived from job performance requirements.

Indicates that this is a critical charac-*

@ if specific standards are identified for all learning objectives, and teristic of the training program. A
these standards are based upon an analysis of associated job performance score of @ for this question indicates
requirements, d that the training program is
the standards are as specific as the examples above. " unacceptable" overall

2-7L 2-7R
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REVIEW GUIDANCE REVIEW REQUIRESENTS >-i

d U E!
2.7 Are the learnana objectives mafficiently detailed to soport instructional <jy

Q g ;2;s
desemp/ development?

ez
0Given only the information in the learning objectives, is there sufficient information 2.7 Are line learning objecti @$on which to develop a leuon plan? Examples of learning objectives that are M - sufficiently detaded ts y

sufficiently detailed are: Instructional ?- ( ,'1. , . .t? I 2 3,

" Solve basic mathematics problems" and COMMENTS:
_

" Operate plant equipment."

Neither of these objectives is specific enough to allow even identification of
meaningful conditions or standards.

In contrast, learning objMtives should provide the instructional designer with the
information necessary to organize objectives, select instructional settings, and other
related actions required to design and develop a training program. Here are two
examples of good learning objectives:

"Given a handheld calculator, calculate the volume of a cylinder, without error"
and

.

. "When directed by the shift supervisor and given the appropriate procedure, start a
main feedwater pump in accordance with the appropriate procedure."

e

SCORING GUIDANCE

Score this questian as as

@ if most of the learning objectives are g sufficiently detailed to suppcit
instructional design / development.

@ if all the objectives in Question 2.1, and
at least 1/2 of the objectives in Question 2.2 are sufficiently detailed to support
instructional design / development.

@ if all learning objectives in Questions 2.1 and 2.2 are sufficiently detailed to
support instructional design / development.

2-8L 2-8R
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REVE"7 GUIDANCE
gyg, g

>>2.3 Are there written erne == hares that recuare modification of learning objectives when -j ad
reisted ich perforinens . _ ts chasue7 < gy

a: a
Obtain a recent plant modification package, procedural change, or other document 2.3 Are there written procedures that E$revision that should necessitate the revision of training , and the procedure for Oy snadification of W UOmodification of trastung programs when job performance requirements change. Deter- objectives when related job perfor-mine whether the procedere has been followed and documented in this case. snance requirements change? I 2 3

COMMENTS:

.

SCORING GUIDANCE

Score this question as as

h if the procedure has not been followed or if no procedure exists.
_

@ if the procedure has been followed to the extent required to ensure that job
performance requirements are generally current.

@ if the procedure has been properly implemented in all aspects.

2-9L 2-M
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SECTION 3 -- SECTION 3 --
DESIGN /IAAPLEMENTATION DESIGN /leAPLE8E.NTATION

Obtain the Following Documentation: List of Documentation Obtaaned

o The list of three to six tasks selected for this review The list' of three to six tasks selected for this
(page 1-2R of this procedure), review (page 1-2R),

o Instructions / procedures that describe the training organization's goals, objectives, Instructiorts/ procedures that describe the training
plans, and relationships with other parts of the facility's organization, organization's goals, objectives, plans, and rela-

tionships with other parts of the facility's organiz-
ation,

Documentation with respect to the updating / revision of these goals and objectives Documentation with respect to the updating /revi-o
and the evaluation of the training organization against these goals and objectives, sion of these goals and objectives and the evalua-

tion of the training organization against these
goals and objectives,

o Instructions / procedures that define the responsibility and authority of training Instructions / procedures that define the responsibil-
organization personnel, ity and authority of training organization

personnel,

o Roster / organization chart for the training organization, Roster / organization chart for the training organiza.
tion,

o Instructions / procedures that describe the method (s) used for evaluating / selecting Instructions / procedures that describe the method (s)
instructional methods and media, used for evaluating / selecting instructional methods

and media,

o Documentation with respect to evaluation / selection of the instructional methods Documentation with respect to the evaluation /
and media for the three to six tasks selected for this review, selection of the instructional methods and media

for the three to six tasks selected for this review.

Instructions / procedures with respect to the organization / sequencing of learning* o
objectives for initial and continuing training, Instructions / procedures with respect to the organi-

zation/ sequencing of learning objectives for initial
and continuing training,

(continued on next page.)

3-IL 3-IR
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SECTION 3 -- SECTION 3 --
DESIGN / IMPLEMENTATION (Cont'4 DESIGN / IMPLEMENTATION (ConIt'd)

Obtain the Following Documentation (Cont'dh List of Documentation Obtained (Cont'd

o Documentation with respect to the organization / sequencing of the learning Documentation with respect to the organization /
objectives associated with the three to six tasks selected for this review, sequencing of the learning objectives associated

with the three to six tasks selected for this review,

o Lesson plans that include the learning objectives associated with the three to six Lesson plans that include the learning objectives
tasks selected for this review, associated with the three to six tasks selected for

this review,

o Procedure / instruction for evaluating the appropriateness of existing instructional Procedure / instruction for evaluating the appropri-
materials based upon job performance requirements and learning objectives, ateness of existing instructional materials based

upon job performance requirements and learning
objectives,

, .

o Examples of existing instructional materials that were evaluated using the pro- Examples of existing instructional materials that
cedure/ instruction above Of existing instructioral materials were selected to train were evaluated using the procedure / instruction
the three to six tasks selected for this review, obtain this material.), above Of existing instructional materials were

selected to train the three to six tasks selected for
this review, obtain this material),

Procedures / instructions for keeping training programs current, Procedures / instructions for keeping training pro-o
grams current,

o Training schedule for the time during which the review will be conducted, and Training schedule for the time during which the
review will be conducted, and

i

Procedures / instructions for maintaining training records. Procedures / instructions for maintaining trainingo
records.

i
i

3-2L 3-2R
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REVIET GUIDANCE REVIEW REOUIREMENTS
3.a > .41 Is there a written plan that clearly and specifically states the traansna orsanization's ;;! -j W

meals, objectives, and plans, and relatsonships with other parts of the facilitr4 y "j6-
organization?

Al* Is there a written plan that clearly [3ogm2

O
and specifically states the trainig 2ou
organization's goals, objectives, and

LP as, and relationships with other
Parts of the facility's orgassimation? I 2 3

COMMENTS:

!

i
1

4

1

.

SCORING GUIDANCE
i

Score this enestion as a:

@ il goals, objectives, and plans are stated only in general ways that do g permit
if there is no written plan, or_,

'

objective evaluation of their success.

@ if there is a written plan that addresses, as a minimum, the training organizations'
goals and plans and
some objective evaluation of the achievement of these goals and plans is possible.i Indicates that this is a critical charac-*

teristic of the training program. A
@ if there is a written plan that addresses the training organization's goals, score of @ for this question indicates,

3 objectives, and plans and relationships with other parts of the organization in clear that the training program is
. and specific terms that permit an objective evaluation of their success. " unacceptable" overall.
|

|

3-3L 3-3R
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REVIEW GUIDANCE REVIEW REQUIREMENTS 3.a > .a
3.2 Are these meals, d:_h and plans maintaaned current and used as the basis for YdU

periodic evaluation of the traanma ornanazations performance? y y
z2

3.2 Are these goals, abgectives, and 58
paans maintained cweent and used
as the basis for periodic evaluation
of the traansg orBanazation's per-
formance? I 2 3

COMMENTS:

.

SCORING GUIDANCE

Score this enestion as a:

@ if there is no written requirement to review / revise these goals, objectives and
plans or no indication that they are revised periodically.

@ if there is a written requirement to review / revise these items at no more than
two-year intervals and
there are indicationHhat the reviews are being conducted.

@ if the requirements for a score of @ are met and_
the training organization's performance is evaluated against these objectives at no
more than two-year intervals.

3-4L 3-4R
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REVIEW GUIDANCE REVIEW REQUIRE 4ENTS y

dud3.3 Are the r _ " * ties and authority of traanana ornanization personnel clearly stated <a *-
in writina? Qfk

>z2
3.3 Are the " "' ties and O id O.-

authority of trEnug organszation zoo
personnel clearly stated in writing? I 2 3

COMMENTS:

SCORING CUIDANCE

Score this question as a:

@ if there is no approved document defining responsibilities and authorities of
training organization personnel.

@ if there is a written document that defines the responsibilities and authorities of
all mariagement, supervisory and senior instructor level personnel in the training
organization.

@ if there is an approved document that clearly and unambiguously defines the '

responsibilities and authorities of all training organization personnel on the
roster / organization chart.

3-5L
3-5R
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REVIEW GUIDANCE REVEW REQUIREM 3a>a
3.4 Are instructional settinas amoropriate riven imb performance requirements and learn- ddU

ire obiectives? -$$<w n.

Review the instructional settings for the learning objectives associated with the three O6b
zouto six tasks selected for this review. (A job aid for selection of instructional settings

is provided on the next page.) 3.4 Are instructaanal settings aparepri-
ate given job performence requere- 1 2 3

Instructional settings are the environments in which learning occurs. In order to ments and learning objectives?
provide the opportunity for mastery of the training, the job performance requirements
must be considered in selecting the appropriate instructional setting. For example, it COMMENTS:
would not be appropriate to select a classroom as the instructional setting for a
learning objective that requires a" hands-on" environment for mastery.

The instructional settings generally used by facilities are:

o Classroom instruction,
o Laboratory and workshop instruction,
o Formal on-the-job training (OJT),
o Simulator instruction, and
o Self-study.

.

SCORING GUIDANCE

Score this question as a:

@ if there has been no review of instructional settings for the learning objectives
associated with these tasks.

@ if there has been a selection of instructional settings for these learning objectives

selections are consistent with the characteristics in the job aid for selecting
instructional settings for all terminal learning objectives and at least 2/3 of the
enabling learning objectives.

@ if the selection of instructional settings is consistent with job aid for all the
learning objectives reviewed.

3-6L 3-6R
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JOB AID FOR SELECTING INSTRUCTIONAL SETTINGS

INSTRUCTIONAL SOME REASONS SOME REASONS
SETTING FOR USE NOT TO USE

Classroom o Large group of o Hands-on environ-
trainees can be ment is required for
scheduled at the same mastery
time

o Large amount of
information is to be
presented

Laboratory and Workshop o Hands-on environment o Nece2sary conditions
Instruction required and necessary cannot be

conditions can be provided/ simulated in
provided in the the laboratory
laboratory

Formal 0]T o Hands-on environment o Necessary conditions
required and necessary cannot be
conditionTequipment provided/ simulated in

'
operation can be pro- the plant (e.g.,
vided in the plant emergency

indications)
o Suf ficient qualified

personnel are avail- o High fidelity of
able to conduct the training is required
03T and plant

status / safety does
not permit
manipulation of the
equipment

Simulator Instruction o High fidelity to the o Necessary conditions
job task is required can be provided in a
during training for the less costly setting
skills and knowledge
to be mastered by the
trainee

Self-Study o All conditions can be o Close supervision
contained in the train- required to prevent
ing material (or made injury or damage to
available in the plant) the plant equipment

o Task is identified as
difficult to

learn /periorm

3-7
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REVIEW CUIDANCE REVIEW REQUIRE 4 DENTS
3

.4 > .2
3.5 Is the oraanization and ==pwina of the initia' training pronram(s) based soon the |ifdU

relationships amons learnant objectives? g y
Learning objectives may be dependent r, independent of, or complementary to one 3.5 Is the organization and - -- o68-'

another. Where there is a dependene, of one objective on another, the dependent of the initial traanseg M Z V U
objective should be taught in a sequence af ter the objective upon which it is content based upon the relationshaps
dependent. Complementary objectives should be grouped together to allow the among W objectives? I 2 )
instructor to use these complementary relationships. An example of a dependent
relationship would be that recognition of abnormal operation of a pump first requires COMMENTS:
knowledge of the indicators of normal pump operation. An example of a complemen-
tary relationship would be " assembly of a centrifugal pump" and " disassembly of a
centrifugal pump."

.

SCORING CUIDANCE

Score this question as a:

@ if there tas been no formal review of the sequencing of training based upon
relationships among learning objectives.

@ if indications are that at least a general review of the sequencing of training has
been conducted, and
the sequencing of the learning objectives associated with the three to six tasks
selected for this inspection is appropriate, based upon your knowledge of any
dependent or complementary relationships that exist among these objectives.

@ if the requirements for a score of @ are met, and
a detailed, structured review of the sequencing of training has been conducted and
documented.

3-8L 3 8R
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REVIEW GUIDANCE -REVIEW REQUIPFMFNTS >
dud3.6 Is the oraanization and sequencina of continuina trainina based upon the relationships < a e

amoen learning olnectives? y y
>z2
O ma O
* "3.6 is the organization and sequencing

of continuing trasning based ignon
the relationshaps among %
objectives? I 2 3,

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if there has been no formal review of the sequencing of training based upon
relationships among learning objectives.

@ if indications are that at least a general review of the sequencing of training has

been conducted,Tihe learning objectives associated with the continuing training
and

the sequencing o
task (s) selected for this review (see page 1-2R) is appropriate, based upon your
knowledge of any dependent or complementary relationships that exist among these
objectives.

@ if the requirements for a score of @ are met, and
a detailed, structured review of the sequencing of training has been conducted and
documented.

3-9L 3-96
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REVIEW REQUIREMENTS 3

3.7 * Are lesson plans availaide that include: objectives for the lesson, suttested instructor dbd
teachena activities, instructor and trainee references, suatested evaluation methods / # Y Id
standards, and necessary materials? E $ E'

e- z 2
Select two or more lesson plans that include learning objectives associated with the 3.7 * Are lesson plans avaitalde that OgO
tasks selected for this review. include: objectives for the lesson,

suggested instructor teaching
A lesson plan is a structured outline that ensures consistency in instructor presentation activities, instructor and trainee
and evaluation of trainee performance. Regardless of the instructional setting references, suggested evaluation
(classroom, laboratory,03T, simulator, or self-study), lesson plans should include: methods / standards, and necessary

materials 7 1 2 3o Learning objectives,
e

o Appropriate instructor teaching activities, COMMENTS:
o Instructor and trainee references,
o Appropriate evaluation methods / standards, and
o Required materials (audiovisual aids, test equipment, etc.).

For formal 03T, lesson plans frequently are a series of O3T guides. These guides
provide guidance and structure during training in the plant. They can also be used as
qualification guides or checklists when evaluating a trainee's proficiency in performing
a task.

For simulator training, the lesson plan may be identified as an exercise guide and
should include:-

o Indications / symptoms to be recognized,
o Correct responses to the exercise,
o Standards for objectively evaluating trainee performance, and
o Feedback to be provided to the trainee.

SCORING GUIDANCE

Score this question as a:
*

@ if lesson plans are not developed, Q are g met.
or

if the requirements for a score of

@ if all the lesson plans reviewed contain the inforr.iation described above.
* * If Question 3.10 is not included in the

@ if a!! the lesson plans reviewed contain the information described above, ag evaluation (for whatever reason), then
the level of detail of the information a!!ows specific reference to instructional Question 3.7 is a critical character-
activities of the trainee and instructor for the objectives listed. istic.

3-101. 3-10R
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REVIEW GUIDANCE REVIEW REmm j3h
< .a >

3.1' Has an obnective, auditable method that is based upon entry skills and knowledre and > g m8
learning abiectives been i-j .u.;ted for evaluatinst the appropriateness of existinst < a,m,

instructional materials? 8
U3.3 Has an objective, auditable method

There are many cases where existing instructional mater. ls may be used (either "as that is ha-e gen entry skills and 1 2 3
.

ia

is" or with modification) for implementing a performance-based training program. knowledge and learning objectives
Among these cases are: been implemented ior evaluating

the appropriateness of existing
o A training program has been in place for some time before a systematic instructional materials?

analysis of job performance requirements is performed (i.e., a licensed operator
training program). Because the licensee expects that much of the existing COMMENTS:
training material for this program will be suitable for a performance-based
training program, the licensee chooses to revise these materials (as required)
rather than develop new materials.

o A training program is being developed for a job that is "similar" to another job
where performance-based training materials (based upon the other job) are
available.

The use of these existing materials (or their modification for use) in a performance-
based training program is entirely appropriate if the decision to use these materials is
based upon job performance requirements (e.g., the learning objectives) and trainee

- entry-level skills and knowledge. When such an evaluation is g conducted, subjective
decisions will be made, with a bias toward accepting materials that do g meet all job
needs.

(Continued on next page)

SCORING GUIDANCE

Score this question as a:

@ if there is no documentation indicating that such a review of existing training
materials was conducted.

@ if there is documented indication that existing training materia's were evaluated
objectively at least once based upon the three criteria on the next page. (!! any of
the learning objectives associated with the tasks selected for this review are
trained through the use of existing materials, these materials should meet the Indicates that this is a critical charac-*

three criteria on the next page.) teristic of the training program. A
score of @ for this question indicates

@ if there is documented indic tion that existing training materials are regularly and that the training program is
objectively evaluated based upon the three criteria on the next page. " unacceptable" overall

3-llL 3-IIR
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REVIEW GUIDANCE REVIEW REQUIREMENTS >a > .a
3.S= (CONT'D) |i! d U

> $ "iIf existing training materials are used, there should be documentation available that [y$
indicates a review of these materials was conducted that included the following 8 Has an objective, auditable method @$8cratetta: that is based y entry skills and

knowW and learning objectives
o is the material content and reading level consistent with expected entry- level been ' 7-n.;ed for evahanting

skills and knowledge? the appropriateness of existing
instructional materials?

o Does the material adequately address the learning objectives? I 2 3
COMMENTS:

o is the material consistent with other components of the training program?

.

* Indicates that this is a critical charac-
teristic of the training program. A
score of Qi for this question indicates
that the training program is
"unacceptabi " verall.

.

3-12L 3-12R
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REMW CUIDANCE REMW REriamesasarf5 -j U ;;j

# dU3.9* Is trasnwu beism ceneseted in an adequate manner? $ er g
e- E 2

Civen the training schedule, select a particular training evolution for observation. @58Make the selection based on these criteria: 3. Is trasnesg coneseted in an

o Has a particular instructional setting (classroom, laboratory, OJT, simulator)
been identified as requiring improvement (through previous parts of this COMMENTS:
checklist or previous inspections)?

o Are any of the training evolutions addressing a content area that has been
identified as requiring improvement?

o is the duration of the evolution consistent with the time available for
observation?

Training Observation Checklists for each instructional setting have been provided as
separate appendices to these inspection procedures as follows:

Appendix Trainira Observation Checklist For

A Classroom Setting
B Laboratory Setting

, C 03T Setting
D Simulator Setting

Complete the appropriate observation checklist provided in the appropriate Appendix
(based upon instructional setting).

SCOEUNC GUIDANCE

Using the results of the traanang observation, score this question as a:

@ if a score of @ is received in any major area (as defined on the observation
checklist) or
if the average score for all areas is less than 2.0.

@ if a score of @ or above is received in all major areas and the average score is 2.0 Indicates that this is a critical charac-*

or greater. teristic the training program. A
score of for this question indicates

@ if a score of @ or greater is received in all areas and the instructor's everall that the training program is
performance is particularly exemplary. " unacceptable" overall

3-13L 3-13R
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REVIEW CUIDANCE REVEW REQUIRESENTS -j U iij

<i
E :g g3.10 Are adequate methods established for maintaining training records?

z3
The following are the materials that should be included in a training records system: $8

3.10 Are W=te methods estabdshed
Prograin Records for snaintaansag trasning recordsi 1 2 3

o Training Plans, COMMENTS:
o Training group procedures,
o Training rr terials. -

o Test / examination banks,
o Course schedules and trainee participation,
o Results of trainee examinations and course evaluations,
o Analysis results (e.g., job and task analysis), and
o Data gathered to assess program etfectiveness.

Trainee Records

o Records of the training and qualifications of f acility employees and
o Records of the training of contractors and visitors.

The program records have been evaluated through individual questions in this and other
sections. Therefore, this question focuses on trainee records.

To evaluate trainee records, select the name of an individual who has been qualified to
perform the job in question. Ask for the training records of this individual.

SCORING GUIDANCE

Score this questica as a:

@ if there are no records of this individuafs training and qualifications or
if the requirements for a score of @ are g met.

@ if the training records for this individual indicate completion of all training and
quahtications required ior the job.

@ if the requirements for a score of @ are met, a_nd
there are indications that individual training records are used to plan individual
training. .

3-14L 3-14R
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SECTION 4 - SECTION 4 --
TRAMEE EVALUATION TRADEE EVALUATION

Obtaen the Fellowing Decasmentatiers List of h=m== Obtaened
o The list of three to six tasks selected for this review The list of three to six tasks selected ior this

(page 1-2R of this procedure), review (page I-2R),

Procedures / instructions concerning the selection of candidates for training and the Procedures / instructions concerning the selection ofo
granting of exemptions from training, candidates for training and the granting of exemp-

tions from training,

.

Recwds concerning trainee selection and exemptions granted from training, and Records concerning trainee selection and exemp-o
tions granted from training, and

Test results for the most recent course for either initial or continuing training. Test results for the most recent course for eithero
initial or continuing training.

4-IL 4-IR
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REVIEW CUIDANCE REVIEW REQUIREMENTS >.

O4.1
dDdBefore ' _'_ ' ; an initial walnina pronram, are candidates for the trainant proaram < .4 *

reistinely w or otherwue cenectively evakaated based usan assumed entry-level
* ills and leiowledme? y jy

rys
4.1 Before beginneng an initial training gg8When administered to all candidates for training, pretest results can be used to: program, are candedates for the

, training program rautanely tested or
o Confirm individual candidate qualifications for entering the training program, omerwise obWively evahanted

based upon assumed entry-levelo identify remedial training requirements for candidates who do not meet th* skills and knowledge? I 2 3entry-level requirements, and
*o Provide a basis for exempting candidates from all or part of *he training

program.

.

SCORING CUIDANCE

Score this questaan as as

@ if there is no evidence that candidates for training are routinely tested s.

otherwise obje-ively evaluated during the selection process.

@ if documentation is available to demonstrate that candidates for the training
program (s) are routinely tested or otherwise objectively evaluated based upon the
assumed entry-level skills and knowledge.

@ if the requirewts for a score of @ are met, and
an aptitude battery is used that either is job specific or is a general aptitude*

battery that has been validated for use for the specific job.

4-21, 4-2R
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REVEW GUIDANCE ggVEW REQWESENT5
.a > >a.

4.3 Are neuesta mesheds amoreeraate niven iob s b __
N and learneng Y "$ E-- e .

Y Ehh
dbfouFor the three to six tasks selected for this review and their associated learning g Are seeghodsobjectives, identify the test items / methods used to evaluate trainee performance.

""For task level learning objectives (i.e., terminal learning objectives or TLO's), the
actual behavior called for in the task statement and TLO should also be required for COMMENTS:the performance test (i.e, the test should assess the task as it is stated).

For learning objectives that support the TLO's (i.e., enabling learning objectives or
ELO's), the test items should be consistent with the action statement, conditions, and
standards for the ELO. For example, it would g be appropriate to test an ELO with
an action statement of " locate fire extinguishers in the control building" through a
written test. Although written tests are a valuable means of assessing mastery, a
cornmon problem is that they are sometimes selected for convenience rather than
appropriateness. . Knowledge has various levels, ranging from basic knowledge to
comprehension, application, analysis, synthesis, and evaluation. Knowledge tasks
beginning with verbs, such as explain, ditferentiate, evaluate, describe, construct, and
solve, require a test that involves more than recall of terms and facts.

.

SCORNdG GUIDANCE

Score this enestion as a:

@ if there is no consistent link between the lob pWmve re<;uirements/ learning
objectives and the test items.

@ if the test items for all TLO's evaluate the task /TLO as stated, g
test items for at least 2/3 of ELO's are consistent with the action statement,
condition, and standards of the ELO. Indicates that this is a critical charac-*

teristic of the training program. A
@ if the test items for all TLO's d ELO's are consistent with job performance score of @ for this question indicates.

that the training program isrequirements. "unacceptalde" overalL

. 4 4L 4 4R
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345PECTION GUIDANCE REVIEW REQUIREaf.NTS 3
.a > a

4.4 Are amoropriate erecastions taken to ereclude -r n. w.ise of test contents? |i! "$ #
*- I U

Among the measures that should be implemented are: [ au g
4.4 Are appropriate precautsons taire o5o

I. A sufficient number of questions in a test item bank to permit variations in to PrerM compromise of test con- *ou
ex3minations from one administration of an examination to the next, tents?

2. A single administration of a particular examination, rather than multiple COMMENTS:
administrations of the same examination, and

'
3. Regular proctoring of tests.

.

SCOIUNG GUIDANCE

Score this question as a:

@ if the requirements for a score of @ are g met.

@ if measures I and 3 above are implemented. .

@ if allof the measures above are implemented in an apparently effective manner.

4-5L 4-5R
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REVIEW GUIDANCE REVIEW REQUIPFMF84TS >
dud

4.5 is trainee performance evaluated rendarly durina the trasnant proaram, and prompt, <pyobeective feeshack provided an a remdar basis? Qgg
> z |E

Learning is greatly enhanced when trainees are provided feedback with respect to 4J Is trainee Mk - evah=*=d kdOtheir performance. The more immediate and continuous the feedback the better. This pgy during the W pro-
feedback can be provided by self-checks that are scored by the tratnee, as an gram, and prompt, obloctive feed-

,

self-study workbooks, or by instructor-administered and scored tests. If instructor- back provided en a ragular basis?
administered tests are used, there should be provisions for promptly providing the
results to trainees (i.e., ideally within a day, but no more than a weekk COMMENTS: *

I 2 3

.

SCORING GUIDANCE

Score this question as as

@ if there is no evidence of regular, prompt, and objective evaluation / feedback of
trainee performance, or_
if the requirements for a score of @ are g met.

@ if, within a week af ter an evaluation, trainees are provided feedback concerning
performance that not only indicates whether the overall performance was
satisfactory, but also provides at least general feedback concerning specific
performances as related to job performance requirements.

@ if a comprehensive trainee performance evaluation system is implemented that
provides immediate feedback (i.e., either in real time or at the end of a lesson) to
trainees related to specific skills /knowledges that do g meet job performance
requirements (i.e., learning objective standardsk

,

4-6L 4-6R
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>-REVIEW GUIDANCE REVEW REQtNREAENT5 -j U d
<a-

4.6 Are traanees who perform below minimurn standards provided remedial training and ** I Uhy$reteste d

238Ask for specific examples of the reinediation process and procedures for accomplishing
required additional training and testing. The minimum standards used as the basis for 1 2 34.6 Ar.e._traanees who perform bebwrequiring remediation should be based upon job performance requirements.

__ _

_

remedial traanang and retesteeP

COMMENTS:

.

.

SCORING GUIDANCE

Score this enestion as a:

@ il remedial training and retesting are g included as part of the program.

@ if a remedial training and retesting program are routinely implemented in cases
where trainee performance is below minimum standards.

@ if, in addition to the requirements for a score of @, special retraining techniques
are used to correct the ditficulties individuals experaenced in the original training.

4-7L 4-7R
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REVIEW CtJIDANCE REVEW REru mIH' TENTS >
.$ U d4J Are trannees who do not meet minimum standards after remedial trainiru removed <a b

fross the trannma pronram er from their associated job duties? . Q

O4J
>z2Ask for the test records for the two most recently completed initial or continuing Are trainees who en not aseet mini- @$8training programs. Also retain the information collected in scoring Question 4.7. muss sh after remodel train-

W removed Broen the % po-
stam er tro m thek associnsed ins

Review these test records and remedial training documents. akties? I 2 3

COMMENTS:

.

.

SCORING CtJIDANCE

Score this question as a:

@ if one or more irdviduals in the program above have completed the training
program without meeting minimum standards.

@ if, for the programs reviewed, all individuals completed met the minimum
standards or were removed from the training program.

@ if the requirements for a score of @ are met and*

the root causes of failures are identsfied and used to improve the selection / training
processes (as appropriate).

4-8L 4-8 R
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SECTION 5 - SECTION 5 -
PROGRAM EVALUATION PROGRAM EVALUATION

Obtaan the Followag Documentation: List of Documentation Obtaened

Procedures / instructions for evaluation of training programs, Procedures / instructions for evaluation of trainingo
programs,

o Documentation for the most recent: Documentation for the most recent:

- Evaluation of aggregate trainee performance. Evaluation of aggregate trainee performance.

Instructor critiques, Instructor critiques,-

- Trainee critiques, Trainee critiques,

- Graduate trainee on-the-job experience critiques, and Graduate trainee on-the-job experience
critiques, and

- Supervisor feedback, Supervisor feceack,

Results of internal and external audits for the last two years, Results of internal and external audits for the lasto
two years,

Results of evaluations of personnel performance problems for the last two years, Results of evaluations of personnel performanceo
and problems for the last two years, and

Procedures / instructions for the training, qualifications, evaluation, and certifica- Procedures / instructions for the training, qualifica-o
tion of training personnel tions, evaluation, and certification of training

personnel

s _,

5-IL 3-I R
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REVIEW GUIDANCE REVIEW REQUIRE 4ENTS 3
.a >. 4

O5.1Is there a documented premram in place to systematically evaksate the effectiveness Y .i U
of trasnang graerams and to revise the pronrams as required? e j "j<u n.

O5.1is there a daneted program in oboThis item addresses only whether a documented evaluation program exists. Subsequent zouquestions deal with the specifics of the evaluation program, place to systematscally evahsese the
effectiveness of trasneng programs
and to revise the programs as
required? 1 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if no documented evaluation program exists.

@ if an approved, documented evaluation program is in place.

@ if the requirements for a score of @ are met and
there is evidence that the program is periodically evaluated and revised (if
required). Indicates that this is a critical charac-*

teristic of the training program. A
score of @ for this question indicates
that the training program is
" unacceptable" overall

5-2L 5-2R
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REVIEW CUIDANCE REVEW REQUteraastTS >.a > .a5.2 Is the pronram evakasted throuah a systematic analysis of aarremate trainee test |$ d Uperformance?
g y

O5.2 is the prograsa egehanted throagh agw0
>z2Just as individual trainee test performance is indicative of the strengths and

weaknesses of individual trainees, review of the aggregate test performance of ousyseesnatic asialysis ed w
trainees provides insights into the strengths and weaknesses of the training program. trainee test performance? I 2 3While the identification of areas where trainees had difficulty in meeting program
standards is straightforward, the determination of the cause of these dif ficulties may COMMENTS: *

not be. There is a tendency to focus on a solution of "more training"; however, the
analysis should also consider:

1. The adequacy of the procedures or other job performance aids provided,

2. The adequacy of selection criteria,

3. The sequencing of training (is prerequisite training being provided?), and

4. The qualifications and performance of the instructor.
.

Review the results of the evaluation of test results for the most recently completed
course and the procedure / instruction dealing with this evaluation to score this
question.

.

SCORING CUIDANCE

Score this question as a:

@ if a review of aggregate trainee test scores is neither required nor conducted or
if procedures / instructions call for such a review, but the review has M been
conducted within time specified time frame (or within six months af ter the program
is completed if no time frame is specifie<0.

@ if a review of aggregate trainee test scores has been conducted aM
the review evaluates the causes of any program weaknesses identified.

@ if the requirements for a score of @ are met and
the evaluation considers at least three (3) of four (4) items listed above.

.

5-3L 5-3R
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''% REMW GUIDANCE _REMW REQUIRE 4ENTS 3

dud
5.3 Are instructor critiques of trainsu used for program evaluation? <gy

ac a
Instructors are in a unique position to identify problems with the technical accuracy. )yI
completeness, sequencing, and trainee difficulties associated with the training 3.3 Are instructor critiques of the ggo
materials. These problems should be identified as they occur through a diary, log, or trasung used for program evahrn-
similar means. Recommended changes should be reviewed in a timely manner and tion? I 2 3
implemented as appropriate.

COMMENTS: .

f
*

*

i
,

.

SCORING GUIDANCE

Score this question as at

@ if there is no requirement for instructor critiques of training to be used for program
evaluation.

@ if there are both a requirement for instructor critiques of training ag indications
that these critiques are used for program evaluation.

@ if the requirements for a score of @ are met M .

there are indications that the critiques are an ongoing part of course conduct with a
formal method for timely implementation of appropriate changes.

3-4L 5-4R
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REVIEW GUIDANCE REVIEW REMBEffTS >
dud5.4 Are trainee critiques of trainum used for proaram evaluation? <>gy

a#gInformation provided by trainees upon completion of major segments of training should
@y$g

focus on course elfectiveness and ways to improve training. To be most effective, the 5.4 Are trainee critiques of trauung UOcritiques should: used for program evahastion?

o Be in written form and COMMENTS:

o Be structured to focus trainee comments on the desired information. 1 2 3
a

SCORING GUIDANCE

Score this question as a

@ if there is no requirement for trainee critiques of training.

@ if there is a requirement for trainee critiques of training and
indications that these critiques are being regularly solicited and used for program
evaluation.

@ if the requirements for a score of @ are met g
the critiques are structured so as to focus trainee comments on desired informa-
tion.

3-5L 5-5R
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REVIEW GUIDANCE REVIEW REOUIREtr.NTS >
dud5.5 Are job incumbents' <m-the-lob experiences solicited and used for pronram evaluation? <$U
E $dSoliciting information from program graduates three to six months af ter they -z2

complete training can aid in identifying strengths and weaknesses of initial training 5.5 Are job incumbents' on-the-job OUOprograms. Information from more experienced job incumbents should also be collected esperiences manicated and used for
to identify needs for continuing (refresher) training. The following types of informa- program evaluation? I 2 3
tion should be collected:

COMMENTS:
1. Unexpected difficulties in performing tasks on the job,

2. Tasks that are particularly difficult or easy to perform,

3. Differences between the way tasks are performed on the job and the way
they are taught,

4. Additional training needed to do the job, and

5. Kinds of errors committed on the job.

SCORING GUIDANCE

Score this question as a:

@ if there is no formal program for soliciting information from job incumbents for
program evaluation or

~

if procedures / instructions call for collecting and using this information, but the
solicitation has r}o_t been conducted.o

@ if information with respect to at least three (3) of the five (5) areas above has been
solicited frora job incumbents a_nd
used for program evaluation.

@ if the requirements for a score of @ have been met a_nd
the types of information listed above are collected and used for evaluation of both
initial and continuing training.

5-6L 5-6R
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REVIEW GUIDANCE REVIEW IREQUIREENT5 >.
. dud5.6 Is feceack from supervisors solicited for program evaluation? <QO

<{"dInformation should be solicited periodically (annually is suggested) to determine how E

well the initial training program is preparing individuals to perform their jobs and what 5.6 1s fe:M from supervisers oOcontinuing training is needed for current job incumbents. The following types of soticited for program evaluation?
information should be collected: 1 2 3

COMMENTS:
1. Tasks for which new job incumbents are inadequately prepared,

2. Kinds of errors being committed by job incumbents,

3. Additional training received by new job incumbents once they are on the job,

4. Suggestions for improvements in initial and continuing training programs, and

5. Expected changes in job assignments, procedures, or equipments.

.

.

SCORING GUIDANCE

Score this question as a:

@ if there is no formal program for soliciting feedback from supervisars for program
evaluation or
if procedures / instructions call for collecting and using this information, but the
solicitation has ng been conducted.

@ if at least three (3) of the five (3) types of information aboYe are Collected a,n[d (used for program evaluation.

@ if the requirements for a score of @ are met and
the types of information listed above are collected and used for evaluation of both
initial and continuing training.

3-7L 5 7R

72



. . _ - -- - . -- . ._ _ - _ . - ._. -

. .

.

REVIEW GUIDANCE REVEW RECIARESENT5 >
dud

5.7* Does on-the-lob L - 1 :+ indscate that the trainum and qualification pronrams are <jy
adequate? Qgg

g6- 2
An adequate training program is a necessary, but not sufficient, condition for satis- @Uufactory on-the-job performance; that is, if training is inadequate, then on-the-job 5.7 Does the on-the-job WL -

performance will be less than satisfactory. However, unsatisfactory job performance indcate that the W and Mis not always the result of an inadequate traming program. The training may be Scation prograsas are 67
adequate and other factors may be at fault, such as:

| COMMENTS:
o inadequate supervision,'

,,

o Poor procedures, or

o Lack of motivation.

The information used to assess Question I.7 can also be used to make an independent
determination of the overall performance of facility job incumbents for the position (s)
being evaluated. If this determination is that there are areas of unsatisfactory job
performance, then an attempt should be made to determine the root cause(s) of these
performance deficiencies. It is entirely likely that more than one rout cause may be
identified for a particular deficiency.

.

SCORMG GUIDANCE

Score this euestion as as

@ if, based upon the information collected for Question 1.7, job incumbents overall
are clearly performing on the job at a level below that necessary to protect the
health and safety of the public.

@ if, based upon the informathn collected for Question 1.7, job incumbents' overall
performance is satisfactory, but there are specific performance deficiencies that Indicates that this is a critical charac-*

may be attributable to the training program. teristic o the trainirq program. A
score of i for this question indicates

@ if, based upon the information collected for Question 1.7, job incumbents' overall that the training program is
performance is satisfactory and no particular weaknesses were identified. " unacceptable" overall

*
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REVIEW GUIDANCE REVEW REOtXRE8ENTS >-
*

3
.a .a na

5.1 Are both internal and external trainirw program audit / evaluation findings used for < pU
program evaluation? E g 3'

s z2
In reviewing training program audit / evaluation findings for the last two years, there 3.1 Are both internal and enternal OUOshould be a resolution for each finding th. t either adequately rebuts the finding or tra% pograsn audit / evaluation
makes changes in the program in response to 6e finding. Review these rebuttals and findangs used for program 1 2 3
changes to identify whether they are appropriate responses to the findings. evaluation?

,

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if audit / evaluation findings areg used for program evaluation.

@ if (in your opinion) audit / evaluation findings are, in general, appropriately used for
program evaluation.

@ if aJ audit / evaluation findings are appropriately used for program evaluation.

,

5-9L 5 9R
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. .

REVIEW GUIDANCE REVEW REOtARERE.NTS >
dud

5.9 Are there documental qualification requirements for the traininst staff that address
$ g;! O
<

both seiect matter and instructional skills and knowledste appropriate for specific 3;s

assianments? zs
3.9 Are there documented ap=Infiention @U8

Experience has shown that, in addition to a thorough understanding of the training r7 ' ...c.ts for the trainisig staff
content, successful execution of a training program depends on additional skills and that address both subject snatter
knowledge in the areas of: and instructional skills and

knowledge appropriate Sor specifw-
o Training program development (represented by the training professional), assignments? - 1 2 3

o Instruction (represented by the qualified instructor), and COMMENTS:

o Management (represented by the management professional with a training
background).

In addition to the subject. matter expertise element, training staf f qualifications should
address each of these three skill / knowledge areas also.

.

SCORING GUIDANCE

Score this question as a:

@ if no documented qualifications for the training staff exist or
if the only documented qualifications for the training staff pertain to subject
matter expertise.

@ if, in addition to subject matter expertise, documented training staff qualifications
address two of the other three areas.

@ if, in addition to subject matter expertise, documented training staff qualifications
address training program development, instruction and management.

5-10L 5-10R
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REVIEW GUIDANCE REVIEW 320UIRE8ENTS >
dud

5.10' Are the staff members who are responsible for analysis of iob requirements and <py
program desirddevelopment qualified for these assignments based upon obiective Q ne ;;a
evaluation of their qualifications? e. E 2

.10 Are the staff members who are @O8
In addition to subject matter knowledge specialized skills and knowledge are required responsable for analysis of job
in: requirements and program 1 2 3

design / development qualified for
1. Analyzing jobs and tasks, these assagnments based upon
2. Developing learning objectives, and objective evaluation of their
3. Selecting appropriate instructional settings, methods, and media, etc. ;-Hhetions?

In general, training prsgram effectiveness varies with the degree to which personnel COMMENTS:
charged with these tasks possess the requisite skills and knowledge. The skills and
knowledge are normally acquired through specialized training coupled with practical
experience.

.

,.

SCORING GUIDANCE

Score this question as as

@ if no provision for determining staff member qualifications in the three (3) areas
above is evident.

@ if provision for determining staff member qualifications in the three (3) areas
above is made. * Indicates that this is a critical charac-

teristic the trainin6 Program. A
@ if provision for determining staff member qualifications in these areas is made, a,ILd score of for this question indicates

the qualification criteria are based on an objective (documented) evaluation of that t trabing program sa
specific job requirements. " unacceptable" overall.

5-ill 5-!!R
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"

REVIEW GUIDANCE REVEW REQUIRERW.NTS
" D >$

.

E
5.11 Is the performance of each member of the trainiru staff obiectively evaluated on a d jO

E g ;2rezular basis? ;8

eg8@o5.11 1s the p' --- _ :e o! each member- -

of the training staff objectively
evakasted on a regular basis? I 2 3

COMMENTS:

.

SCORING CUIDANCE

Score this question as er

@ if no provision is made for evaluating training staff member performance against
the job requirements on a periodic basis.

@ if procedures exist for the periodic (at least once every 12 months) evaluation of
training staff member performance against job requirements a_nd
there is evidence that the procedures are, in general, being followed.

@ if procedures exist M
there is evidence that they are being followed in a consistent, accountable manner.

I

J

3-12L 5 12R
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'
REVIEW GUIDANCE REVIEW REQUIREENTS >

d b E$5.1 Does the workload of the traininst staff allow adequate time for maintenance of <jbtechnical and instructional skills, lesson preparation, and professional development?
E aj ;:;8e- z E

The process of developing and maintaining effective and relevent training programs @UOrequires considerable non-classroom time. Statfing only to the level required to
ensure that classroom contact hours are supported ensures that the training program 5.12 Does the workload of the tra% 1 2 3will become out of date quickly, in addition, the failure to provide sufficient time for staff allow adequate time for main-
preparation, technical skill maintenance, and professional development will reduce the tenance of technicaJ and instruc-
quality of instruction, tional skills, lesson preparation, and

professional development?

COMMENTS:

.

SCORING GUIDANCE

Score this question as a:

@ if no evidence exists that staffing is, at most, sufficient to maintain scheduled
training program contact (i.e., instructional) hours.

@ if indications are that staffing is generally sufficient to provide the instructional
staff with adequate time for lesson preparation, technical skills maintenance, and
professional development.

@ if indications are that staffing is sufficient to support time required for
preparation, etc., d
there exists documented policy encouraging this approach.

5-13L 5-1JR
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REVIEW GUIDANCE REVIEW REOLARE4ENTS >
3

a . io3.13 Is initial and continuina training provided for the training staff based upon lob
E :;! U
<

requirements? gd
9 z2

5.13 is initial and continuisq training @U8
provided for the trainirqg staff based
upon job requirements ? I 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if no provision for initial or continuing training is evident og
the programs do meet the requirements for a score of @

@ if formal initial and continuing training programs are required af
there is evidence that the training is regularly provided.

@ if, in addition to the requirements for score of @ , the programs are:

o Based upon an analysis of job requirements an<1

Require documentation of exemptions based upon performance testing or othero
objective measures.

5-14L 5-14R
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.

i

e

TOTAL SCORE FOR SECTION 5

r

AVERAGE SCORE FOR SECTION 5 t

(to nearest tenth)
,

LIST ANY CRITICAL CHARACTERIS-
TICS (* TIONS) THAT WERE .

SCORED AS

TRANSFER THE INFORMATION ABOVE
TO THE SCORING SUMMARY (THE
LAST PAGE OF THIS DOCUMENT).
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APPENDIX A SUMMARY SCORING SHEET FOR

TRAINING OBSERVATION CHECKLIST TMNE NRVAN NmlST "A"
(CLASSROOM SESSION) (CLASSRtX)M SESSION)

If a classroom session is selected for observation, this checklist is to be used in support of DATE-
Question 3.9, which states,

"Is training being conducted in an adequate rnanner7a INSTRUCTOR-

LESSON TITLE-
|
,

PLANNED LENGTH-

SCORING SUMMARY:

SCORECHECKLIST INSTRUCTIONS ASSIGNED
QUESTION AREA (Circle one)Scort tTch question of this checklist af ter observing the conduct of the entire session.

E1tr the score for each question in the appropriate space under SCORING SUMMARY on A.! Timing, and Pace 1 2 3Page A-IR.
A.2 Introduction and Lesson

Context i 2 3
A.3 * Structure and Content 1 2 3

A.4 Presentation and Poise 1 2 3
A.5 Control and Flow 1 2 3
A.6 * Demonstrated Technical

Competence I 2 3
A.7 * Completeness and Accuracy 1 2 3

A.8 Lesson Summary and Lab Prep i 2 3

TOTAL SCORE

AVERAGE SCORE FOR THIS
OBSERVATION
(to the nearest tenth)

Major area. A score of Q) for these questions indicates that*=
the overall conduct of ' raining (as evidenced by this
observation) is unsatisfactory

i

A-IL A-1R

81



_ -.

. .

'

TIMING AND PACE REVIEW REQUIREMENTS >.

dudA.I Did the instructor present the lesson in a well-paced, coherent fashion within the <pyallotted time? Qgg
sz2

A.I Did the instructor present the lesson @y8
in a well-paced, coherent fashion
within the allotted time? I 2 3*

COMMENTS:

.

SCORING GUIDANCE

Score this question as a:

@ if the lesson fell well outside planned duration; the instructor exhibited no time
sense during presentation with negative effect on teaching and trainee acceptance
of material.

@ if the lesson fell outside the expected duration by 15-20%; some allowance for
questions was provided.

@ if the lesson was presented within the allotted time with ample, but not excessive,
time for questions; the instructor was aware of time throughout lesson; if lesson
was in excess of one hour, a planned, controlled break was provided.

A-2L A-2R
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. .

INTRODUCTION AND LESSON CONTEXT REVIEW REQUIREMENTS 3

dDdA.2 Did the instructor inform the class of the leuan objectives, context, and structure? < gy
<$d-zz

, A.2 Did the instructor inform the class O ad Ozoud

of the lesson objectives, context,
and structure?

I 2 3
COMMENTS:

.

; *

1
1

.| SCORING GUIDANCE
!

Score this question as a:

! @ if the instructor failed to provide an adequate level of lesson introduction or
miscommunicated the overall intent, structure, or context of the lesson with a
negative etfect on the ensuing instruction.

@ if the instructor outlined the lesson in general or generic terms, provided some
direction for the ensuing instruction; the course context of the lesson was
adequately explained as it related to preceding or following lessons.

@ if the instructor provided the trainee with a meaningful and complete instructional
context for the lesson with reference to the overall course objectives; the lesson
was outlined prior to the presentation and the structure was explained in detail.

A-3L A-3R
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STRUCTURE AND CONTENT REVIEW REQUIREMENTS >
"$ U dA.3 Did the instructor adiere to the content and structure of the instructor ruide? <gg
<$d
e- z @:EA.3 Did the instructcr adtere to the @g

content and structwe of the
instructor guide?

! 2 3

COMMENTS:

.

SCORING GUIDANCE
|

Score this question as a:

@ if the instructor failed to utilize the instructor guide and, as a result, major errors
of omission occurred within the presentation; data required for ensuing training
was not covered as required.

@ if the instructor utilized the outline of instruction with minor departures into other
subject areas; the subject areas of the lesson suffered from only minor deviations
in the level and content of the presentation by the instructor.

@ if the instructor kept to the outline of instruction, departing only to satisfy
questions or to maintain class interest / attention; all subject areas were covered at
a level commensurate with the data presented in the instructor guide and with the
objectives of the lesson.

A-4L A-4R
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. .

PRESENTATION AND POISE REVIEW REQUIREENTS >.

d U idA.4 Did the instructor present the lesson in an interestitut and attention-stettitut fashion? <jy,

E $d
53'E o uA.4 Did the instructor present the lessen

in an interesting and attention-
getting fashion?

I 2 3

COMMENTS:

i

i

1

I

i
1

! SCORING GUIDANCE

Score this question as a:
#

@ if the instructor was confused and nervous with a large negative impact on
effectiveness or
the instructor was unable to relate to the knowledge level of the trainees.;

@ if the instructor, in general, conveyed a feeling of certainty and presented the
! lesson in an effective fashion; the instructor monitored and reacted to the

attention level of the class with only minor effects on the overall presentation.

@ if the instructor was poised and professional and kept the interest of the class
throughout the session; the instructor gained and maintained the confidence and
trust of the class.

I

j A-5L 'A-5R
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CONTROL AND FLOW >
REVIET REQUIRE 40ENTS -j $ ;;j

< .a e
A.5 Did the instructor maintain control of the class and the instructional flow? *IU< n.w

> z @2
*

A.5 Did the instructor meintain contro. @g
of the class and the instructional
flow? ! 2 3

COMMENTS:

.

SCORING GUIDANCE

Score this question as a:

@ if control was never gained by the instructor and the session deteriorated, or
tangential discussions were pursued resulting in substantial detriment of the
subject matter.

@ if the lesson was affected in only a minor fashion by loss of control and
the end goals of the lesson were attained.

@ if the instructor was in control of the class throughout its conduct and did not
allow tangential discussions to disrupt the pursuit of the subject at hand; the
respect of the class for the instructor allowed the successful completioa of the
lesson without undue distraction. .

|

A-6L A-6 R
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DEMONSTRATED TECHNICAL COMPETENCE REVIEW REQUIREMENTS 3
..J > .aA.6 * Did the instructor exhibit a level of technical knowledge adequate to satisfy the YdUrequirements of the subject matter? y

A.6* Did the instructor exhibit a level of o$b
technical knowledge adequate to Z oo
sr.tisfy the requirernents of the st&- I 2 3ject matter?

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the instructor did not seem to possess a technical level of knowledge which
would allow successful completion of the lesson.

@ if the instructor's grasp of the subject matter was adequate to address the level of,

detail in the instructor guide (lesson plank, the instructor was able to interpret his
detailed knowledge to an understandable level; questions were answered in a
completion fashion or with only minor / recoverable errors.

@ if the instructor exhibited a complete and thorough grasp of the subject matter and
was confident enough in this knowledge to be able to relate it in an understandable
fashion; questions within the scope of the course were answered correctly and
completely; questions outside the scope of the lesson or course were referred to
ofIline discussion.

A-7L A-7R
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>bCOMPLETENESS AND ACCURACY REVIEW REQUIREMENTS -J

YdU
[IUA.7 * Was the lesson, as presented, technically complete and correct and was the k

yIinformation understandable?
.7 Was the lesson, as presented, tech- O g{

nically complete and correct and
was the information understand-
able? I 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if technical errors by the instructor were of such a severe and widespread nature
that trainee confidence and instructor credibility could not be maintained; the
instructor failed to bridge the gap between the instructor guide (lesson plan) and
the reference materials; lack of preparation was obvious.

@ if there were a few technical errors in the presentation and they were of a minor
nature and had little impact on the accomplishment of the objectives; the
instructor presented an understandable picture of the function or system.

@ if there were no technical errors in the presentation aj
the instructor presented a complete picture of the function / system including
relating the lesson to the overall performance of the function / system.

A-8L A-8R
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. .

LESSON SUMMARY AND LAB PREP REVIEW REQUIREMENTS >-

.$ U d
A.3 Did the instructor adequately summarize the class and leave the trainees with a clear <$0i picture of remaininst requirements for satisfactory objective completion? $ g i;8

15 5 a
A.3 Did the instructor adequately Z U U

summarize the class and leave the
; trainees with a clear picture of I 2 3remainig requirements for satis-

factory completion of the
objectives?

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the instructor did not summarize the lesson or provide adequate guidance.

@ if the instructor provided a brief summary of the lesson that, in general,
communicated the requirements for successful lesson completion.

@ if the instrxtor presented a complete and thorough summary of the subject matter
and provided the trainees with a review of homework, lab and study requirements,
and schedule for completion.

A 9L A.9L
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APPENDIX B SUMMARY SCORING SHEET FOR

TMNE OBSERVAN NMIST TTRAINING OBSERVATION CHECKLIST
(L.*,' ORATORY / WORKSHOP SESSION) (LABORATORY / WORKSHOP SESSION)

If a laboratory / workshop session is selected for observation, this checklist is to be used in DATE.
support of Question 3.9, which states,

"Is training being conducted in an adequate manner?" INSTRUCTOR-

LESSON TITLE-

PLANNED LENGTH-

SCORING' SUMMARY:

CHECKLIST INSTRUCTIONS SCORE
ASSIGNEDScore each question of this checklist af ter observing the conduct of the entire session. OtJESTION AREA (Circle one)

Enter the score for each question in the appropriate space under SCORING SUMMARY on
page B-IR. B.! Timing, Pace, and Orientation i 2 3

B.2 Introduction and Laboratory /
Workshop I 2 3

B.3 * Structure and Content 1 2 3

B.4 Facility Support i 2 3
B.5 Control and Flow I 2 3

B.6 * Demonstrated Technical
Competence 1 2 3

B.7 * Completeness and Accuracy 1 2 3
B.8 Scheduling and Coordmation 1 2 3
B.9 Lesson Summary and Lab Prep i 2 3

TOTAL SCORE

AVERAGE SCORE FOR THIS
OBSERVATION
(to the nearest tenth)

.

Major area. A score of @ for these questions indicates that*=
the overall conduct of traming (as evidenced by this
observation) is unsatisfactory

B-1L B-!R
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TIMING. PACE. AND ORIENTATION REVIEW REQUIREMENTS >
dud

B.! Did the instructor present the laboratory / workshop in a well-paced, coherert fashion < gy
within the allotted time with sufficient attention to security, equipment, and y a: g

y :sorientation? s
B.! Did the instructor present the O uJ O

* U Ulaboratory / workshop in a well-
paced, coherent fashion within the
allotted time with sufficient atten-
tion to security, equapment, and .

orientation? I 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the laboratory / workshop fell substantially outside planned duration (greater than
20%); instructor exhibited no time sense during presentation and had a negative
effect on teaching and trainee acceptance of material.

@ if the laboratory / workshop fell outside of expected duration by 15-20%; some
allowance for questions was provided.

@ if the laboratory / workshop was presented within the allotted time with ample, but
not excessive, time for questions; if the laboratory class was in excess of one hour,
a planned, controlled break was provided

B-2L B-2R
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INTRODUCTION AND LESSON CONTEXT REVIEW REQUIREMENTS >.
dud8.2 Did the instructor inform the rim of the laboratory / workshop objectives, context, and <pystructure?

Q g ;8
;a

5
B.2 Did the instructor inform the class ou

of the laboratory / workshop objec-
tives, context, and structure? g 2 3

COMMENTS:

SCORING GUIDANCE
4

Score this question as a:

@ if the instructor failed to provide an adequate level of laboratory / workshop
introduction or miscommunicated the overall intent, structure, or context of the
laboratory / workshop with a negative elfect on the ensuing instruction.

@ if the instructor outlined the laboratory / workshop in general or generic terms g
provided suf ficient direction for the ensuing instruction; the course context of the
laboratory / workshop was adequately explained as related to preceding or following
sessions.

@ if the instructor provided the trainee with a meaningful and complete instructional
context for the laboratory / workshop with reference to the overa!I course objec-
tives; the laboratory / workshop was outlined prior to the presentation and the
structure was explained in detail

B-3L B-3R
92

s



__

. .

>
STRUCTURE AND CONTENT REVIEW REQUIREMENTS -j a> ;;j

<
Q :;! OB.3 Did the instructor adiere to the content and structure of the instructor stuide? gg
>z3.

O su Ozou
B.3 Did the instructor adiere to the

, content and structure of the 1 2 3
instructor guide?

COMMENTS:

|

SCORING GUIDANCE

Score this question as a:

@ if the instructor failed to utilize the instructor guide and, as a result, major errors
of omission occurred within the presentation; data required for ensuing training
was not covered as required.

@ if the instructor utili*ed the outline of instruction with only minor departures into
other subject areas; the subject areas of the lesson suffered from minor deviations
in the level and content of the presentation by the instructor..

@ if the instructor kept to the outline of instruction, departing only to satisfy
questions or to maintain class interest / attention; all, subject areas were covered at
a level commensurate with the data presented in the instructor guide and with the
objectives of the lesson.

B-4L B-4R
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FACILITY SUPPORT REVIEW REQUIRE 4AENTS -j $ ;;j
< a -

B.4 Did the instructor use the laboratory / workshop faellity in a satisfactory manner to >j$
support the achievement of the kr.owledge and skill requirements as specified in the [gglesson objectives? O no O

ZO VB.4 Did tha instructor use the
laboratory / workshop facility in a g 2 3
satisfactory manner to support the
achievement of the knowledge and
skill requirements as specified in
the lesson objectives?

COMMENTS:

SCORING GUIDANCE

Score thie. question as a:

@ if the instructor was confused and nervous and had a negative impact on
effectiveness or
if the instrucE was unable to coordinate trainees with equipment and failed to
support the achievement of skill objectives in the workshop.

@ if the instructor, in general, conveyed a feeling of certainty and presented the
workshop in an ef fective fashion; the instructor provided sufficient coordination of
trainees, equipment, space and time.

@ (if th- instructor was poised and professional in his coordination of the facilitiese.g., temperature, lighting, space); adequate room and time with the equipment
were provided to satisfy skill requirements.

B-5L B-5R
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. .

CONTROL AND FLOW REVIEW REQUIREMENTS >
d b diB.5 Did the instructor maintain control of the class and the Instructional flow? < jy
E $d.

t- z2
B.5 Did the instructor maintain control @y0

of the class and the instreetsanal
flow? I 2 3

COMMENTS:

.

.

SCORING GUIDANCE

Score this question as a:

@ if the instructor never gained control and the session deteriorated _or
time on equipment was inadequate to achieve expected skill level.

@ if the lesson was af fected in only a minor fashion by the loss of controlg
the end goals of the workshop were attained.

@ if the instructor was always in control of the workshop; effective coordination of,

trainees and equipment was evident; the class' respect for the instructor allowed
the successful completion of the workshop without undue distraction.

B-6L B-6R
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: ,-

DEMON $TRATED TECHNICAL COMPETENCE REVIEW REOUIREMENTS
*

3-

a >a
B.6 Did'the instructor exhibit a level of technical knowledae adequate to satisfy the YdU

sahicct matter requirements? y y+
_c

>- z :E
, B.6 Did the instructor exhibit a level of OUO

tednical knowledge adequate to
I 2 3satisfy the subject matter

requirements?
-

COMMENTS:
i

i

SCORING GUIDANCE

Score this question as a:

@ if the instructor did not seem to have a technical skill level which would allow
successful completion of the laboratory / workshop.

@ detail in the instructor guide; the instructor was able to demonstrate his detailedif the instructor's grasp of the subject matter was adequate to address the level of

knowledge to an understandable level; questions were answered in a complete
f ashion or with only minor / recoverable errors.

@ if the instructor exhibited a complete and thorough grasp of the subject matter and
was confident enough in this skill be able to demonstrate it in an understandable
fashion; questions within the scope of the course were answered correctly and
completely; questions outside the scope of the lesson or course were referred to
offline discussion; suggestions and recommendations were of fered in an acceptable
manner.

B-7L B.7R
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COMPLETENESS AND ACCURACY REVIEW REOUIREMENTS y

- 5d.B.7 Was the laboratory / workshop, as presented, technically complete and were the skill gy<
expectations understandable? y gg

9 z2
B.7 Was the laboratory / workshop, as O y@

presented, technically complete and
were the skill expectations under-
standable? I 2 3

COMMENTS:

.

I

SCORING GUIDANCE

Score this question as a:

@ if technical errors by the instructor were of such a severe and widespread nature
that trainee confidence and instructor credibility could not be maintained; the
instructor failed to bridge the gap between the instructor guide (lesson plan) and
the reference materials; lack of skill and preparation were obvious.

@ if there were few technical errors in the demonstration and they were of a minor
nature and had little impact on the accomplishment of the objectives; the.

instructor presented a complete picture of the function or system.

@ if there were no technical errors in the demonstration ag
the instructor presented a complete picture of the laboratory equipment, including
relating it to equipment in the plant.

B-8L B-8 R
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LESSON SUMMARY AND LAB l' REP INSPECTION REQUIREMENTS 3

dudB.9 Did the instructor adequately summarize the laboratory / workshop and leave the
trainees with a clear picture of remaininst requirements for satisfactory completion of <py
the objectives? y oc g

w y |E
B.9 Did the instructor adequately O gO

summarize the laboratory / workshop
anJ leave the trainees with a clear
picture of remaining requirements
for satisfactory completion of the
objectives? I 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the instructor did not summarize the lesson or provide adequate guidance and
feedback.

@ if the instructor provided a brief summary of the lesson that, in general,
communicated the requirements for successful laboratory completion.

@ if the instructor presented a comprehensive summary of the subject matter and
provided the trainees with a complete briefing of laboratory and objective
requirements and a schedule for completion; related safety precautions were
reinforced in the summary and emphasized prior to the lab.

B-10L B-10R
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APPENDIX C SUMMARY SCORING SHEET FOR

^TRAINING OBSERVATION CHECKLIST
(OJT SESSION) (OJT %F%%3ON)

If an 03T session is selected for observation, this checklist is to be used in support of DATE-
Question 3.9, which states,

INSTRUCTOR-"Is training being conducted in an adequate manner?

LESSON TITLE-

PLANNED LENGTH-

SCORING SUMMARY:

CHECKLIST INSTRUCTIONS SCORE
AS$1GNED

Score each question of this checklist af ter observing the condact of the entire session. QUESTION AREA (Circle one)
Enter the score for each question in the appropriate space under SCORING SUMMARY on
page C-IR. C.! Timing, Pace, and Orientation 1 2 3

C.2 Introduction and 03T 1 2 3
C.3* Structure and Content 1 2 3
C.4 Facility Support i 2 3

-

C.5 Control and Flow 1 2 3
C.6 * Demonstrated Technical

Competence 1 2 3
C.7 * Completeness and Accuracy 1 2 3
C.8 Scheduling and Coordination 1 2 3
C.9 03T Summary 1 2 3

TOTAL SCORE

AVERAGE SCORE FOR THIS
OBSERVATION
(to the nearest tenth)

Major area. A score of Q for these questions indicates that*=
the overall conduct of traming (as evidenced by this
observation) is unsatisfactory

C-1L C-!R
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TIMING. PACE. AND ORIENTATION REVIEW REQUIREMENTS 3

dudC.I Did the instructor conduct the OJT in a well-paced, coherent fashion within the < -8 H
allotted time within sufficient attention to security, equipment, and orientation? y h

> z2C.I Did the instructor conduct the 03T Ow 0
#in a well-paced, coherent fashaon

within the allotted time with
sufficient attention to security,
equipment, and orientation? I 2 3

COMMENTS:

i

!

SCORING GUIDANCE

Score this question as a:

@ if OJT fell well outside planned duration; instructor exhibited no time sense during
presentation with negative effect on teaching and trainee acceptance of material

vironmental conditions did not support conduct of OJT or
safety precautions were nct followed.

@ if OJT fell outside of expected duration by 15-20%; some allowance was provided
for questions; environmental coeditions were adequate for training; safety precau-
tions were suf ficiently addressed; crientation to facilities was adequate,

l @ if OJT was presented within the allotte;4 time with ample, but not excessive, time
i for questions; no apparent evidence of ruAing or dragging; learning process was

aided by environmental conditions; safety precautions adequately addressed; orien-
tation to facilities was adequate.

C-2L C-2R
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INTRODUCTION AND CONTEXT REVIEW REQUIREMENTS y

dudC.2 Did the instructor inform the trainee (s) of the 03T objectives context and structure? <
%pyi-

*z2
C.2 Did the instructor inform the OUO

traanee(s) of the 03T objectives,
context, and structure? )

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the instructor failed to provide an adequate level of OJT introduction or
miscommunicated the overall intent, structure, or context of the training with a
negative elfect on the ensuing instruction.

@ if the instructor outlined the OJT in general or generic terms or provided adequate
direction for the ensuing instruction; the course context of the training was
adequately explained as related to preceding or following sessions..

@ if the instructor provided the trainea with a meaningful and complete instructional
context for the OJT with reference to the overall course objectives; the training
was outlined prior to the presentation and the structure was explained in detail.

C-3L C-3R
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STRUCTURE AND CONTENT REVIEW REQUIREAENTS 3.a > .a
C.3* Did the instructor adiere to the content and structure of the instructor ruide? Yh{

<$d
e- z 2C.3 Did the instructor adiere to the o su o
z ucontent and structure of the

instructor guide? I 2 3

COMMENTS:

|

i

SCORING GUIDANCE

Score this question as a:

@ if the instructor failed to utilize the ins *ructor guide (lesson plan) and, as a result,
major errors of omission occurred within the presentation; data required for
ensuing training was not covered as required.

@ if the instructor utilized the outline of instruction with only minor departures intoi

other subject areas; the subject areas of the lesson suffered from only minor
deviations in the level and content of the presentation by the instructor.

@ if the instructor kept to the outline of trainee instruction, departing only to satisfy
questions or to maintain trainee interest / attention; all areas were covered at a
level commensurate with the data presented in the instructor guide and with the
intent of the lesson.

C-4L C-4 R
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FACILITY SUPPORT REVIEW REQUIREASENTS 3.a > .a
C.4 Did the instructor une the traininst facility in a satisfactory manner to support the Yjh

achievement of the knowledste and skill requirements as specified in the lesson 8- .4

hgy$obiectives?

208C.4 Did the instructor use the training
facility in a satisfactory manner to
support the achievement of the 1 2 3
knowledge and skill requirements as *

specified in the lesson objectives?

COMMENTS:

- SCORING GUIDANCE

Score this etion as a:

@ if the instructor was unable to coordinate trainees with the equipment and failed to
support the achievement of skill objectives of the OJT or
the learning objective could not be achieved because the equipment did not support
the objective.

@ if the instructor provided sufficient coordination of trainee (s), equipment, and time
and adequately monitored the attention level of the trainee (s)..

@ if the instructor used the equipment / facilities in a way that allowed complete
achievement of the desired learning objectives in an efficient and effective
manner.

C-5L C-5R
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3

* CONTROL AND FLOW REVIEW REQUIRESENTS p

dud
C.5 Did the instructor maintain control of the class and the instructional flow? < gy

E 5d
> z2

C.5 Did the instructor maintain control O w 0
Uof the class and the instructaonal

flow? I 2 3

COMMENTS:

SCORING GUIDANCE

Score this question as a:

@ if the instructor never gained control and the session deteriorated; time on
equipment was inadequate to achieve expected skill level

@ if loss of control affected the lesson in only a minor fashion; related safety
precautions and warnings were followed; and the end goals of the training session
were attained.

@ if the instructor was in control of the training session throughout its conduct;
effective coordination of trairee(s) and equipment was evident; related safety
precautions and warnings were presented in such a way that a safety awareness /
attitude was instilled in the trainee (s).

C-6L C-6R
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>
DEMONSTRATED TECHNICAL COMPETENCE REVIEW REQUIREMENTS -j U ;;j

< :i ,C.6* Did the instructor exhabit a level of' technical knowledre adequate to satisfy the yag
requirements of the asbiect matter? sE2,

208
C.6 Did the instructor exhibit a level of I 2 3

tedmical knowledge W=te to
satisfy the requirements of the
subject matter?

COMMENTS:

.1
"

i

.

l
i

, ._-
I

SCORING GUIDANCE

Score this question as as

@ if the instructor did not seem to possess a technical skill level that would allow
| successful completion of the OJT.

@ if the instructor's grasp of the subject matter was adequate to address the level of
detail in the instructor guide (lesson plan); the instructor was able to relate his
detailed knowledge to an understandable level for the trainee; questions were
answered in a complete f ashion or with minor / recoverable errors.

@ if the instructor exhibited a complete and thorough grasp of the subject matter and
was able to demonstrate ~ in an understandable fashion to the trainee; questions

} within the scope of the t:41ning were answered correctly and completely; questions
outside the scope of the training were referred to offline discussion.

1

| C-7L C-7 R,
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COMPLETENESS AND ACCURACY REVIEW REQUIREMENTS 3
dud

C.7 * Was the traininst sessaan, as presented, technically complete and were the skill <py
expectations understandable?

Q g ;;a
>z2
ggOC.7* Was the traanang session, as

presented, tedmacally complete and
were the sid!! expectations inder-
standable? I 2 3

COMMENTS:

._

SCORING GUIDANCE

Score this question as a:

@ if the instructor's technical errors were of such a severe and widespread nature
that trainee confidence and instructor credibility could not be maintained; the
instructor failed to bridge the gap between the instructor guide (lesson plan) and
the OJT to be conducted; lack of skill and preparation were obvious.

@ if there were few technical errors in the demonstration and they were of a minor
nature and had little impact on the accomplishment of the objectives; the
instructor presented a complete picture of the OJT to be conducted and related the
lesson to the overall performance of the system / function.

@ if there were no technical errors in the instructor's demonstrations to the trainees
and
Wety precautions / limitations were emphasized and the OJT was related to the
overall performance of the system / function.

C-8L C-8R
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SCHEDULING AND COORDINATION REVIEW REQUIREAWJfTS >
"$ U dC.S Did the instructor provide adequate traininst time to allow for proficiency of sk!!I <pyperformance? ygg

C.S Did the instructor provide adequate E$8
training time to alloer for pro- ZUU
ficiency of skill performance? I 2 3

COMMENTS:

.

-

SCORING CUIDANCE

Score this question as a:

@ if the instructor failed to coordinate adequate scheduling of trainees to allow for
proficiency of skill performance. Additional practice time was required.

@ if the instructor provided scheduling and coordination of trainee (s) in the 03T
session, but failed to provide sufficient practice time to ensure skill mastery;
supervision, guidance, and reinforcement were generally available.

@ if the instructor provided acceptable scheduling and coordination of trainees during
the OJT session to permit adequate practice, and
suf ficient supervision, guidance, and reinforcement were provided.

C-9L C-9R
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OJT SUMMARY REVIEW REQUIREMENTS
.a > .a

C.9 Did the instructor adequately summarize the OJT and leave the traanees with a clear YdNpicture of remainiru requirements for satisf actors completion of the obiectives?
>- $ a$<w

C.9 Did the instructor =daspately $ ;T3 $.
summarize the 03T and leave the Iou
trasnees with a clear pscture ci
remaanmg requirements for satis-
factory completson of the objec-
tives? ! 2 3

COMMENTS:

.

SCORING CUIDANCE

Score this question as a:

@ if the instructor did not summarize the OJT lesson or provide adequate guidance
and feedback.

@ if the instructor provided a brief summary of the lesson that communicated the
requirements for successful training completion, including a safety discussion.

@ if the instructor presented a comprehensive summary of the subject matter and
provided the trainees with a complete briefing of OJT objective requirements and a
schedule for completion, and
related safety precautions were reinforced in the summary and emphasized prior to
the trrining sessior

C-10L C-10R

109

- - - - _ _ _ _ - .



_ . - _ .

. ,

APPENDIX D

TRAINING OBSERVATION CHECKLIST SUMMARY SCORING SHEET FOR
(SIMULATOR SESSION) TRAINING nawRVATION CHECKLIST "D"

(SIMULATOR witaON)
!! a simulator session is selected for obserw: ion, this checklist is to be used in support of
Question 3.9, which states,

DATE-
"Is training being conducted in an adequate manner?" .

INSTRUCTOR-

LESSON TITLE- -

!

PLANNED LENGTH. -

CHECKLIST INSTRUCTICMS SCORING SUMMARY:

Score each question of this checklist af ter observing the conduct of the entire session. SCORE
Enter the score for each question in the appropriate space under SCORING SUMMARY on ASSIGNED
page D-IR. QUESTION AREA (Circle one)

.

D.I Timing, Pace, and Orientation 1 2 3

D.2 Introduction and Simulator 1 2 3

D.3 * Structure and Content i 2 3

D.4 Facility Support i 2 3

D.5 Control and Flow 1 2 3

D.6 * Demonstrated Technical
Competence 1 2 3

D.7 * Completeness and Accuracy 1 2 3

D.8 Scheduling and Coordination 1 2 3

. D.9 Simulator Summary 1 2 3

f
TOTAL SCORE,

AVER AGE SCORE FOR THIS
OBSERVATION
(to the nearest tenth)

Major area. A score of @ for these questions indicates that*=
i the overall conduct of trasning (as evidenced by this

* observation) is unsatisfactory

D-IL D-IR
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TlWNG. PACE. AND ORIENTATiig REVIEW REQUIREMENTS 3
.a > a

D.I Did the instructor present the simulator training in a nsI-paced, coherent fashion YdU
I "$within the allotted time with sufficient attention to security, equipment, and H

orientation? yIg
D.I Did the instructor present the simu- O ua O

zoulator training in a well-paced,
coherent fashoon within the allotted
time with sufficient attention to
security, equspment, and orienta-
tion? I 2 3

COMMENTS:

.

SCORING GUIDANCE

Score this question as a:

@ it simulator training fell well outside planned duration (greater than 20%), or the
instructor exhibited no time sense during presentation with negative effect on
teaching and trainee acceptance of materials or
no facility orientation was provided.

@ it simulator training fe!! outside of expected duration by 15-20% with an allowance
for questions and
orientation to facilities was adequate.

@ if simulator training was presented within the a!!oted time with ample, but not
excessive, time for questions M
orientation to f acilities was adequate.

D-2L D-2R
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. .

INTRODUCTION AND CONTEXT REVIEW REOtpFMFNTS >.

"'a UdD.2 Did the instructor inform the class of the simulator obiectives, context. and structure? < jy
E $d

D.2 Did the instructor inform the class o da b
of the samulator objectives, context, Z 0 V

and structure?

COMMENTS:
1 2 3

.

SCORING GUIDANCE

Score this question as a:

@ if the instructor failed to provide an adequate level of simulator introduction or
miscommunicated the overall intent, structure, or context of the training with a
negative elfect on the ensuing instruction.

@ if the instructor outlined the simulator training in general or generic terms and
provided sufficient direction for the ensuing instruction; the course context of the
training was adequately explained W
the training was related to preceding or following sessions.

@ if the instructor provided the trainee (s) with a meaningful and complete instruc-
tional context for the simulator with reference to the overall course objectives;
the training was outlined prior to the presentation and the structure was explained
in detail

D-3L D-3R
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. .

STRUCTURE AND CONTENT REVIEW REQUIREMENTS4 >
| dbd'

' D.3 Did the instructor adiere to the content and structure of the exercise zuide/ lesson plan? <py
E $d

8 content
s- z 2

Did the instructor asAtere to the Ow 0
zou

and structwe of the
esercise spade /lemson plan? ! 2 3

COMMENTS:

i

!

!

'. .

r

!
;

;

i

1

j

SCORING CUIDANCE

Score this questaan as a:*

I @ if the instructor failed to utilize the exercise guide (lesson plan) and, as a result,
.

major errors of omission occurred within the presentation; data required for '

ensuing training was not covered as required.,

i

I @ if the instructor utilized the outline of the exercise guide; any departures into
other subject areas were based upon a need to support exercise guide objectives;
the exercise sulfered from only minor deviations in the level and content of thed

] presentation by the instructor.

! @ if the instructor kept to the outline of the exercise guide, departing only to '

demonstrate related concepts / responses or to maintain class interest / attention; all<

subject areas were covered at a level commensurate with the intent and data
a presented in the exercise guide,
I
i

D-4L D-4R;
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FACILITY SUPPORT REVIEW REQUIREMENTS >.
dudD.4 Did the instructor use the simulator training facility in a satisfactory manner to <pysupport the achic.c.T.=t of the knowlete and skill requirements as specified in the y og ;8lesson objectives? E ;2>

D.4 Did the instructor use the simulator OUO
training facility in a satisfactory 1 2 3manner to support the musievement
of the knowledge and skill require-
ments as specified in the lesson
objectives?

COMMENTS:

.

SCORING CUIDANCE

Score this question as a:

@ if the instructor was unable to coordinate trainees with the simulator features and
capabilities and failed to support the achievement of skill objectives in the
exercise.

@ if the instructor presented the simulator training in a manner which supported the
ef fectiveness of the lesson and
the instructor provided sufITcient coordination of trainees and equipment.

@ if the instructor was poised and professional in his coordination of the facilities
(e.g., temperature, lighting, space) a_nd
adequate time with the equipment was provided to satisfy ski!! requirements.

D-5L D.5R
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. .

CONTROL AND FLOW REVIEW REQUIREMENTS 3

dud
D.3 Did the instructor maintain control of the class and the instructional flow? <py,

E$d
9 z2

D.5 Did the instructor maintaan control o su o
2 ouof the class and the instructional

flow? I 2 3

COMMENTS:

1

|

I

I

*

.

SCORING GUIDANCE

Score this question as a:

@ if control was never gained by the instructor and the session deteriorated or
time on equipment was inadequate to achieve expected skill level

@ if the lesson was af fected in only a minor f ashion by loss of control and
the end goals of the training sessions were attained.

@ if the instructor was in control of the simulator training session throughout its
conduct; effective coordination of trainees and equipment was evident; related
safety precautions and warnings were presented and a safety awareness / attitude
was instilled in the trainees.

D-6L D-6R
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DEMONSTRATED TECHNICAL COMPETENCE REVEW REns marmMT5 >
dudD.6 * Did the instructor exhsit a level of technical knowledre adequate to satisfy the <J >

y{yreemrements of the sn6 sect matter?

>z2D.6 Did the instructor euhebit a level of O ma o
} zoutedinecal knowledge =d==rante to
] satisfy the requerements of the
i sisject matter?

,

!
COMMENTS: 1 2 3

I
I

I

I

SCORING GUIDANCE

Score this question as a:

!
@ if the instructor did not seem to possess a technical skill leve' which would allow

successful completion of the simulator training.

@ if the instructor's grasp of the subject matter was adequate to address the level of
'

I detail in the exercise guide; the instructor was able to demonstrate his detailed
knowledge to a level understandable by the trainee (s).i

@ if the instructor exhibited a complete and thorough grasp of the subject matter and
was confident enough in this skill to be able to demonstrate it in an understandable

*

fashion on the simulator equipment; questions within the scope of the simulator
training were answered correctly an( completely; questions outside the scope of
the simulator training were referred t.o offline discussion.,

I

J

t

D-7L D-7R
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COMPLET8 NESS AND ACCURACY REVIEW REQUIREMENTS 3

.$ U dD.7 Was the simulator traanant sessaan, as presented, technscally complete and were the < .a e
skill expectations imderstandable?

Q
>z2

D.7* Was the sirnestator traanang sessson, OyO
as presented, technscally complete
and were the skill expectations
understandable? I 2 3

COMMENTS:

!

1

s

|

SCORING CUIDANCE

Score this esestion as a:

@ if technical errors by the instructor were of such a severe and widespread nature
that trainee confidence and instructor credibility could not be maintained; lack of
ski!! and preparation were obvious; technical errors in the demonstration resulted
in confusion and uncertainty in the trainee (s); errors of an obvious nature were
made and resulted in the erosion of instructor credibility,

i @ if there were few technical errors in the demonstration and they were of a minor
nature and had no impact on the accomplishment of the objectives; the instructor'

! pr .sented a complete picture of the function or system and related the exercise.
!
'

@ if there were no technical errors in the instructor's implementation of the
simulator exercise and-

integrated picture of the function (s)/ systems (s),the instructor presented an
| including their effect on the overall performance.of the system (s)/ plant.

D-8L D-8R
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SCHEDULING AND COORDINATION REVEW REQtARESENTS >
Ud"

D.8 Did the instructor provideadeenste samialator traanant time toallow for proficiency of ski!I Myy
performance? y at ga

bD.S Did the instructor provide =d== rate fousimulator training time to allow for
proficwncy of skill performance? I 2 3

COM MEN"S:

4

i

*

1

4
1

!
!

.

)
'

i

! i

SCORING GUIDANCE;

Score this gaestion as a:

@ if the instructor failed to coordinate adequate scheduling of trainees on the
a simulator equipment or to allow for proficiency of skill performance.

@ if the instructor provided scheduling and coordination of trainee (s) in' simulator
training session so as to provide, in general, sufficient practice time to ensure1

! mastery of skill and
instructor supervTsion, guidance, and reinforcement were generally available.

@ if the instructor provided scheduling and coordination of trainees in the simulator
i training session to permit adequate practice by all trainees and

supervision, guidance, and reinforcement were always proWded when required by
; the trainee (s).

|

D-9L D-9R
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SI44ULATOR SU4444ARY REVIEW REQUIRE 44ENTS
.a > 3s

D.9 Did the instructor adsesately summarize the samulator training and leave the trasnees YdU
<$$with a clear secture of rria rr-__ - - ts for satisfactory objective completaan? H

w a.
>z2

D.9 Did the instructor adequately owo
Zousummarize the sunulater trasnsng

and leave the trasnees with a cler
pecture of remasning require.ents
for satisfactory otnoctic comple-
tion? ! 2 3

COMMENTS:

.

.

SCORING GUIDANCE

Score this question as a:

@ if the instructor did not summarize the exercise or provide adequate guidance and
iee&ack to trainees.

@ if the instructor provided a brief summary of the lesson that generally communi-
cated the requirements for successful simulator training completion, including
safety discussions.

@ if the instructor presented a comprehensive summary of the subject matter and
provided the trainees with a complete briefing of simulator training and objective
requirements and schedule for completion; related safety precautions were
reinforced in the summary and emphasized prior to the training session.

,

D-10L D-10 R
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GLOSSARY

CONDITIONS - On-the-job conditions that significantly influence performance of a task
(i.e.,"given that the reactor coolant system is at normal operating temperature
and pressure").

CUE - Event that determines, in the job situation, when the job incumbent performs a
particular task (i.e., "when the tank high level alarm is activated").

ENABLING LEARNING OBJECTIVE - Learning objective related to the skills and knowledge
that enable the trainee to perform a given task.

INSTRUCTIONAL SETTING - Environment in which learning occurs.

LEARNING OBJECTIVE - Precise!y what is to be learned in terms of the expected trainee
performance under specified conditions to accepted standards; terminal
learmng objective.

LESSON PLAN - Structured outline that ensures consistency in instructor presentation and
evaluation of trainee performance.

STANDARDS - Criteria or standards of performance of a task that separate " acceptable"
from " unacceptable" job performance (i.e., " tank levet must be maintained
between high and low level trip set points").

,

*

SYSTEMATIC - Consisting of a logically ordered set of steps; clearly documented so that it
can be executed with consistent results on different occasions by different
personnel; requiring a physical record (e.g., signature) of external review /
approval for historical accountability; and resulting in a consistently formatted,
quality product where applicable.

TASK - Unit of work that describes the performance of a complete meaningful function in a
job.

TASK ANALYSIS - Process of identifying the skills and knowledge that are necessary for a
job incumbent to adequately perform assigned tasks.

TERMINAL LEARNING OBJECTIVE - Learning objective directly related to the per-
formance of a particular job task.

'

Glossary
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