SITE VISIT 

The major steps to conduct a site visit are basically the same regardless of the specific type of site visit (i.e. observation of field/unit training, survey, etc.)  The procedures/processes involved with a site visit include the following:

1.  Identify the purpose, issue, or problem causing the visit.

2.  Coordinate/meet with the course director or designee to obtain training schedules,  input/concerns.

3.  Develop an itinerary for site visit(s).

4.  Estimate cost of trip.

5.  Meet with the Chief QAO, ESB for approval of visit(s) and associated costs.

6.  Develop standardized checklist or survey form and/or interview questions.

7.  Meet with course director to finalize decision on evaluative materials.

8.  Call course manager/program director at the site to coordinate date of visit.

9.  Send a letter of intent to visit and a draft itinerary to the site Commander.  FAX courtesy copy to program director/POC 60 days prior to scheduled visit.  

10.  The letter of notification will include dates for the visit.  Final telephonic notification with site contact is made one week prior to the visit to confirm training schedule and class location accuracy.

11.   Types of Assessment.

a.   Survey.   Survey forms will be delivered by the best technical means available from web to hand-carried.  If the forms are to be mailed, they should be sent 3-4 weeks prior to the site visit.   Notification should specify that the students should complete them prior to your arrival and bring them to the interview, if applicable.  Where surveys have not been responded to, contact the non-respondent individual to ensure that you get the most comprehensive and best data possible for the training analysis effort.   If all students are not individually interviewed, or there is a large number of students, then administer the survey at the site.  Schedule a time to meet with students for explanation and completion of the surveys.  Usually a certain percentage of students are interviewed.  
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This percentage should be equal for each MOS and for all the site visits (i.e., if there are twenty 14M at a site and ten are interviewed (50%), then you should interview 50% at each site visited.)


b.  Training Observation.  Observation visits can be for the purpose of  either training assessment or accreditation.  Both measure the consistency, compliance, standardization and resourcing for implementation of training at ADA functionally aligned schools.  An assessment plan developed by proponent school QAO in accordance with relevant regulations is the master plan for each visit.  Training support materials will be reviewed a minimum of five days prior to scheduled observation of training and/or testing.  Observations include no less that five training days and cover both the conduct of training and training support.  A formal pre-brief detailing how observation will be conducted, the approximate length of time required for the observation, support needed from host staff, and approximate time for outbrief to staff members upon completion of the evaluation.

12.   Upon return to Fort Bliss, analyze data accumulated from survey/interview or accreditation checklists.

13.  Prepare draft trip report and staff in QAO for comments.

14.  Schedule a meeting with Director, QAO to present outbrief on the draft trip report.

15.  Staff final trip report within one week after the visit.

16.  Complete data from all sites visited, input the data into database and analyze.

17.  Prepare draft assessment report, which covers total assessment program.

18.  Staff draft report in ESB for comments.

19.  Staff final assessment report IAW TRADOC Reg 350-18.

 20.  Submit information for use in Lessons Learned database and QAO Website.
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QUALITY ASSURANCE OFFICE 

EVALUATIONS AND STANDARDIZATION BRANCH

TRAINING OBSERVATION WORKSHEET







DATE OF OBSERVATON______________

TITLE OF INSTRUCTION______________________________________________________

COURSE NUMBER AND TITLE: ________________________________________________

CLASS NUMBER______________    TIME SCHEDULE_____________

INSTRUCTOR'S NAME/RANK/UNIT_____________________________________________

OBSERVER______________________  (BLDG/ROOM) ______________________________

1.  AUDIT TRAIL MATERIALS


A.  VISITOR'S PACKET COMPLETE



YES

NO


B.  L P DATE _______ WITHIN 1 YEAR TOLERANCE
YES

NO


C.  COMMENTS: ____________________________________________________

             ____________________________________________________________________

2.  INSTRUCTIONAL MATERIALS


A.  STANDARDS ARE STATED IN LP OBJECTIVES

YES

NO


B.  LP SUPPORTS OBJECTIVES



YES

NO


C.  LP HAS CLASS PROCEDURE AND LESSON TIE-IN
YES

NO


D.  LP HAS SUMMARY AND CLOSING STATEMENT
YES

NO


E.  LP HAS PREPLANNED QUESTIONS


YES

NO


F.  COMMENTS______________________________________________________

                   _________________________________________________________________

3.  INSTRUCTIONAL AIDS


A.  TRAINING AIDS ARE LISTED IN THE LP 

YES

NO


B.  CLEAR, APPLICABLE, AND UNDERSTANDABLE
YES

NO


C.  GRAMMATICALLY CORRECT (SPELLING, ETC.)
YES

NO

Appendix C-1
D.  READABLE FROM ALL POINTS IN ROOM

YES

NO


E.  COMMENTS______________________________________________________

                   _________________________________________________________________

4.  ENVIRONMENTAL FACTORS


A.  APPEARANCE/CLEANLINESS OF CLASSROOM
SAT
    UNSAT


B.  TEMPERATURE





SAT          UNSAT


C.  LIGHTING






SAT
     UNSAT


D.  TRAINING EQUIPMENT


     (1)  35mm PROJECTOR/SLIDES



SAT
UNSAT    NA


     (2)  OVERHEAD PROJECTOR/TRANSPARENCIES
SAT      UNSAT    NA


     (3)  VIDEO TAP PLAYER/TAPE/TV


SAT      UNSAT    NA


     (4)  OTHER__________________________


E.  ADEQUATE WORKSPACE/SEATING PER STUDENT    
SAT
      UNSAT

5.  COMMENTS ________________________________________________________________


Observer's Signature:_______________________________

Instructor's Signature:________________________________

Appendix C-2

SAMPLE STUDENT SURVEY QUESTIONNAIRE

          External Evaluation Survey 

Specific to MOS 14J Command, Control, Computers, Communications and

                                 Intelligence Enhanced Operator/Maintainer

Purpose:  The purpose of this survey is to improve training and to use this data as a tool for developing surveys for the ADA School and Center.

Thank you for your response! Your comments are important to us.  Please complete this survey so that we may be able to provide you with the best training possible for the millennium. 

The following survey questions apply to the 1st two weeks of training for MOS 14J.

Please circle the letter that best indicates your answer.

1.  To what extent do you agree with the statement, "The classroom facility environment was conducive to learning."

a.  Very much agree



b.  Moderately agree



c.  Slightly agree



d.  Not at all agree

2.  What is your impression of the overall quality of training at the Air Defense School?

a. Very well done

b. Moderately well done

c. Slightly well done

d. Badly done

3.  To what extent do you agree with the statement, " The instructors for this course were very knowledgeable in their field."

a.  Very much agree



b.  Moderately agree



c.  Slightly agree



d.  Not at all agree

4.  To what extent do you agree with the statement, "Training materials/handouts were effective and related to course."

a.  Very much agree



b.  Moderately agree



c.  Slightly agree



d.  Not at all agree

5.  To what extent do you agree with the statement, "The equipment used for this course was in good working condition."

a.  Very much agree



b.  Moderately agree



c.  Slightly agree



d.  Not at all agree 
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6.  How confident are you in Joint Tactical Air Operations Data Communications?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

7.  How confident are you in the UNIX Operating System?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

8.  How confident are you in the ADSI Simulation Operations?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

9.  How confident are you in ADSI System Initialization?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

f.    Not applicable

10.  How confident are you in ADSI User Mode Operations?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

11.  How confident are you in AMDWS System Initialization?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

12.  How confident are you in AMDWS Planning Mode functions?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable
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13.  How confident are you in AMDWS Situational Awareness.

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

14.  How confident are you in development of AMDWS map overlays?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

15.  How confident are you in System Integration and Operations? 

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

e. Not applicable

Additional Remarks:

Thanks again you for the time and attention required giving your feedback.  Be assured that your opinions are highly valued and are considered in providing the best training available.
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SAMPLE INSTRUCTOR SURVEY QUESTIONNAIRE
Instructor 

External Evaluation Survey

For

14J Command, Control, Computers, Communications and Intelligence Enhanced 

Operator/Maintainer


Purpose:  The purpose of this survey is to improve training and to use this data as a tool for developing surveys for the ADA School and Center.

Thank you for your response!  Your comments are important to us.  Please complete this survey so that we may be able to provide you with the best training support as possible.

Please circle the letter that best indicates your answer.

1.  Which of the following MOS 14J training have you taken? (Check all that apply)

a. Phase I – IDT - Common Core

b. Phase II – ADT - Common Core

c. Phase III – IDT SHORAD TRACK

d. Phase IV – ADT – SHORAD TRACK

e. Phase III – IDT – Patriot TRACK

2.  How long has it been since your last instructor certification?

a. 1 year or less

b. 1 - 3 years

c. 3 to 5 years

d. 6 to 10 years

e.   11 years +

3.  How long have you been an instructor?

a. 1 year or less

b. 1 - 3 years

c. 3 to 5 years

d. 6 to 10 years

e. 11 years + 

4.  How confident are you in your knowledge and ability received from this course to do your job as a 14J MOS?

a. Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident

5.  How confident do you feel using computers?

a.   Very confident

b. Moderately confident

c. Slightly confident

d. Not at all confident
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6.  How confident do you feel teaching through Distance Learning/Video Tele-Training?

a.   Very confident

b.   Moderately confident

c.   Slightly confident

d.   Not at all confident

7.  How well are existing training programs at preparing you for your job?

a.  Meet ALL of my training needs

b.  Meet MOST of my training needs

c.  Meet SOME of my training needs

d.  Meet a FEW of my training needs

       e.  Does not meet any of my training needs

8.  On a scale of 1 to 4, how well do you like existing training programs?

       a.  4 – Like them very much

       b.  3 - Moderately like them

       c.  2 – Slightly like them

       d.  1 - Not at all

9.  Which of the following do you prefer to use in your instruction to enhance learning? (Check all that apply)

a.  Instructor-led Classroom 



b.  On-the-Job Training (OJT)



c.  Field Trips



d.  Video Tapes



e.  Workbooks



f.   Job Aids



g.  Computer-based Training



h.  Independent Study



i.   Study Groups



j.   Observing Others



k.  Simulations



l.  Other (specify):   

10.  Are training materials available and on-hand to conduct training?

a.   Always

b. Almost always

c. Sometimes

d. Never

11.  How would you rate your job?

a. Excellent

b. Good

c. Average

d. Fair

e. Poor
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(SAMPLE COVER LETTER FOR EVALUATION REPORTS STAFFED TO PROPONENTS)

ATSA-QAO








DATE

MEMORANDUM THRU Director, QAO

FOR Chief/Commander, (Department/unit)

SUBJECT:  Evaluation of (Course title)

1.  Purpose.

     a.  This memorandum provides the evaluation findings and recommendations resulting from the Evaluation and Standardization Branch's (ESB) evaluation of ________.

     b.  We request your approval or disapproval with the proposed findings and/or recommendations (TAB A).

2.  Background.  In _________, ESB initiated an evaluation of _____ as a result of ____.

3.  Evaluation Intent.  The objectives of this evaluation were to:  _______________

4.  Methodology.

     a.  Data was collected from interviews and/or questionnaires of administrative personnel, instructors, students, and other key personnel, review of course documents and training materials, and observation of class activities and support facilities.

     b.  Analysis of survey data was conducted by ESB.

     c.  Supporting documentation (i.e., TRAS documents, interview forms, course evaluation plan, analysis data, etc. are available from ESB.

5.  Evaluation Findings/Recommendations.  Findings and recommendations are enclosed and are categorized as:____________.  Action proponents are suggested.  The first proponent is considered the lead and should coordinate with the other action proponent, if listed.

6.  The POC(s) for this action are__________.

Encl 




CHIEF, ESB SIGNATURE BLOCK 
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FINDINGS AND RECOMMENDATIONS

EVALUATION AREA:  (i.e., Area(s) of the course that can be improved)

1.  FINDING(S):  (i.e., Missing TRAS Documents)


a.


b.

      RECOMMENDATION(S):


a.


b.

RECOMMENDED ACTION PROPONENT(S):  (i.e., DOTD, DRM)

CONCUR ________________________NONCONCUR________________________

Comments:

2.  FINDING(S):  (i.e., Missing TRAS Documents)


a.


b.

      RECOMMENDATION(S):


a.


b.

RECOMMENDED ACTION PROPONENT(S):  (i.e., DOTD, DRM)

CONCUR ________________________NONCONCUR________________________

Comments:
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GLOSSARY

ACRONYMS AND TERMS

AAR



After-Action Review

AC



Active Component

ACCP



Army Correspondence Course Program

ADT



Active Duty for Training

ADTLP


Armywide Doctrine and Training Literature Program

AER



Academic Efficiency Report

AGR



Active Guard Reserve

AIT



Advanced Individual Training

ANCOC


Advanced NCO Course

APFT



Army Physical Fitness Test

ARNG



Army National Guard

ARTEP


Army Training and Evaluation Program

ASAT



Automated Systems Approach to Training

AT



annual training

ATC



Army Training Centers

ATRRS


Army Training Requirements and Resources System

ATSC



Army Training Support Center

BCTP



Battle Command Training Program

BFITC



Battle Focus Instructor Training Course

BNCOC


Basic NCO Course

CAD



course administrative data

CAI



computer assisted instruction

CALL



Center for Army Lessons Learned

CASCOM


Combined Arms Support Command

CD



combat development

CMF



career management field

CMP



course management plan

CS



combat support

CSS



Combat Service Support

CTC



Combat Training Centers

CTEA



Cost and Training Effectiveness Analysis

DOTD



Directorate of Training Development

DPTMS


Directorate of Plans, Training, Mobilization and Security

DTEA



Developmental Training Effectiveness Analysis

DTT



Doctrine and Tactics Training
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EEA



essential elements of analysis

ELO



Enabling Learning Objective

EOCT



end-of-course testing

EXTEV


external evaluation

EOCCT


end-of-course comprehensive testing

ESB



Evaluation and Standardization Branch

FDTE



force development test and experimentation

FOE



follow-on evaluation

FTX



field training exercise

HQ



Headquarters

HQDA



Headquarters, Department of the Army

ICW



interactive courseware

IDT



inactive duty training

IT



individual training

ITC



instructor training course

ADLLB


Air Defense Lessons Learned Branch

LOI



letter of instruction

MACOM


Major Army Command

MOB



mobilization

MOS



military occupational 

MOSQ



military occupational specialty qualification

MQS



military qualification specialty

N/A



not applicable

NCO



noncommissioned officer

NCOES


Noncommissioned Officer Education System

NET



new equipment training

NGB



National Guard Bureau

NLT



not later than

NTC



National Training Center

O&O



operational and organizational

OAC



Officer Advanced Course

OBC



Officer Basic Course

ODCST


Office of the Deputy Chief of Staff for Training

OES



officer education system

PCC



precommand course

PFTEA


Post Fielding Training Effectiveness Analysis

Appendix F-2
PLDC



Primary Leadership Development Course

POC



point of contact

POI



program of instruction

POIMM


program of instruction management module

PPBES



planning, programming, budgeting, and execution system

QA



quality assurance

QC



quality control

RC 



Reserve Component

RCE



Regional Coordinating Element

RCTI



Reserve Component Training Institution

RTS



Regional Training Sites

SAQ



Student Assessment Questionnaire

SAT



Systems Approach to Training

SDT



Self-Development Test

SGI



Small Group Instruction

SGITC



Small Group Instructor Training Course

SGL



small group leader

SMDR



Structure Manning Decision Review

SME



subject-matter expert

SOP



standing operating procedure

SOW



statement of work

STP



Soldier Training Publications

STRAP


Systems Training Plan

TAG



The Adjutant General

TASS



The Army School System

TATS-C


The Army Training System-Courseware

TCE



TRADOC Coordinating Element

TDA



table of distribution and allowances

TD1



training development

TEA



training effectiveness analysis

TNET



telenetwork training

TLO



terminal learning objective

TRADOC


Training and Doctrine Command

TRAS



Training Requirements Analysis System

TSP



training support package

VTC



video tele-conference

VTT



video tele-training

VTTITC


video tele-training instructor training course
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WO



warrant officer

WOAC


Warrant Officer Advanced Course

Accreditation.  Authority to teach based on evaluation to determine consistency, compliance, standardization, and Total Army quality Assurance with a training institution of the Total Army.

Affiliation.  Alignment of TRADOC Service School proponent with RCTIs.

Active Duty for Training (ADT).  Full-time attendance at organized and planned specialized skill, flight, combat crew, unit conversions, refresher, proficiency, officer acquisition, and professional development training periods.

Annual Training (AT).  The minimal period of annual active duty for training or annual field training a Reserve Component (RC) soldier performs each year to satisfy the annual training requirement associated with an RC assignment.  It may be performed during one consecutive period or in increments of one or more days depending upon mission requirements.


Analysis Phase.  A major phase of the systems approach to training.  The major functions included in this phase are: to define what units and individual soldiers do, the conditions under which they perform, and the performance standards required for success.  This phase provides the data upon which all follow-on training decisions, design, and development are based.

Assessment.  Determination of performance to standards.  Also, an examination of the results of  evaluation and the development of judgments concerning individual and collective ability to perform.

Baseline Data.  Valid and reliable information about the current level of performance of the student population.  This data can be used to confirm the need to develop new instruction or to assess differences between student performance before (at baseline) and after instruction.

Basic Combat Training (BCT).  Basic introductory and indoctrination training for enlisted Active and Reserve Component personnel without prior military service.  It provides a transition from civilian to military life and motivation to become a responsible, physically fit, member of a cohesive force.

Certification.  Verification of proficiency in a given task or tasks.
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Concept Based Requirements System (CBRS).  The process for determining the Army's future war fighting requirements through the development and analysis of operational concepts.  These requirements, when analyzed, provide the documentation for the development of doctrine, training, organization, leader development, and materiel.

Design Phase.  A major phase in the Systems Approach to Training.  Determines how to train.  Translates analysis data into a blueprint for training.  It identifies all resource Requirements, training structure, training sequence, and student evaluations/graduation requirements.

Development Phase.  A major phase  in the Systems Approach to Training.  Converts the design into resident and nonresident training material; e.g., lesson plans, student handouts, examinations, scenarios, training situations, programs of instruction, etc.

Evaluation.  The collection, analysis, and reporting of information about performance relative to a specific standard.  Just as training serves as a basis for everything a force, unit, or activity must do, evaluation serves as the basis for command assessments of capability, accomplishment, and effectiveness.  Evaluation adheres to disciplines and methodologies which lead to valid and highly credible results.

External Evaluation.  Proponent school efforts beyond the service school or integrating command to verify currency and effectiveness of doctrine, tactics, and techniques in meeting the needs of operating units on the battlefield.  External evaluation obtains feedback on the duty proficiency of proponent graduates in units, the adequacy and currency of  training support materials and doctrinal sufficiency in TRADOC publications.

Functional Alignment.  The pairing and association of a proponent school with a training institution which teaches courses which are primarily within the purview of that proponent school.  

Implementation Phase.  A major phase in the Systems Approach to Training that executes the training developed during the design and development phases.

Inactive Duty Training (IDT).  Authorized training performed by a member of a Reserve Component not on active duty, annual training, or active duty for training.  This training consists of regularly scheduled unit training assemblies, additional training assemblies, periods of appropriate duty or equivalent training, and any special additional duties authorized for Reserve Component personnel.
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Individual Training (IT).  Training which the commissioned officer, WO, NCO, or enlisted person receives in the training base, units or by self-study.  This training prepares the individual to perform duties or tasks in duty positions and skill levels.

Institutional Training.  Training in Active Army service schools, USARF schools, NGB Regional NCO academies, State Military Academies, Regional and Training Sites, and  Army Training Centers (ATC).

Integration.  The integration function ensures compatibility and interoperability of programs, actions, and products of schools with each other and with combined arms, logistics, and personnel services operational requirements.

Internal Evaluation.  Focuses primarily within the service school or integrating command, but may include evaluation at ATC and other schools by course or publication proponents.  Its purpose is to assess currency of doctrine, tactics, ad techniques.  Internal evaluation also includes verification of the application 

Mentor.  Wise and trusted teacher or counselor.

Military Occupational Specialty (MOS).  Approved definition

National Guard Bureau (NGB).  The National Guard Bureau is both a staff and an operating agency.  As a staff agency NGB participates with Department of the Army and Air Force in the development and coordination of policies and programs pertaining to or affecting the National Guard.  As an operating agency, the National Guard Bureau formulates and administers the programs for the training, developing, and maintenance of the Army and Air National Guard.  The National Guard Bureau is the channel of communications between the Department of the Army and Air Force and the states for nonfederalized units and personnel.

National Training Center (NTC).  The Fort Irwin training center that provides a heavy combat battalion task force 2 weeks of intensive combat training on a rotational basis.

Operational and Organization Plan (O&O).  A guidance document for the training of personnel and logistic employment of specific hardware systems within Army Orgns.  

Post Fielding Training Effectiveness Analysis (PFTEA).  An indepth evaluation conducted about one year after fielding a major new system or conducted for any system when performance deficiencies dictate a thorough evaluation.

Quality.  The degree of conformance and/or nonconformance to a standard.

Quality Review.  Focuses on characteristics and features (i.e., performance, reliability, durability, conformance, features, etc.) of products and processes to determine that conformance and/or nonconformance to a standard.
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Qualification.  Process which ensures that instructors and cadre have met all TRADOC standards prior to assuming specific teaching and training institution leader duties.

Rating Scale.    A measurement device in which a rater must choose a response from choices arranged in a continuum such as from low to high or good to bad.

Regional Training Sites (RTS).  HQDA-approved, regionally-focused facilities which provide a training environment capable of conducting the following:  1) individual, transition, sustainment, and refresher military education training; 2)  selected unit training

and evaluation using proponent school-developed and approved programs of instruction and supporting training materials, with instruction presented by proponent school certified instructors.

Reserve Component Training Institution (RCTI).  The training institution of both the Army National Guard (State  military academies, NGB Regional NCO Academies/Schools, etc.)  and U.S. Army Reserve (U.S. Army Reserve Forces Schools/USARC NCO Academy, etc.)  RCTI comprises all NCO Academies and schools of the Reserve Component.

Standardization.  The development and implementation of common and consistent methods for the Army to train and fight as a collective, cohesive team and as a major contributor to successful joint and combined operations.  The determination of whether or not standard doctrine, techniques and procedures, and organizational interrelationships contribute to operational readiness.

Subject Matter Expert (SME).  An individual who has a thorough knowledge of a job (duties and tasks) which qualifies the individual to assist in the training development process (i.e. consultation, review analysis, etc.) .  Normally, a SME will instruct in their area of expertise.

Systems Approach to Training (SAT).  A logical model for effectively and efficiently determining what, where, when, and how tasks should be taught.  It consists of five interrelating phases of Evaluation, Analysis, Design, Development and Implementation.  A model which provides a pattern for training development of new or revised to instruction and training support materials.

The Adjutant General (TAG).  In peacetime, TAGs manage both state and federal resources in support of the National Guard.  Their staffs include both state and federal employees.  The individual ARNG commanders under the TAG are responsible for training their units in peacetime.

Training and Doctrine Command (TRADOC).  The major Army command (MACOM) that develops training and doctrine for the US Army.
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