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Evaluator’s Checklist:  Training Development Management
	Personnel Management Criteria
	Yes
	No
	N/A

	1.
	General

	
	a.
	Were Staff and Faculty training requirements identified and documented?
	
	
	

	
	b.
	Did Staff and Faculty training meet the needs of the institution?
	
	
	

	
	c.
	Is there an approved Staff and Faculty long-range training strategy in place?
	
	
	

	2.
	Instructors

	
	a.
	Did instructors demonstrate the required skills necessary in using instructional techniques appropriate for the method of instruction?
	
	
	

	
	b.
	Were instructors evaluated IAW TRADOC Reg 350-70?
	
	
	

	3.
	Training Developer Qualification

	
	a.
	Was required training for training developers documented and on file?
	
	
	

	
	
	(1)
	Systems Approach to Training Course
	
	
	

	
	
	(2)
	Instructor Training Course
	
	
	

	
	
	(3)
	Learning theory, psychology of learning, educational psychology
	
	
	

	
	
	(4)
	Instructional design practices
	
	
	

	
	
	(5)
	Educational evaluation
	
	
	

	
	
	(6)
	Instructional product development
	
	
	

	
	
	(7)
	Computers in education and training
	
	
	

	
	
	(8)
	Test Writing
	
	
	

	
	b.
	Did TD qualification documentation indicate that required training was completed?
	
	
	

	
	
	(1)
	TV/Video Production
	
	
	

	
	
	(2)
	Interactive Multimedia Instruction (IMI)/Computer Base Instruction
	
	
	

	
	
	(3)
	Video Teletraining (VTT) ITC
	
	
	

	
	
	(4)
	Contract Management (TBD)
	
	
	

	
	
	(5)
	Automation Systems
	
	
	


	Evaluator’s Checklist: TD Management (con’t)

	Personnel Management Criteria
	Yes
	No
	N/A

	4.
	Training Development Manager Qualification

	
	a.
	Were training development managers training requirements documented and on file?
	
	
	

	
	
	(1)
	Middle Manager’s Course
	
	
	

	
	
	(2)
	Senior Manager’s Course
	
	
	

	
	b.
	Were they qualified as training developers?
	
	
	

	5.
	Training Manager Qualification

	
	Was required training for training managers documented and on file?
	
	
	

	
	a.
	Instructor Training
	
	
	

	
	b.
	Instructor Evaluation
	
	
	

	
	c.
	SAT Course
	
	
	

	
	d.
	Test Writing
	
	
	

	6.
	Evaluator Qualification

	
	a.
	Was required training for evaluators documented?
	
	
	

	
	
	(1)
	All evaluators must have:

	
	
	
	(a)
	Training Evaluator Course (when developed).
	
	
	

	
	
	
	(b)
	Systems Approach to Training.
	
	
	

	
	
	
	(c)
	Cadre Training Course, if evaluating IET.
	
	
	

	
	
	(2)
	If evaluating the Training Development Process, evaluators must have:

	
	
	
	(a)
	IMI Development Workshop.
	
	
	

	
	
	
	(b)
	Training Development/Training Automation Systems.
	
	
	

	
	
	(3)
	If evaluating instructors, must have:

	
	
	
	(a)
	The Army Instructor Training Course (TAITC).
	
	
	

	
	
	
	(b)
	Small Group Instructor Training Course, if evaluating small group instruction.
	
	
	

	
	
	
	(c)
	Video Tele-training Instructor Training Course, if evaluating VTT.
	
	
	

	
	
	(4)
	If evaluating tests, must have:

	
	
	
	(a)
	Criterion Referenced Test Development Course (TBD).
	
	
	

	
	
	
	
	Note:  SAT Basic Course is a prerequisite.
	
	
	

	Evaluator’s Checklist: TD Management, con’t

	Personnel Management Criteria
	Yes
	No
	N/A

	
	
	(5)
	If conducting accreditation, must have training on the use of the Accreditation Standards Guide.
	
	
	

	
	
	
	Note:  No formal training presently exists for this, but there should be documentation that evaluators who will perform accreditation functions have received appropriate training on the conduct of an accreditation.
	
	
	

	
	b.
	Can evaluators apply training development performance standards (i.e., learning objectives, test standard writing criteria) to determine the viability, effectiveness, and efficiency of the education/training products produced?
	
	
	


	Student Management Criteria
	Yes
	No
	N/A

	1.
	Did the enrolled students meet course prerequisites?
	
	
	

	2.
	Were students released from the course IAW proper procedures?
	
	
	

	3.
	Was there a policy established for retraining students?
	
	
	

	4.
	Was the established retraining policy followed?
	
	
	

	5.
	Were student attendance records maintained?
	
	
	

	6.
	Did student records contain required documentation?
	
	
	


	Budget Management Criteria
	Yes
	No
	N/A

	1.
	Was the annual Command Operating Budget timely prepared based on the training/training development workload requirements?
	
	
	

	2.
	Were Program Objective Memorandum (POM) requirements timely prepared and submitted?
	
	
	

	3.
	Were Unfinanced Requirements timely prepared and submitted?
	
	
	

	4.
	Were Military Construction Army requirements prepared and timely submitted?
	
	
	


	Evaluator’s Checklist: TD Management (con’t)

	Task Management Criteria
	Yes
	No
	N/A

	1.
	Collective Task Management
	
	
	

	
	a.
	Was a proponent collective task manager assigned?
	
	
	

	
	b.
	Was the process for identifying type unit mission and collective task followed?
	
	
	

	
	c.
	Was current collective task data maintained?
	
	
	

	
	d.
	Were unit-training strategies prepared?
	
	
	

	
	e.
	Were MTPs maintained and current?
	
	
	

	2.
	Individual Common and Shared Task Management

	
	a.
	HQ, TRADOC:  (HQ QAO only)
	
	
	

	
	
	(1)
	Common soldier and skill level tasks have been identified and approved.
	
	
	

	
	
	(2)
	Common tasks were horizontally and vertically aligned between the enlisted, warrant officers, and commissioned officers education system.
	
	
	

	
	
	(3)
	Common task STP was produced and distributed.
	
	
	

	
	
	(4)
	Common and shared tasks and supporting task analysis have been kept current.
	
	
	

	
	
	(5)
	Ensured executive agent produced and distributed common and shared task TSPs.
	
	
	

	
	b.
	Executive Agents:  (HQ QAO only)

	
	
	(1)
	Ensured subordinate proponents maintained current common and shared tasks within their respective education system.
	
	
	

	
	
	(2)
	Ensured subordinated proponents designed, developed, and evaluated common and shared tasks training within respective education systems.
	
	
	

	
	
	(3)
	Ensured subordinated proponents common/shared tasks products met the education/training requirements.
	
	
	

	
	
	(4)
	Ensured nonproponent schools used common and shared tasks data provided by the Training/TD (Task) Proponent.
	
	
	

	
	c.
	Training/TD (Task) Proponents

	
	
	(1)
	Did Training/TD (Task) Proponent maintain current common and shared task data and education/training products?
	
	
	


	Evaluator’s Checklist: TD Management (con’t)

	Task Management Criteria
	Yes
	No
	N/A

	
	
	(2) 
	Did POIs contain correct common and shared tasks?
	
	
	

	
	
	(3)
	Were training products/materials designed and developed for common tasks IAW TR 350-70?
	
	
	

	
	
	(4)
	Were approved, current common and shared task data and education/training products maintained?
	
	
	

	
	
	(5)
	Were all approved critical common and shared tasks trained?
	
	
	

	
	
	(6)
	Were all branch individual tasks properly managed for proponent-designated tasks?
	
	
	


	Workload Management Criteria
	Yes
	No
	N/A

	1.
	Were accurate and current Project Management Plans maintained?
	
	
	

	2
	Were accurate and current Training Development Plans maintained?
	
	
	

	3.
	Were accurate and current Master Evaluation Plans maintained?
	
	
	

	4.
	Were appropriate workload requirements identified?
	
	
	

	5.
	Were training development workload man-hour requirements identified?
	
	
	


	Contract Management Criteria
	Yes
	No
	N/A

	1.
	Were statements of work (SOW) prepared IAW appropriate policy and timely submitted?
	
	
	

	2.
	Were delivery orders (DO) prepared and submitted?
	
	
	

	3.
	Were acquisition requirements packages (ARP) prepared IAW appropriate policy?
	
	
	

	4.
	Were contractors’ equitable adjustments/changes and/or claims researched and acted upon appropriately?
	
	
	

	5.
	Were products produced reviewed for validity, efficiency and effectiveness in a timely manner?
	
	
	

	6.
	Were comments provided to contractors in a timely manner?
	
	
	

	7.
	Were contractor-produced products approved?
	
	
	

	8.
	Were all contractual documentations on file?
	
	
	

	Evaluator’s Checklist: TD Management (con’t)

	Contract Management Criteria
	Yes
	No
	N/A

	9.
	Did management submit all documentations in a timely manner?
	
	
	

	10.
	Were adequate In-Process Reviews (IPR) timely conducted?
	
	
	

	11.
	Were Quality Acceptance Reports (QAR) issued?
	
	
	

	12.
	Did contractor-produced products meet contract requirements?
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