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                                                NORUINST 1550.2C

                                                Code OOL

NAVCRUITCOM ORIENT UNIT INSTRUCTION 1550.2C

Subj:  PROCEDURES FOR ENSURING CURRICULUM QUALITY CONTROL

Ref:   (a) NAVEDTRA 130, Task Based Curriculum Development

           Manual 

       (b) NAVEDTRA 134, Navy Instructor Manual 

       (c) NAVEDTRA 135B, Navy School Management Manual 

       (d) Instructor Qualification Requirements Handbook 

           September 1997

       (e) CNETINST 5000.5 (series)

       (f) Job Qualification Requirements (JQR) Handbook

       (g) BUPERSINST 1610.10 (series)

       (h) OPNAVINST 6110.1 (series)

Encl:  (1) Curriculum Change Route Sheet

       (2) NORU End-of-Course Critique, NCS Form E42783:6544)

       (3) NORU General Feedback

       (4) ENRA General Feedback

       (5) Instructor Evaluation Checklist, NCS Form EP30-

           24222:321

       (6) Master Training Specialist Qualification Checklist

       (7) Master Training Specialist Nomination Format/Sample

           Letter of Nomination for Master Training Specialist

           Designation

       (8) ENRA Instructor Indoctrination Sign Off 

       (9) Instructor Qualification Handbook 

      (10) Instructor of the Quarter/Year Nomination Letter

      (11) Factors Considered in Evaluation of Nominees 

      (12) Instructor of the Quarter/Year Grade Sheet

      (13) Student Training Management Form

      (14) Student Management Requirements

      (15) Student Review Board Procedures and Requirements

1.  Purpose.  To establish policy and procedures in Navy Recruiting Orientation Unit (NORU) to ensure quality curriculum and instruction; to prescribe the role of the Curriculum and Instruction Standards Officer.

2.  Cancellation.  NORUINST 1550.2B. This instruction is a complete revision and should be read in its entirety.
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3.  Discussion.  The Commanding Officer of NORU is responsible for the quality of training provided under his/her command.  Factors greatly impacting on quality training are curriculum, instruction and evaluation.  Interface between classroom instructors, Curriculum Managers (CM), National Training Team (NTT), and Curriculum Instructional Standards Officer is essential.  Reference (a) establishes procedures for development, change, review and approval of new or modified training programs and materials.  Reference (b) establishes a comprehensive standardized training path for training of instructors.  Reference (c) establishes the audit trail for all curriculum changes; the criteria for evaluation of all instructors; and the criteria for evaluating the quality of instruction received by students and to provide a document that is a means of initiating action to improve unsatisfactory conditions.

4.  Policy.  Providing quality training to meet recruiting needs is the primary responsibility of the Navy Recruiting Orientation Unit.  The Commanding Officer will ensure the quality of training by evaluation standards set forth.

    a. Curriculum Procedures.  For Course Curriculum Managers (CCM):

       (1) Enclosure (1) is used to recommend a change to the curriculum.  To collect feedback from all courses and Instructors, departments use enclosure (2), (3) and (4); Enclosure (5) is used to evaluate instructors quarterly; enclosure (6) and (7) are used by the Master Training Specialist Program; enclosure (8) is used to document Instructor Orientation; enclosure (11) is the Instructor of the Quarter/Year (IOQ/Y) nomination letter; enclosure (12) are the evaluation factors used by the IOQ/Y Board; enclosure (13) is the IOQ/Y grade sheet; enclosure (14) documents any action taken that impacts on the student pipeline.  This includes students who do not complete the training.

5.  Instructor Training Requirements.  Officer and enlisted personnel assigned to instructor/trainer billets will complete formal training for their job assignment at Instructor Training (IT) school prior to arriving at NORU.  Problems obtaining quotas will be coordinated with the CISO.
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    a. Instructor Certification Policy.  Certification is the process that prepares the "instructor in training" to conduct training without the direct supervision of a certified course instructor.  The certification process normally begins after successfully completion of Instructor Training School.  All officer and enlisted personnel assigned to instructor's billets are awarded the title of "Instructor" only after completing the Instructor Certification Program.

    b. Enlisted Recruiter Academy (ENRA) Instructor.  ENRA Instructor Certification program begins with the command indoctrination and course indoctrination training and includes the following:

       (1) Five weeks observing the five Triads of ENRO.  During this time, the "instructor in training" reviews reference (a).

           - Complete the sign-off sheet for each triad.

           - Review lesson plans presentation with

             instructor.

           - Personalize instructor guide and perform 

             podium practice 

       (2) Instructor preparation and practice teaching.

           - Review personalized lesson plans with triad 

             team leader.

           - Review PowerPoint presentation, handouts, and 

             instructional methods with team leader.

           - Team teach each triad with a certified Triad 

             instructor. 

       (3) Instructor Qualification Requirements

           Training.

           - Execute a curriculum change

           - Complete the sign-off sheets.

           - Pre-IQR Board

           - IQR Board 

           - CO designation
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       (4) Quarterly Instructor Performance Evaluations.

           - Four outstanding

           - Four satisfactory

           - One marginal, 3 Satisfactory after in-

             service.

    c.  Navy Recruiting Leadership Academy Instructor.  NRLA Instructor Certification Program begins with the command and course indoctrination training and includes the following:

        (1) Five weeks observing the five Triads of NRLA.  During this time, personnel review reference (a).

            - Complete the sign-off sheet for each triad.

            - Review lesson plans presentation with instructor.

              personalize instructor guide and perform podium 

              practice. 

        (2) Instructor preparation and practice teaching.

            - Review personalized lesson plans with triad team

              leader.

            - Review PowerPoint presentation, handouts, and 

              instructional methods with team leader.

            - Team teach each triad with a certified Triad

              instructor. 

        (3) Instructor Qualification Requirements Training.

            - Execute a curriculum change

            - Complete the sign-off sheets.

            - Pre-IQR Board

            - IQR Board 

            - CO designation
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        (4) Quarterly Instructor Performance Evaluations.  Acceptable Instructor's performance ratings are as follows:

            - Four outstanding

            - Four satisfactory

            - One marginal, 3 Satisfactory after in-service.

    d.  National Training Team Trainers/Instructors.  NTT Trainer Indoctrination consists of command and course indoctrination training and includes the following:

        (1) Two weeks observing the five Triads of NRLA/ENRA.  During this time, personnel review reference (a).

            - Complete the sign-off sheet for each triad.

            - Review lesson plans presentation with instructor.

            - Personalize instructor guide and perform podium 

              practice 

        (2) Instructor preparation and practice teaching.

            - Review personalized lesson plans with triad team

              leader.

            - Review PowerPoint presentation, handouts, and

              instructional methods with team leader.

            - Team teach each triad with a certified Triad

              instructor.

        (3) Instructor Qualification Requirements Training.

            - Execute a curriculum change

            - Complete the sign-off sheets.

            - Pre-IQR Board

            - IQR Board 

            - CO designation

5

NORUINST 1550.2C

        (4) Quarterly Instructor Performance Evaluations. Acceptable Instructor's performance ratings are as follows:

            - Four outstanding

            - Four satisfactory

            - One marginal, 3 Satisfactory after in-service

6.  NORU Instructor of the Year.  The Instructor of the Year award provides recognition for those individuals who have displayed outstanding instructional and leadership performance and who best personify the meaning of personal excellence.  This award also serves to communicate to the fleet Sailor that a instructor tour of duty is a positive career enhancing opportunity.

    a.  Instructor Qualification.  Instructors, consistently exhibiting strong managerial and leadership skills, serve as role models for their students and are critical to the training process and fleet readiness.  Individuals considered for the NAVCRUIT and CNET Instructor of the Year awards, are the top Navy performers, physically fit, and professional in bearing and appearance.

    b.  Eligibility Criteria.  This award is open to all active duty personnel including Training and Administration of Reserve personnel who have been assigned for a period of at least one year to any of the following billets:

        (1) Instructors (classroom, learning center, Naval Reserve Officers Training Corps, etc.)

        (2) Supply Officer

        (3) Trainers (NTT)

    c.  Instructor of the year process.
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        (1) ENRA:  Select one enlisted nominee and forward nomination packages, utilizing enclosure (10), to  CISO no later than second week in October.

        (2) NRLA and NTT Department Heads:  Select one enlisted and one officer instructor of the Year.  The board should convene as soon as practical after receipt of all nomination packages but no later than the second week in October.

        (3) Executive Officer:  Establish a board and select one enlisted and one officer NORU Instructor of the Year from among those nomination packages submitted by ENRA, NRLA, and NTT for recommendation.  Forward NORU's Instructor of the Year nomination packages to the Chief of Naval Education and Training (CNET) (N-641) no later than 1 April.

        (4) Commanding Officer:  Conduct a competition open to all eligible personnel under their command and select one enlisted and one officer nominee, as appropriate.  Compile a nomination package consisting of the information designated.

    d.  Nomination Packages.  Nomination packages will consist of the following:

        (1) Cover letter with command recommendation.

        (2) Information as outlined in enclosure (11).

        (3) A completed, signed Navy Commendation Medal Personal Award Recommendation (OPNAV 1650/3 (3-76)), indicating "NORU Instructor of the Year" at the top of the form for competition year 1 January through 31 December.

        (4) Five-by-seven or eight-by-ten inch black and white or color glossy photographs with negatives in Service Dress Blue uniform for Navy personnel or Summer Service ALPHA for Marine Corps personnel; one each of the following poses:  uncovered full length side view, covered and uncovered standard head and shoulders portrait.

        (5) Copies of all the nominee's instructor evaluations for the competition year.
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        (6) A one-page summary of student critiques indicative of nominee's instructional abilities both in and out of the classroom environment.

        (7) Five to twenty-minute video tape (VHS format) of the instructor in the classroom.  (Note: This requirement is only for finalists who reach the CNET level of competition.)  The lesson topic may be of the instructor's choosing, including General Military Training topics or any topics of special interest.  The nominee should be in his/her normal working uniform, and should be teaching actual students in the classroom during the videotaping.  The purpose of the videotape is to evaluate nominees on sound instructional practices and techniques.  A lead-in statement is not required. The tape may be of all or any portion of a lesson topic.

    e.  Instructor of the Quarter

        (1) ENRA:  Select one enlisted nominee and forward nomination packages, utilizing enclosure (10), to  CISO.

        (2) NRLA and NTT Department Heads:  Select one enlisted and one officer instructor of the Year.  The board should convene as soon as practical after receipt of all nomination packages.

        (3) Executive Officer:  Establish a board and select one enlisted and one officer nominee from among those nomination packages submitted by ENRA, NRLA, and NTT for recommendation. 

        (4) Commanding Officer:  Conduct a competition open to all eligible personnel under their command and select one enlisted and one officer nominee, as appropriate.

    f.  Notification of Selectees:  Notification of NORU's Instructor of the Quarter/Year will be made by the Commanding Officer.  Notification of NAVEDTRACOM Instructor of the Quarter/Year will be by the national news media. 

Recognition. Selectees will be recognized as follows:
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        (1). Presentation of a letter of Commendation to each selectee at an appropriate command ceremony and a 4 day special liberty.

        (2). The CMC will arrange for a command plaque with nameplate for presentation at an appropriate ceremony. 

    g.  Nomination Packages. Nomination packages will consist of the following:

        (1) Cover letter with command recommendation.

        (2) Information as outlined in enclosure (11).

        (3) Copies of all the nominee's instructor evaluations for the competition quarter.

        (4) A one-page summary of student critiques indicative of nominee's instructional abilities both in and out of the classroom environment.

7.  Master Training Specialist Program(MTS).  Personnel successfully completing the Instructor Qualification Requirements may apply for the Master Training Specialist Program after one year on the job experience.

    a.  Designation.  MTS designation provides recognition for out​standing individual effort and fosters greater command training professionalism.  By completing this program, the MTS designee will have demonstrated highly effective teaching skills and a comprehensive knowledge of training management, administration, and curriculum development.  The objective of this program is to create a cadre of personnel with advanced knowledge and capabilities to perform critical training management functions to include:  conducting in-service training; instructor evaluations; and, formal course reviews.  The program also creates a nucleus of Job Qualification Requirements (JQR) Signature Authorities, training mentors, and MTS Nomination Board members to help ensure a successful MTS program within a command.
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    b.  Certification.  MTS certification is demanding and may only be obtained through the formal certification program set forth in this instruction.  Candidates for MTS are no longer required to meet the 12-month time requirement in a training billet before they are eligible.  To help ensure utilization of MTS expertise, commands are advised to encourage nominees to achieve MTS desig​nation at least 1 year prior to planned rotation date (PRD).  For MTS certification to have credibility within and without the training community and high value-added to the activity, the standards must be uniformly applied with nomination criteria carefully controlled and monitored. Failure to obtain this certification should not be interpreted as an indication of unsatisfactory or adverse performance.

    c.  Policy
        (1) MTS is a designation, not an awards program, and shall not be used in lieu of an award or as an end-of-tour award.  Certification as an MTS shall not preclude an individual from receiving other appropriate awards for the same service.

    d.  Eligibility.  Only personnel assigned to billets specified in reference (c) and listed below are eligible for MTS designation:

        - Course Managers

        - Instructors

        - Curriculum Developers

        - Curriculum Managers

        - National Training Team Members

        - Field Trainers
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        (1) Officer, enlisted, and civil service personnel permanently assigned in a training billet at a Navy Recruiting Command (NAVCRUITCOM) activity whose primary mission is training.  Training billets are defined as instructors, NTT Trainers, Regional Trainers, curriculum development and instructional standards personnel, or equivalent.

        (2) Other military service personnel permanently assigned to U.S. Navy Recruiting Command.

        (3) Selected Reservists who have been assigned to a training billet, are in a satisfactory drill status, and have completed at least two periods of Reserve annual training.

        (4) Contractors are NOT eligible to participate in this program.

    e.  MTS Qualification Requirements.  Candidates must complete the JQR in reference (f).  Additionally, all nominees must meet the following requirements:

        (1) Complete formal instructor training through one of the Navy's formal training paths:  Instructor Training (IT) School (NEC 9502) or Navy Leadership Instructor Training Course (NEC 9518) (or equivalent for other military service personnel).  Requests for waiver of this requirement for an individual may be submitted to the commanding officer when it is deemed the candi​date has equivalent training or educational background. 

        (2) Meet performance evaluation requirements.  Candidates evaluated under reference (g) must receive no mark below 3.0 in any trait for the 12-month period preceding nomination.

        (3) Military personnel must pass the Physical Readiness Test (PRT) per reference (h).  Personnel with medical waivers must have passed the last PRT taken prior to the medical waiver.  All military personnel will be within the height/weight or body fat standards.
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        (4) Instructors must complete the instructor certifica​tion process and obtain at least two additional instructor evaluations prior to completion of MTS qualification.  Personnel in training billets other than instructor are exempt from the instructor certification process but must obtain at least two instructor evaluations.  Commands should ensure evaluators of facilitators have a thorough understanding of facilitator training techniques.

            (a) At least one evaluation must be done by someone outside of the candidate's department.  This criteria may be waived at activities with only one training department.  Recommend this evaluation be done by an MTS.

            (b) At the command's discretion, a videotape of the candidate instructing may be substituted for two instructor evaluations.  This videotape is to be presented to the MTS Board and made part of the board's assessment criteria. The purpose of the videotape is threefold:  (1) encourage candidates to use this proven tool to improve their instructional performance; (2) help candidates become comfortable using video technology; and, (3) enable the board to evaluate candidates on their ability to present in an interesting manner and engage students in the learning process.

            (c) Rules for making the videotape: Ten to fifteen-minute videotape (VHS format) of the MTS candidate in the class​room.  The lesson topic should be one the candidate is certified to teach and normally presents.  The candidate should be teaching actual students in the classroom during the videotaping.  A lead-in statement is not required.  The tape may be of all or any portion of a lesson topic and must not be edited.  There is no limit on the number of times candidates are videotaped/videotape themselves, but they may submit only one tape to the board.

            (d) Complete the MTS JQR Handbook.  Each signature block on the handbook will be signed by an individual who is MTS certified or, if not available, an activity-certified expert in the appropriate JQR module.
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            (e) Be recommended by the command MTS Nomination Board prior to submission of their nomination to the commanding officer.  Candidates having less than 6 months remaining before their PRD must receive authorization from their commanding officer to interview for the first time with the MTS Nomination Board.  Candidates disapproved by the MTS Board must upgrade their knowledge/skills and be re-boarded no less than 3 months before their PRD.

    f.  Procedures.  The following procedures and responsibilities are established:

        (1) The MTS certifying authority is the commanding officer of the training command.  This authority may not be delegated to a lower level.

        (2) Command MTS Nomination Board shall:

            (a) Ensure candidates meet all eligibility requirements (paragraphs 5a through c) before inviting them to appear at the oral MTS Board.

            (b) Interview nominees on any portion of the MTS JQR which the board deems appropriate.  Evaluate the candidate's ability to carry out the training management and leadership duties to be assigned (paragraphs 3 and 4).  If the board finds the nominee to be qualified in all respects, the nomination shall be forwarded to the commanding officer recommending designation as a Master Training Specialist.

        (3) Present MTS selectees with Certificates of Accom​plishment and NAVCRUITCOM MTS nametag medallions at an appro​priate command ceremony.  Incorporate relevant comments in the individual's performance evaluation or fitness report.

        (4) Make an appropriate entry in the individual's service record.

            (a) For enlisted personnel:  Enter MTS certification in the professional qualification standards section on page 4 and enter the date certified on page 13.
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            (b) For officers:  Include a copy of the Certificate of Accomplishment and enter the date certified on page 13.

            (c) For civilian personnel:  In the Official Personnel File (OPF), include a copy of the Certificate of Accomplishment and enter the date certified.

        (5) The MTS medallion is authorized for wear at any NAVCRUITCOM activity, NAVEDTRACOM activity and MTS-participating activities outside the NAVEDTRACOM.  Once certification has been achieved, transfer to another command will not necessitate recertification.  Those personnel who earned the CNET MTS designation on a previous tour are authorized to wear the medallion at their new NAVCRUITCOM activity, NAVEDTRACOM or MTS-participating activity upon presenting a copy of their MTS certificate to the activity MTS Coordinator to obtain a replacement medallion.

        (6) Medallions will be affixed to the member's nametag opposite the command's logo.  If there is no command logo, the MTS medallion will be placed on the member's nametag on the wearer's left.

    g.  Decertification Procedures

        (1) The commanding officer of the individual's training command may remove MTS certification for failure to maintain the qualifications prescribed by this instruction.

        (2) Appropriate entries should be made in the service

record.

    h.  Certificates, Medallions, and Handbooks

        (1). Ordering, preparing, and distributing certificates and medallions are the responsibility of the issuing authority. CNET will stock medallions and certificates that may be ordered by activity MTS coordinators or their designee.
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    i.  References (e) and (f) JQR may be downloaded from the CNET web-site:  http://www.cnet.navy.mil. Click on "Professional Development," then MTS Program".

    j.  Instructor Evaluation.  Classroom observation and evaluations of individual instructors utilizing enclosure (5).
8.  Student Quota.  Control of course quotas is essential to achieving the annual training input plans and ensuring appropriate student flow through the training pipeline.  The Student Quota coordinator is responsible for:

    a.  Inputting students' names into the STASS.

    b.  Providing training departments with student rosters.

    c.  Updating students' diaries with Student Training Management Form information, enclosure (14).

    d.  Verification and electronic storage of all STM forms for two years.

    e.  Graduating students in STASS.

    f.  Providing student graduation documentation.

    g.  Providing STASS statistical Reports to CISO.

9.  STASS is the database system used to manage the student pipeline. NORU uses two STASS subsystems for Student Quota Management:

     a.  Navy Integrated Training Resources Administration System (NITRAS) data management support collecting specific NITRAS related training events including the master course schedule, course descriptions (CANTRAC) and course cancellation information.
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     b.  Student Training Management (STM), a subsystem of Student Training Activity Support System (STASS), supports the student control functions at the schoolhouse by providing prerequisite prescreening; tracking of class student loads including reservations, graduation information and class historical information.

10  Student Record Keeping.  Student Training Management Form (STMF) is an electronic record of a training event that impacts a student's pipeline time.  Training events recorded on the STMF are as follows:

     - Counseling date

     - Academic review board actions

     - Disenrollment disposition

     - Graduation date/drop date

       (a) The Senior Instructor/Course Manager of each Training Department will complete the STMF immediately following the event, (i.e. attrite, setback;) and electronically send STM form to ADMIN, and CISO simultaneously.

       (b) All student enrollment and progress records may be disposed of after two years provided the information has been recorded as required in the service record.

       (c) Student answer sheets will be destroyed when they have been graded, grades have been recorded on the students official progress records and all data for test analysis has been recorded.

11.  Policy
     a.  Student Pipeline Management (SPM) encompasses the control and supervision of students movement through a training pipeline.  It is command policy to eliminate any unnecessary training delays, therefore minimizing costs associated with the funded orders students are traveling on.  The periods of time specifically associated with pipeline training time are:
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         (1) Travel time to training,

         (2) Time awaiting instruction, 

         (3) Time in actual training,

         (4) Interruptions of training time such as holidays, weather or medical,

         (5) Time awaiting transfer after graduation or attrition, 

         (6) Time from transfer until reporting to the ultimate duty station.

    b. Enclosures (14) and (15) provide specific responsibilities and procedures to be used within the training departments and the student control section in maintaining efficient student flow throughout our training pipeline.

12.  Responsibilities:  Training Department Directors and the 

Administration Department Director will ensure that the procedures and processes outlined in enclosure (15) are followed.  CISO, Instructors and administrative staff will become thoroughly familiar with these procedures and processes to ensure each event that occurs is properly and promptly handled.

                             M. P. WILLIS

Distribution:

NORUINST 5216.1B

List I
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