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1.  Purpose.  The following guidelines are designed to provide

Navy Recruiting Orientation Unit (NORU) Instructors with a map of learning requirements to help them through the Instructor Certification Program as described in reference (a).  These guidelines also provide Instructors with a map for follow on Professional Development.  Additionally, this instruction provides guidance to support reference (b) in qualification of instructors as Master Training Specialists (MTS).

2.  Cancellation.  NORUINST 1500.8B.

3.  Background.
    a.  Designation.  MTS signifies an individual has achieved a level of excellence above and beyond that of their peers by displaying superior instructor skills and demonstrating a thorough knowledge of training administration and curriculum development. 

    b.  Qualification.  MTS certified instructors are qualified to assume region trainer positions, National Training Team positions, and all NORU instructor positions.

4.  Discussion.  To facilitate an organized approach to the designation process, a ten-phase program has been established. Phase 1 involves completion of Navy Instructor School.  
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Phases 2-5 involve practical application of instructional skills.  Phase 6 involves completion of Job Qualification Requirements 2-5 involve practical application of instructional skills.  Phase 6 involves completion of Job Qualification Requirements (JQR) and MTS Checklist.  Phases 7-9 involve the nomination, testing and board process.  The final phase involves a career-long commitment to training excellence.

5.  Policy.

a. Eligibility.  Only personnel assigned to billets

specified in reference (b) and listed below are eligible for MTS designation:

        (1) Course Managers

        (2) Instructors

        (3) Curriculum Developers

        (4) Curriculum Managers

        (5) National Training Team Members

        (6) Field Trainers

Some individuals will not choose to seek MTS designation while others may be unable to complete the necessary requirements to be granted MTS appointment.

    b.  Qualifications.  As a knowledge based organization, NORU seeks to build the skills, behaviors, and capacities of professional educators.  MTS designation is one way to recognize outstanding individual effort and fosters greater command training professionalism.  All are highly recommended to achieve the MTS designation via the following path:

        (1) Phase 1:  The desired first level of accomplishment for instructors is to complete the Navy’s Instructor Training

Course (Group-Paced Instructor Training NEC 9502) or equivalent (CISO approval).

        (2) Phase 2:  Under the direct supervision of a certified instructor, practice and teach the subject material assigned and be recommended as demonstrating proper instructional skills and techniques.

        (3) Phase 3: Receive satisfactory evaluations by other qualified instructors on a minimum of three separate presentations while practice teaching.
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        (4) Phase 4: Pass an Instructor Qualification review by the Command Instructor Board.  The board will consist of, at a minimum, three of four of the Director of Learning, Department Head, Lead or Senior Instructor and CISO.  The board will forward its recommendation to the Commanding Officer for final approval.  The goal of the board is to provide specific details outlining NORU practices in the following areas:

            (a) Testing: Design, Validation, Analysis, Security.

            (b) Terminal and Enabling Objectives: What, When, How.

            (c) Quality Control: Subject Matter Expert’s role in the quality control process.

            (d) Technology: Understanding the use of the ceiling

projector, local drives, LAN, WAN.

            (e) Student Management:  Attrites (Body fat, FAP,

Academic), setbacks, student records, role of the class Chief Recruiter.

            (f) Safety: Fire, Disaster Preparation, Tropical Storms.

        (5) Phase 5:  Instructors begin Phase 5 of their professional development only after receiving Instructor Certification.  Obtain at least two instructor evaluations by MTS qualified personnel.  Evaluations must meet the following criteria:

            (a) All marks must be “YES” or “NA”.

            (b) The Evaluator comments section of the Instructor Evaluation Form must contain a positive statement recommending MTS designation.

            (c) At least one evaluation must be completed by someone outside of the candidate’s department.
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        (6) Phase 6:  Complete MTS Job Qualification Requirements (JQR) Handbook (reference (c)) and the MTS Checklist, enclosure (1). 

Note:  All designated MTS personnel can provide signatures for JQR handbook line items.

        (7) Phase 7:  Be nominated by Department Head using enclosure (2).

        (8) Phase 8:  Score minimum of 80 percent on the MTS examination.  Note:  Retest will be no sooner than 90 days. 

        (9) Phase 9:  Pass the Command MTS Board.  The MTS Board will forward its recommendation for final approval to the Commanding Officer via the CISO and XO.  The NORU MTS Board will meet quarterly to interview prospective MTS candidates and is composed of the Command MTS Coordinator (Chairperson), the NORU Director of Training, CISO, and at least one senior Master Training Specialist.  The senior MTS must be knowledgeable in all aspects of the MTS program, instructional methodologies and curriculum development to facilitate the interview process.  Personnel unsuccessful must complete MTS remediation before being scheduled for a new MTS board.

       (10) Phase 10:  Develop a life-long learning program to

continue excellence and leadership in Navy training (e.g. enroll/reenroll in college, coach, mentor).

6.  Action.

    a.  The Commanding Officer will designate a command Master Training Specialist Coordinator to serve a minimum of one year.

    b.  The Curriculum Instructional Standards Officer, the MTS Program Manager, will recommend the Master Training Specialist Coordinator to the CO.

    c.  Master Training Specialist Coordinator will be responsible for administrative support and coordination of all
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actions necessary to conduct the MTS program. These actions will include, but are not limited to:

        (1) Nominate qualifying personnel for MTS.

        (2) Schedule and administer quarterly MTS Examinations.

        (3) Schedule, coordinate, and conduct quarterly MTS boards.

        (4) Track all MTS related documentation

        (5) Forward the MTS board recommendation to the Commanding Officer via the CISO and XO.

        (6) Schedule and coordinate presentation ceremonies.

    d.  Nomination and scheduling procedures.

        (1) The command MTS Coordinator will compile nomination packages.  Packages will consist of completed copies of enclosures (1) and (2), completion of reference (c) requirements, copies of last eval/fitrep, two MTS qualified instructor evals and copy of results from last two PRT cycles. 

        (2) The Command MTS Coordinator will verify the completeness of each package and schedule the member for the next command MTS board.

        (3) The command MTS board will review nomination packages and each member of the Command MTS Board will be tasked to prepare and ask a series of five questions from any areas contained in NAVEDTRA 130, 131, 134, 135 or other applicable OPNAV and CNET Instructions.

        (4) Scoring criteria.  Board members, on a scale of one to five, will grade each response to only their own questions.  A maximum of 25 points is achievable from each board member’s interview.  Nominees must score a minimum of 20 points to pass a board member’s interview.  A majority of members must pass the nominee, for the nominee to be recommended for MTS designation by the MTS Board.
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        (5) Upon completion of the MTS board, the board members will vote and make a recommendation to the Commanding Officer.

7.  Decertification

    a.  The Commanding Officer may remove MTS certification for failure to maintain qualification as prescribed in reference (a).

    b.  In the event of decertification, appropriate entries should be made in the service record and Evaluation/Fitness Reports.

8.  Applicability.  The provisions of this instruction are applicable to Navy Recruiting Orientation Unit.

  P.  M. RICKETTS

Distribution:
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Master Training Specialist Checklist

Name:  _____________________________

Rate:  _____________________________

Dept:  _____________________________

1.  Served in training billet assigned as (circle one): Yes
No

Instructor

NTT Staff

Curriculum Developer

Other:  ________________________

2.  Completed Instructor Training Course


Yes
No

3.  Completed Command and Course Indoc



Yes
No

4.  Instructor Qualified






Yes 
No

5.  Passed PFA/Within Standards




Yes
No

6.  Minimum 3.0 on all traits last eval/fitrep

Yes
No

7.  Received at least two instructor evals with:

    a.  at least one eval not from own department

Yes
No

    b.  evaluator comments section contains a 

statement to the effect “Petty Officer Jones is 

highly recommended for MTS Designation.”


Yes
No

8.  Completed CNET MTS JQR.





Yes
No

9.  At least two evals by an MTS Instructor


Yes
No











Enclosure (1)
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Master Training Specialist Nomination

From:  _________________________ (Dept Head)

To:    Command MTS Board

Via:   Command MTS Coordinator

Subj:  NOMINATION FOR MASTER TRAINING SPECIALIST

1.  _________________________ has completed all requirements and is nominated to be designated as a Master Training Specialist.

                                ____________________

                                (Department Head)

FIRST ENDORSEMENT

From:  Command MTS Coordinator

To:    Command MTS Board

1.  Forwarded for consideration.

                                ____________________

                                (Command MTS Coordinator)
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SAMPLE LETTER OF DESIGNATION

AS MASTER TRAINING SPECIALIST

From:  Commanding Officer, Navy Recruiting Orientation Unit

To:    ___________________________________________________

Subj:  DESIGNATION AS MASTER TRAINING SPECIALIST

Ref:   (a) CNETINST 5000.5B

1.  I take great pleasure in designating you as a Master Training Specialist for excellence in Instructor and Training Administration.

2.  You have fulfilled all eligibility requirements for this designation and have been certified by this command’s Master Training Specialist Board as being deserving of this recognition.  These requirements include a demonstrated excellence in leadership, technical competence, application of instructional methodology, and a desire to improve Navy Recruiting Command’s readiness through quality instruction.

3.  Congratulations on a job well done.
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