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QUALITY ASSURANCE OFFICE
MASTER EVALUALTION PLAN

Fiscal Year 2004

EXECUTIVE SUMMARY

1.  In accordance with Army Regulation 350-1, Army Training and Education, 9 April 03 TRADOC Memo TRADOC Quality Assurance (QA) Program and Accreditation of Army Education and Training,  dated January 2004, the U.S. Transportation School Quality Assurance Office (QAO) will validate and support :
· Self-assessment conducted by the three departments within the Directorate of Instruction.


· External Evaluations in coordination with CASCOM Direcotorate of Quality Assurance (DQA) QA and  Training  Directorate. 



2.  Evaluations are accomplished by reviewing training documents and materials, performing observations, and reviewing subsequent testing.   The purposes of the evaluations are to assist the Commandant in ensuring standardized Transportation training, in order to ensure that learning outcomes show that the soldiers and leaders are equipped with the tools required to perform their duties effectively and efficiently, and that training is relevant and useful when the student reports to his/her unit.  Throughout the evaluation process, all training and requisite products and materials will be reviewed to ensure adherence to the Systems Approach to Training standards.

3.  The measurement tools used to assess learning outcome will identify strengths or deficiencies during the development and conduct of formal school and field training.  They include:  pre- and post surveys, interviews, observations, feedback questionnaires, and student self-assessment.  These tools may be used alone or in any combination to get at information on where the strengths and weaknesses of training are thus allowing adjustments to the instruction or training methods used.  The information acquired from the various assessment tools will be input into the Transportation Lessons Learned repository, analyzed for trends and possible corrective solutions, and reported in a format that allows commanders' to incorporate strength trends into their training programs or provide corrective actions where training is inadequate.


4.  Internal Evaluations (Self-Assessment).  QA PAT members will conduct assessments by reviewing training documents and materials prior to and during training observations and by observing and testing.  The purpose of the assessment is to assist the commander/ 
EXECUTIVE SUMMARY

commandant in improving training, and prepare the Transportation school for TRADOC
accreditation.  The assessments are independent determination of the quality of training support, conduct of training and testing, as well as adherence to performance standards 

in the terminal learning objectives/enabling learning objectives and performance standards. 

4.  External Evaluations.  The Transportation QAO will forward class data to CASCOM DQA who in turn will design, develop, distribute, analyze and summarize surveys from the field (graduates, supervisors, leaders, and customers) and compile and statistically analyze the data and report the results to the appropriate agencies.  The TC QAO will identify the Military Occupational Specialities (MOS) and Functional Courses to undergo an external evaluation.  The instruments will be web-based and can also be administered in an interview format.  After an agreed upon period of time with DQA the data collection process is closed and analysis, interpreting, and reporting phase begins.  After evaluation results are reported to school departments a follow-up phase begins.

5.  Through a systematic internal/external evaluation process, an assessment/accreditation program, the QAO provides support to decision makers at all levels by collecting, analyzing, evaluating, and distributing feedback so the Transportation Corps training maintains the best proficiency and relevancy to the Army as it transforms.






//ORIGINIAL SIGNED//






LINDA M. WAHLMAN

                                                                        Director, Quality Assurance

                                                                        U.S. Army Transportation School                                                                                                                                                                    
TAB A

FY 04 QAO Self Assessment 

1.  Self Assessments are used to assess training (initial military training, Professional Military Education, and Functional Courses) as a precursor to a formal accreditation visits from TRADOC Accreditation Team.  The accreditation team will be comprised of QA representatives and SMEs from TRADOC, CAC, AAC WOCC, USASMA, the “next up” and the “next year” candidate center/school for accreditation, and the proponent being accredited.  The Self Assessments will be conducted in accordance with the TRADOC Accreditaition Standards Guide.  Methodologies used for Self Assessment may be in one of the following forms.
(a) Complete Course Evaluation – Used to assess over eighty-five percent of a course.  This type should be used when significant problems exist based on feedback of poor performance of graduates.  This effort entails a complete audit trail review, observation of all classes and field activities, feedback from students, instructors and other training developers.  This type will be conducted in two phases:



(1) Phase I – Administration and Operation.  This phase will consist of a complete review of audit trail, which supports the SAT process, and all course documentation.  The QAO office will be augmented to with additional team members.



(2) Phase Two.  Conduct of Training.  This phase  will include observation of classroom, field training, and criterion reference testing; participating in After Action reviews (AARs).



(b)  Focused Evaluations – Used to assess major changes in an existing course, a new module, or courses where problems have been identified and require follow-up.  This involves observing and evaluating the module in question in its entirety, to include a complete review of the audit trail, and colleting external feedback.  On-the-spot corrections can be made, if possible.  Administrative or course design/development discrepancies which cannot be corrected on the spot will be forwarded to the appropriate departments for action.  The department will receive the written evaluation report.  The department with assistance and guidance from the QAO will develop a plan to track and assist with the corrective actions, if deficiencies are noted.


(c)  Spot-Check Evaluation – Used as a routine assessment for existing courses.  Classroom observations will be conducted by sampling the courses in session.  On-the-spot correction will be made, if possible.  Administrative discrepancies, which cannot be corrected on the spot, will be forwarded to the departments.  The spot-check is designed to accommodate verification of critical tasks, current doctrine, review of ELO/TLO, test items, POI compliance, equipment/ammunition requirements, and provide feedback to departments.

TAB A
FY 04 QAO Self Assessment 

2.  The following IMT/PME courses will be self-assessed during FY 04.  The below schedule is the modified version from the scheduled dated 3 Sep 2003.



	TRANSPORTATION SCHOOL COURSES AT FORT EUSTIS FY2004

	Assessment Dates
	Course Number
	Course Title

	AIT

	14-17 Jun 04
	822-88H10
	Cargo Specialist

	14-17 Jun 04
	553-88N10
	Traffic Management Coordinator

	15 Apr 04
	062-88K10
	Watercraft Operator

	13 May 04
	652-88L10
	Watercraft Engineer

	BNCOC

	16-20 Jul 04
	822-88H30
	Cargo Specialist BNCOC

	10-14 May 04
	553-88N30
	Traffic Management Coordinator BNCOC

	20 May 04
	062-88K30
	Watercraft Operator BNCOC

	10 June 04
	652-88L30
	Watercraft Engineer BNCOC

	25 Mar 04
	811-88M30
	Motor Transport Operator BNCOC

	ANCOC

	14-17 Jul 04
	822-88H40
	Cargo Specialist ANCOC

	05-09 May 04
	553-88N40
	Traffic Management Coordinator ANCOC

	17 Jun 04
	062-88K40
	Watercraft Operator ANCOC

	29 Jul 04
	652-88L40
	Watercraft Engineer ANCOC

	24 Mar 04
	551-88M40
	Motor Transport Operator ANCOC

	WOES

	17 Mar 04
	8C-880A
	Marine Deck Officer WO Basic

	25 Mar 04
	4H-881A
	Marine Engine Officer WO Basic

	16-20 Jul 04
	8C-882A
	Mobility WO Basic

	OES

	09-31 Mar 04
	8-55-C20-88A
	Transportation Officer Basic 

	19-21 Jan 04
	8-55-C22
	Combined Logistics Captains Career

	
	
	

	
	
	
	FY 04 Transportation School Master Evaluation Plan (Internal)
	
	

	
	
	Information Source:  Army Training Requirements and Resources System (ATRRS)
	

	
	
	
	
	
	
	
	
	Run Date:  03 Sep 2003
	
	

	Assessment
	
	
	
	
	
	
	
	
	
	
	
	

	Dates:
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Nov 4-6
	
	8C-F36/062-F9
	Bridge Resource Management (BRM)
	
	
	
	1/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	002
	
	3-Nov-03
	
	7-Nov-03
	
	12
	12
	12
	12
	6
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Dates:
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Nov 11-14
	811-88M40
	Motor Transport Operator ANCOC
	
	
	
	
	5/1
	
	

	Re-look
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	24-Oct-03
	
	2-Dec-03
	
	12
	12
	13
	12
	8
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Dec 9-12
	
	811-88M30
	Motor Transport Operator BNCOC 
	
	
	
	3/2
	
	

	Re-look
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	04
	
	5-Dec-03
	
	12-Jan-04
	
	13
	13
	13
	12
	8
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Jan 19-21
	
	8-55-C22 
	
	Combined Logistics Captains Career
	
	
	
	5/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	15-Jan-04
	
	23-Feb-04
	
	24
	24
	25
	24
	15
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Feb 10-12
	553-88N30
	Traffic Management Coordinator BNCOC
	
	
	5/1
	
	

	Re-look
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	002
	
	23-Jan-04
	
	27-Feb-04
	
	14
	14
	16
	15
	10
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Feb 3-13
	
	4H-SQI2 (88A1)
	Marine Engineer Officer-A2 Certification
	
	
	
	12/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	6-Jan-04
	
	31-Mar-04
	
	10
	10
	12
	10
	4
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Feb 17-27
	8C-SQI1 (880)
	Marine Deck Officer A2 Certification
	
	
	
	17/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	20-Oct-03
	
	4-Mar-04
	
	7
	7
	10
	8
	4
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Mar 9-24
	
	8-55-C20-88A/C/D
	Transportation Officer Basic
	
	
	
	17/3
	

	Re-look
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	002
	
	12-Jan-04
	
	14-May-04
	
	42
	50
	50
	45
	40
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Apr 6-8
	
	019
	
	Motor Transport Operator @ FLW
	
	
	
	
	6/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	Pending
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	TDY funds
	881-88M10
	22-Mar-04
	
	30-Apr-44
	
	84
	84
	84
	84
	50
	

	Re-look
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	May 4-6
	
	652-88L10
	Watercraft Engineer
	
	
	
	
	
	9/2
	
	

	Re-look
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	003
	
	29-Mar-04
	
	2-Jun-04
	
	24
	23
	24
	24
	12
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Jun 15-17 
	062-F8
	
	Global Maritime Distress & Safety System
	
	
	2/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	006
	
	6-Jul-04
	
	18/06/04
	
	8
	8
	12
	12
	4
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Jun 22-23 
	8C-F25/553-F9
	Division Transportation Officer
	
	
	
	
	2/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	21/06/04
	
	7-Feb-04
	
	15
	15
	25
	20
	6
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Jun 28-29 
	2G-F47
	
	Transportation Pre-Command 
	
	
	
	
	1/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	010
	
	28/06/04
	
	7-Feb-04
	
	0
	16
	15
	10
	3
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Aug 3-13 
	
	8C-882A
	
	Mobility Officer WO Basic
	
	
	
	
	18/0
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	002
	
	28-Jun-04
	
	11-Mar-04
	
	13
	23
	30
	16
	12
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Aug 19-21
	8-55-C32-880A/881A
	Marine Warrant Officer Advanced
	
	
	6/0
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	002
	
	26/07/04
	
	9-Mar-04
	
	10
	16
	16
	12
	4
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Course #
	
	Course Title
	
	
	
	
	
	wks/days
	
	

	Sep 7-17
	
	4H-881A
	
	Marine Engineer Officer WO Basic
	
	
	
	39/4
	
	

	
	
	
	
	
	
	
	
	Scheduled
	Class Capacity
	

	
	
	Class #
	
	Start Date
	
	Close Date
	Original
	Current
	Max
	Opt
	Min
	

	
	
	001
	
	1-May-04
	
	15/08/04
	
	12
	12
	12
	12
	6
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


TAB B
EXTERNAL EVALUATION
1.  The Transportation School QAO is currently work in conjunction with CASCOM DQA to incorporate the below processes in our external evaluation program.  The focus of the external evaluation program is to provide proponent leadership the feedback necessary to ensure that their training maintains the highest state of proficiency and relevancy to the Army as it transforms.  To accomplish this CASCOM DQA and the Transportation QAO will utilize a five-phase approach.



a.  Planning and Design Phase.  This phase will encompass the collection of a combination of qualitative and quantitative data, using a variety of methods to ensure the trustworthiness of data and to ensure that each study will result in grounded theory.  The purpose of conducting substantive grounded theory research is to improve professional practice, which certainly applies to the Transportation Corp efforts to improve the professional practice of the Directorate of  Instruction.  The initial phase entails identifying which courses and/or MOSs that the Commandant select for external evaluation for FY04.  After this identification process, the QAO and DQA personnel establish a partnership with the respective departments’ directors.  During this partnering process the DQA Team gleans what specific feedback the directors are interested in obtaining, what expectations management  the team must determine population size and where soldiers may be concentrated to expedite the survey and interview process.  Finally, the DQA Team must identify how, where, and when the data will be collected.

         b.  Developing Survey Instruments Phase.  This phase requires the development of questionnaires, surveys, and interviews.  Additionally, during this phase, the DQA Team will identify automated instruments that might be used to collect the data.  Next survey instruments will be developed and piloted.  The development of survey instruments is critical to the success of the evaluation.  Proper structuring of the questions, to ensure there is no bias or misunderstanding, must be a collaborative effort with the departments and subject matter experts.  Also, the draft surveys and interview protocol must be pilot  tested to validate the questions prior to actual formal execution. Surveys are developed for graduates, their supervisors, their customers, and their leaders.  Interview protocol is developed for leaders, as well.  This comprehensive approach yields a 360 degree analysis of the graduate.



c.  Collecting  and Processing Phase.  The first step in the collection of data requires the DQA Team to place the validated web-bases surveys on the CASCOM DQA Home Page and send out invitations to soldier graduates throughout the Active and reserve Component, encouraging them to participate in the survey.  The invitations also ask graduates to encourage their supervisors to take the supervisor survey.  The QAO will ensure that BNCOC students who have just arrived at the NCO Academy take surveys as supervisors of AIT graduates.  The same process is followed to have ANCOC students 
TAB B

EXTERNAL EVALUATION

take surveys as supervisors of BNCOC graduates, and WO students take surveys as supervisors of ANCOC graduates.  This piece of the process, involving students as a 

captive audience, yields 100% response to surveys.  Additionally, the team coordinates  
the administration of questionnaires or surveys to large audiences, such as conferences and workshops.  Also, the DQA Team conducts interviews with leaders to collect detailed information.  Since all transportation graduates are performing a service in their jobs, the DQA team also surveys the soldier’s customers using customer satisfaction surveys,  developed jointly by DQA, the Transportation QAO, the Training Directorate, and the proponent Department, in order to complete the 360 degree evaluation.  During this phase, other data sources, such as the CALL repository, CTC Observer/Controller feedback, Web chat pages, surveys conducted by other agencies, and field visits are researched.  

d.  Interpreting and Reporting Phase.  The DQA executes this phase after collecting and processing period has concluded and all the data are collected.  The data are then categorized, analyzed, synthesized, and reduced.  The audit trail is reviewed to ensure that adequate measures were taken to ensure the trustworthiness of the data.  The four criteria used to judge the trustworthiness of the qualitative data are credibility, transferability, dependability and confirmability.  The criteria used to judge the trustworthiness of the quantitative data are internal validity, external validity, reliability, and objectivity.  Measures which will be reviewed from the audit trail, which ensures the trustworthiness of the data, are prolonged engagement, persistent observation, triangulation, member checks, purposeful sampling (for qualitative data), reflexivity (the process of thinking and reflecting, and then documenting the field notes the underlying assumptions that the researcher maintained or revised throughout the conduct of the study).  It is important to document all introspections and shifts in orientation, as well as internal arguments causing such shifts.  A key component of this phase is triangulation of data to determine key trends or findings, using the constant comparative method data analysis.  The object of this analysis is to find patterns in the data and to ensure the
 trust worthiness of the data.  By employing web-based surveys, in-depth interviews, and persistent observation, the data will be confirmed continually.  Extensive documentation will be maintained in order to provide an audit trail.  The Purpose of this audit trail is to demonstrate that triangulation strategy validated the data collected from the multiple data sources and data collection strategies.  At the conclusion of this phase, trends and findings are reported to the Transportation QAO, department directors, the CASCOM
Training Directorate, and appropriate RC personnel at the respective school.

e.  Follow-up Phase.  This phase tracks the actions required to correct the negative trends or findings identified.  During this phase, the DQA team conducts follow-up sessions with the departments, the Transportation QAO, and Training Directorate, to provide assistance until all findings are addressed. 
TAB C
TRADOC ACCREDITATION STANDARD

	RECORD FOR EVALUATION OF ACCREDITATION STANDARDS

for Initial Military Training, Reclassification Training, and Professional Military Education 

	ADMINISTRATIVE DATA

	Organization being evaluated
	Name:

	
	Location/address:

	
	

	
	

	
	

	Accrediting agency
	Name:

	Evaluator
	Name:
	Phone:
DSN:

	
	e-mail address:
	     Comm:   (____)-____-_____, ext

	
	Address:

	
	

	
	

	REPORTING FOCUS

	Type of Training (Check One)
	
	Initial Military Training
	
	BCT
	
	OSUT
	
	AIT
	
	WOCS
	
	OCS

	
	
	Reclassification Training
	

	
	
	Professional Military Education

     (Indicate education system)
	
	

	
	
	
	
	NCOES
	
	WOES
	
	OES
	

	Areas Evaluated 
	
	Conduct of Training
	
	

	
	
	Training Support
	
	

	
	
	Proponent Functions
	
	

	RECOMMENDATION

	
	Candidate for Accreditation
	
	Conditional Accreditation
	
	Full Accreditation

	REMARKS

	

	

	

	

	

	

	(Attached additional comments should be keyed to item numbers.)

	HQ TRADOC Form 350-70-4-2-R-E, Nov 03
	
	8.5 x 11


	Conduct of Training

	Std. No.
	Standard
	Met
	Met w/cmt
	Not Met
	N/A N/O
	HHI

	1
	Institution complies with established instructor-to-student and equipment ratios.   
	
	
	
	
	

	2
	Instructors meet qualifications and have evidence of having met proponent technical certification requirements.
	
	
	
	
	

	3
	Institution administers the required current, approved course materials (including tests) that train AC and RC Soldiers to the same task performance standard.
	
	
	
	
	

	4
	Institution conducts training that minimizes accident risk in both training and operations.
	
	
	
	
	

	5
	Institution conducts training that protects the environment.
	
	
	
	
	

	6
	Institution implements sequential, progressive training by scheduling and conducting training in accordance with the mandatory training sequence.
	
	
	
	
	

	7
	Instructors/cadre perform their instructional duties and responsibilities in accordance with regulatory guidance and lesson objectives.
	
	
	
	
	

	8
	Students can perform to the prescribed learning objective standards.
	
	
	
	
	

	9
	Institution provides students the opportunity to develop and demonstrate their leadership skills and knowledge in a performance-based environment.
	
	
	
	
	

	10
	Institution uses required ranges and training areas as prescribed.
	
	
	
	
	


	Training Support

	Std.No.
	Standard
	Met
	Met w/cmt
	Not Met
	N/A N/O
	HHI

	11
	Institution has corrected shortcomings identified during previous accreditation evaluations.
	
	
	
	
	

	12
	The institution is staffed and manages manpower effectively to meet mission requirements.
	
	
	
	
	

	13
	Institution provides required equipment, TADSS, ammunition, pyrotechnics, training material, consumable supplies, and references as prescribed.
	
	
	
	
	

	14
	Institution evaluates and tracks instructor/cadre performance and takes action, as appropriate, to sustain, improve, and develop instructor/cadre performance.
	
	
	
	
	

	15
	Facilities are adequate to promote learning and meet learning objectives (includes barracks, classrooms, shop areas, ranges, training areas, and learning facilities).
	
	
	
	
	

	16
	Institution has policies, procedures, and oversight in place to ensure effective training and administrative support.
	
	
	
	
	


	Proponent Functions



	Std.No.
	Standard
	Met
	Met w/cmt
	Not Met
	N/A N/O
	HHI

	17
	Institution has a Quality Assurance Program in place to conduct and ensure implementation of internal and external evaluations to improve, sustain, and develop effective education and training.
	
	
	
	
	

	18
	Institution has an effective system in place to forecast, update, and monitor its training and leader development-related resourcing requirements.
	
	
	
	
	

	19
	Proponent develops and maintains training products based on current and approved critical tasks and task analysis data.
	
	
	
	
	

	20
	Proponent designs and develops efficient, effective, and relevant AC and RC training to the same task performance standard, using (as appropriate) live, constructive, and virtual training. 
	
	
	
	
	

	21
	Institution develops and provides valid and reliable criterion-referenced tests. 
	
	
	
	
	

	22
	Education/training reflects current Joint, Army, and Branch doctrine (e.g., COE, OPFOR) at the appropriate level and incorporates lessons learned from Combat Training Centers, unit operational deployments, and the Center for Army Lessons Learned.
	
	
	
	
	

	23
	Institution has a Staff and Faculty Development Program in place and develops its staff and faculty to meet regulatory, institutional, and career development requirements.
	
	
	
	
	

	24
	Institution and its subordinate training organizations develop, publish, and follow command training guidance in accordance with the Army’s training doctrine.
	
	
	
	
	


TAB D

SAMPLE SELF ASSESSMENT REPORT 

(JA 350-70-4.10e)

Cover Letter for Self-Assessment Report

{Information in brackets provides guidance for completing cover letter.}

{Office Symbol}

MEMORANDUM FOR {The appropriate team leader, i.e., Chief, TRADOC QAO; Director of CAC QAO; AAC QAO; or Proponent School QAO.}

SUBJECT:  Self Assessment Report for {training institution}

1.  References:

    a.  Memorandum, HQ TRADOC, ATTG-CD, Jan 04, subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Training and Education.

    b.  {Appropriate Accreditation Team’s Memorandum of Notification.}    

2.  The {name of organization/office that conducted self-assessment} completed a self-assessment on {date}.   

3.  The following {IMT, PME, or reclass} courses were evaluated during the self-assessment:  {name of course}, {name of course}, {name of course}, {name of course}, and {name of course}.

4.  Enclosed is (are) the self-assessment report(s) highlighting accomplishments, strengths, limitations, deficiencies, corrective actions, new initiatives, training program-related investments, and higher headquarter issues for the conduct of training, training support, and proponent functions { if  applicable} based on the TRADOC Accreditation Standards Guide.

5.  Attachments to self-assessment report include:  

    a.  Tab A.  Commander’s Training/Education Guidance, Directives, and Policies.  

    b.  Tab B.  An annotated copy of the TRADOC Accreditation Standards List, showing a self-rating for each standard and supporting documentation.  For standards not met, include the reason and corrective action (to be) taken.

TAB D

SAMPLE SELF ASSESSMENT REPORT
    c.  Tab C.  Organizational charts, to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.

    d.  Tab D.  A copy of supporting TDA/TOE.

    e.  Tab E.  Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.  Note:  If electronic copies are not available, attach paper copies.

    f.  Tab F.  Resource Management documentation (if applicable).

    g.  Tab G.  All current waivers for the programs being evaluated.

    h.  Tab H.  A summary of the training institution’s efforts/initiatives to collect feedback/lessons learned/recommendations from the field and other key stakeholders, and results and actions taken.  

    i.  Tab I.  The institution’s RC training battalion accreditation schedule and accreditation status of institutions evaluated (if applicable).

6.  The Team Leader for this self-assessment is {name, phone number, e-mail address.}  The POC for scheduling assistance/accreditation visits to this education/training institution is {name, phone number, e-mail address.}  

Enclosures
SIGNATURE BLOCK

CF:  HQ, TRADOC QAO
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SAMPLE SELF ASSESSMENT REPORT
Self-Assessment Report

for {name of training institution}

{Information in brackets provides guidance for completing this report.  Comments should be concise and to the point.}

1.  Executive Summary. 

The purpose of this document is to report the results of the {Initial Military Training, Professional Military Education, or RC TASS Training Battalion} self-assessment completed by {name of training institution} IAW Memorandum, HQ TRADOC, ATTG-CD, [insert date signed], subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Education and Training.  {Summarize main findings.}

2.  QA POC. 

{Identify primary POC for coordination with Accreditation Team.}

3.  Conduct of Training.

    a.  {Identify strengths in the conduct of training.}

    b.  {Identify limitations that hinder conduct of training.}

    c.  {Identify areas that were deficient and what you did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

    d.  {Identify program, product, and process efficiencies to share with other organizations.}

    e.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for conduct of training.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    f.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or Transformation of Installation Management (TIM) issues/concerns) that should be noted.  Include your recommendations as appropriate.}

4.  Training Support.

    a.  {Identify strengths with training support.}

    b.  {Identify limitations that hinder training support.}
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c.  {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

    d.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for training support.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    e.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

5.  Proponent Functions.

    a.  {Identify strengths in training development.}

    b.  {Identify limitations that hinder training development.}

    c.  {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

    d.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls, and new directives for proponent functions.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    e.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

6.  General Comments.  {Highlight significant performance, accomplishments, and/or achievements of faculty, students, or the institution in general since the last accreditation.  This provides the training institution an opportunity to boast on its achievements.}

7.  Attachments.  {Attach the following} 

    a.  Tab A.  {Commander’s Training/Education Guidance, Directives, and Policies.  Include the institution commander’s mission, vision, intent (priorities); any guidance issued to directorates for current and out-year strategic planning (strategic direction); and policy letters and/or memorandums.  Intent of this attachment is to provide the Accreditation Teams with insight on how the institution is, or is not, aligned with higher headquarter guidance.}
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    b.  Tab B.  {An annotated copy of the Accreditation Standards List showing self-rating for each standard and supporting documentation, to include reasons any standards were not met and corrective action (to be) taken.}

    c.  Tab C.  {Organizational chart to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.  Functions of the various organizations should be identified (e.g., 4th  BN, 6th BDE is responsible for Officer Basic Training and CCC; or SPIO is responsible for Strategic Plans and Integration.)}

    d.  Tab D.  {A copy of supporting TDA/TOE and current Unit Manning Report.}

    e.  Tab E.  {Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.   Documentation should include, but not be limited to, lesson plans (for those to be observed), training schedules, institution SOP, critical task lists, POIs, Student Evaluation Plans, Course Management Plans (as required), and Course Maps.  The documentation may reside on the proponent’s homepage, ASAT Database, Reimer Digital Library, FTP site, or other electronically accessible locations.  Non-observed course documentation needs to be available upon request.}

    f.  Tab F.  In addition to the information available to the Accreditation Team from other sources (e.g., Installation Contracts on the DCSRM webpage and the Training Development Prioritization Workload managed by DCSOPS&T) we are providing the additional resource management documentation to assist you:  {e.g., most current Monthly Status Reports, Unit Manning Reports, Training Development Plans, Project Management Plans, POM Submissions, Long and Short Term Training Strategies, and TRADOC Budget Guidance.}

    g.  Tab G.  {Current waivers.}

    h.  Tab H.  {Description of institution’s efforts to collect feedback/lessons learned/recommendations from the field and other key stakeholders.  Include a summary of these results and related actions.}      

    i.  Tab I.  {The Institution’s Master Evaluation Plan.}     

