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PREFACE

USAREC TC 5.03.4 - The United States Army Recruiting Command (USAREC)
publication, USAREC Training Circular (UTC) 5-03.4, Training and Leader Development,
expands on the fundamental concepts and requirements introduced in USAREC Manuals
3-0, 3-30, 3-31. This UTC augments fundamental principles discussed in Army Doctrine
Publication (ADP) 7-0, Training. Field Manual (FM) 7-0, Train to Win in a Complex
World, and USAREC Regulation (UR) 350-1, Training and Leader Development.
USAREC units experience a complex and changing operational environment requiring
all leaders to master the fundamentals of recruiting while maintaining Soldier and leader
task proficiency. The criticality of performing analysis, designing, developing,
implementing, and evaluating sound training is not only essential to prepare Soldiers but
to shape the command's ability to execute operations and complete its mission.

PURPOSE

This Training Circular describes the tactics, techniques, and procedures to prepare,
conduct, and evaluate training and leader development within the United States Army
Recruiting Command. USAREC’s constant operational mission and geographical
dispersion are unlike most Army units and must not result in diminishing training
requirements. ADP 7-0, Training (31 July 2019) describes the four principles on training.
In this unique environment, leaders follow these principles but adapt and incorporate more
“Train while operating” to meet training needs.

SCOPE

The UTC supports the concepts of training and leader development in USAREC
Manuals 3-0, 3-30, 3-31. Leaders, Recruiters and civilians should refer to the
appropriate publication as it pertains to their level of application. The UTC establishes
the fundamental training methodologies for all USAREC personnel to effectively develop
subordinates and successfully execute recruiting operations.

APPLICABILITY
This Training Circular applies to all Recruiters, leaders, and civilians.

ADMINISTRATIVE INFORMATION

The proponent for this manual is the Recruiting and Retention College, Doctrine Division.
Send comments and recommendations on DA Form 2028 (Recommended Changes to
this publication) directly to HQ RRC, ATTN: RCRS-DD, 1929 Old Ironsides Ave, Building
2389, Fort Knox, KY 40121 or by e-mail to usarmy.knox.usarec.list.hg-rrc-
doctrine@mail.mil

iv UTC 5-03.4 21 July 2020



INTRODUCTION

This Training Circular represents one of eight recruiting functions. The Training and
Leader Development function is the foundation of building a base critical to the execution
of all others. The intent of each chapter is to look at the content from a training
perspective, identify training indicators, and provide a methodology to develop and
execute training.

There exists a dynamic relationship between training and the development and execution
of the Operations Plan. Without training, the leaders and Soldiers ability to execute the
Operations Plan, regardless of how well planned, is an operation that is unlikely to
succeed. Similarly, the analysis that is part of training plan development assesses the
same documents as when developing the Operations Plan therefore are mutually
supporting.

The end-state of this Training Circular is to educate and assist all USAREC personnel in
the steps of identifying and prioritizing training needs, designing training that matches the
capabilities of the audience, and developing training that cumulates in a sound and
effective training plan.

21 July 2020 UTC 5-03.4 v



PART I
ADDIE Process

Part | introduces the ADDIE (Analysis-Design-Development-Implementation- Evaluation)
Process. It guides training and leader development from analysis through evaluation of
training.

Chapter 1 describes the ADDIE Process and correlation to the 8-Step Training Model,
Military Decision-Making Process, and Troop Leading Procedures.

Chapter 2 provides an overview of the 5-phases of the ADDIE Process.
Chapter 3 describes the Analysis Phase of the ADDIE process.
Chapter 4 describes the Design Phase of the ADDIE Process.
Chapter 5 describes the Development Phase of the ADDIE Process.
Chapter 6 describes the Implementation Phase of the ADDIE Process.

Chapter 7 describes the Evaluation Phase of the ADDIE Process

vi UTC 5-03.4 21 July 2020



Chapter 1.
ADDIE Process Correlation to the 8-Step Training Model, MDMP, and TLP

INTRODUCTION

1-1. Training Developers and Institutional training normally find the ADDIE (Analysis-
Design- Development-Implementation-Evaluation) process in use. However, this application
contains an in-depth approach to training at the organizational and unit levels. Each phase
of the ADDIE process is also part of the commonly known 8-Step Training Model, Military
Decision-Making Process (MDMP), and Troop Leading Procedures (TLP), creating an
extensive understanding of how to approach and execute training.

TRAINING CORRELATION

1-2. The correlation between the ADDIE Process and the 8-Step Training Model is visible in
Figure 1-1. Each phase of the ADDIE process corresponds to one or more of the steps in
the 8-Step Training Model. Analysis, Design, and the Development Phases associate with
the Plan step of the 8-Step Training Model, the Implementation Phase associates with the
Train the Trainer, Rehearse, and Execute steps, and the Evaluation Phase with Evaluate
the Training and Retrain steps. The difference is the ADDIE Process drills down in more
detail than the 8-Step Training Model to consider training and learning development
nuances more appropriate for training success.

1-3. Training Correlation Note: In the 8-Step Training Model or the ADDIE Process, Recon
the Site (e.g. Facility Coordination) occurs upon approval of the type of training required.
Issue Order (Warning Order) should come at the earliest opportunity to notify attendees.
These techniques ensure facilities are available, scheduled, and mitigate disruption to battle
rhythms.

ADDIE B-STEP TRAINING MODEL
[TRADOC REG 350-70) ———
Plan
’[ Analysis _ -
I = Train the Trainer
. -
)l Design # | Recon the Siie
’ S -
I * Issue Qrder
’[ Develapment e 5
# J = Rubanrss
\/ -
'[ Implementation Erscute
S
Ewshunts the
I ™ 'I'r-r-lntlIl
Evaluation I_‘i
|_ | Retrain

Figure 1-1. ADDIE Process correlation to the 8-Step Training Model
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Chapter 1

MDMP CORRELATION

1-4. The MDMP correlation with the ADDIE Process is visible in Figure 1-2. Similar to the 8-
Step Training Model, each phase of the ADDIE process corresponds to one or more of the
steps in the MDMP. The Analysis Phase associates with Mission Analysis. The Design
Phase aligns with Course of Action (COA) Development. The Development phase coincides
with COA Development, COA Analysis, and COA Comparison. The Implementation Phase
corresponds with COA Approval (e.g. Training Brief) and Orders Production. The ADDIE
process, unlike the MDMP, contains a stated Evaluation Phase whereas this is more of an
implied task in the MDMP.

ADDIE MDMP
PROCESS (ADRP 5-0)
(TRADDLC REG 350-70) Recslpt of the
' ) Mizsion
'L Analysis
4 Miszion &nalysis
] coA
"[ Design % pevelopment
|
Lo |
’[ Duvahpmmt | N —
J Samparison
[ coa approval
Implem:ntaﬂnn Training Bri
o orders
Productian
Evaluation

Figure 1-2. ADDIE Process correlation to the Military Decision-Making Process TLP
CORRELATION

TLP CORRELATION

1-5. Troop Leading Procedures (TLP) correlation with the ADDIE Process phase is visible in
Figure 1-3. The Analysis, Design, and Development Phase of the ADDIE process correlate
with the Make a Tentative Plan in TLP. The Development Phase also correlates to the TLP
step of Complete the Plan. The Implementation Phase associates with the Issue the Order
step and the Evaluation Phase of ADDIE process ties to the TLP step of Supervise and
Refine.

1-6. An important reminder regarding Troop Leading Procedures, Initiate Movement, and
Conduct Reconnaissance steps, and within the ADDIE Process, is to coordinate
transportation and facilities at the earliest opportunity to ensure both are available and
satisfactory upon conducting the training.

1-2 UTC 5-03.4 21 July 2020



EDDIE Process Correlation to the 8-Step Training Model, MDMP, and TLP

ADDIE Troop Leading Procedures (TLF)
PROCESS (ADRP 5-0)
(TRADOC REG 350-70) —_—

'[ Analysis 1 Mizsian

Issue o Wiarning
| Order

3 =
A DE‘I““ - Make & Tentatrve

| Initiats

Movement
,[ Dwelqunant m‘-'dm

f’[ i‘mlmuntaﬂnn
B lazus the Order
At

Evaluation 1 Supervise and
Bilng

Figure 1-3. ADDIE Process correlation to Troop Leading Procedures
SUMMARY

1-7. The ADDIE Process directly correlates to the 8-Step Training Model, MDMP, and Troop
Leading Procedures and takes training development to the next level. Leaders that use the
ADDIE process find that it allows for the consideration of each critical aspect of training
beyond just the content. While not a new concept, this UTC introduces the ADDIE process
for use by the recruiting force to develop dynamic training meeting both the organizational
and individual training needs.

21 July 2020 UTC 5-03.4 1-3



Chapter 2.

ADDIE Process Overview

INTRODUCTION

2-1. The ADDIE Process is a systemic approach to developing both individual, unit and
Institutional training. It provides a framework to consider factors that are critical in the
planning and implementation of training. The ADDIE process consists of five phases that
sequentially lead to identifying needs-based training while considering the audience skill
level, learning styles, and the best training methods to accomplish the learning objective.

Figure 2-1. The ADDIE Process with Key Management Components

While each phase of the ADDIE process builds on the outputs of the preceding phases, the
phase are not sequential. A change in any phase requires review and may require
adjustments to preceding phases. Continues formative evaluation of products from each
phase, along with approvals, serves to eliminate or reduce wasted effort.

ADDIE PHASES

2-2. Analysis Phase. The Analysis Phase of ADDIE consists of conducting a root cause
analysis to determine:

e Performance gaps and training needs against the objective or mission.
e Current knowledge, skills, capabilities, and learning styles of each Soldier,
station, or audience.

2-3. Design Phase. The Design Phase produces the details of when, where, and how to
meet learning outcomes. This phase focuses on understanding the learner and considering
how to approach training that facilitates learning in such a manner that the learner grasps,
executes, and retains the instruction:

e Specify the explicit learning objectives (What the Soldier, station, audience,
etc. must be able to perform at the end of the training).
e Determine the appropriate training strategy depending on the type of learning

21 July 2020 UTC 5-03.4 21



Chapter 2

objective.
¢ Match the learning objective to the appropriate domain:

o Cognitive - (thinking/mental skills). Knowledge-based learning
activities, comprehension, application, and critical thinking on a
particular topic.

o Affective - (emotions/feeling). Attitudes, motivation, willingness to
participate, valuing the learning, and ultimately incorporating the values
into a way of life.

o Psychomotor - (hands-on/physical). Focuses on performing a
sequence of motor activities to a specified level of accuracy to complete
a task.

¢ |dentify training strategies to support the Soldier’s learning style:

o Visual - Processes information through what he or she sees.

o Auditory - Processes information by hearing; words, songs or music,
etc.

o Kinesthetic - Processes information through physical experience by
participating in a group and hands-on activity.

2-4. Development Phase. The Development Phase is the production phase of ADDIE
where training designs become completed, approved and validated products. This phase
includes developing the details required to implement the training, assess the students, and
evaluate the program. As part of the Development Phase, leaders will:

e Generate or identify existing training materials.

¢ Validate that materials support the training objective.

e Validate feedback mechanisms.
2-5. Implementation Phase. The Implementation Phase is the conduct and delivery of the
training to include:

Conduct final coordination checks.

Train the trainer.

Rehearse.

Prepare learning materials for distribution.

Execute.

2-6. Evaluation Phase. The Evaluation Phase is consistent throughout the ADDIE process
to ensure that all stated goals of the process meet the individual/ organizational needs.

e Evaluate the training of tasks to standard.
e Revise the training if necessary.

SUMMARY

2-7. The five phases of the ADDIE Process provide leaders with a pathway to perform
analysis, develop, design, implement and evaluate training. Leaders gain confidence that
training meets the organizational training needs, contains the appropriate content, considers
the learning styles of the audience, meets the training objectives, coordination is complete,
and the evaluation methodology is in place.

2-2 UTC 5-03.4 21 July 2020



Chapter 3.

Analysis Phase

INTRODUCTION

3-1. Analysis is the first phase of the ADDIE Process and part of “Planning” in the 8-Step
Training Model; “Mission Analysis” in MDMP; and “Make a Tentative Plan” in Troop Leading
Procedures. This phase is critical in determining whether a problem exists and requires
training. A leader performs analysis to the depth that identifies the root cause of a problem
if one exists. Failure to do so results in training on a task that does not correct the problem.
Leaders consistently perform analysis (e.g. Mission Analysis, Recruiting Functions Analysis,
etc.) to develop operation plans; therefore, a considerable amount of data is already
available. Numerous types of analysis exist, but a critical first step is the conduct of a needs
analysis.

TYPES OF ANALYSIS

3-2. Needs Analysis. Needs analysis is determining whether training is required. A needs
analysis is necessary when: (See Figure 3-1 Needs Analysis Example)

When to Perfor e Result of a Needs
Needs Analysis Example Analysis
- “\ \ s N
Identified performance Inability to achieve HS - High School Prospecting
deficiencies Senior prospecting " Training
. A J L "
Chattanooga Recruiting ) f )
A change in threat and ) Station Terrorist Attack | ) “mpine she facoe hmiag
doctrine = 4 s 4
i - i N
s (current/emerging) ) The return of the Mission | How to build / analyze the
Accomplishment Plan = MAP
. \ J
1 i [ physical | [ )
A change in an organization Occupational Physica N L.
or mission Assessment Test (OPAT) Eg QEAT Teining
. "y . vy . vy
( 3 ( N\ 4 N
A change in equipment or The distribution of » -
siatarial — e > Tablet Training
- J ‘: < ; J
A change in leader . New NCOER and
development . Thenew NCOER ' Evaluation Entry System
L ~ S - L "
B h e SO 's ™ s B
A C::Ei‘:::‘ Os:‘;::?taut:':na .| The opening of all MOSs 3 Female Engagement
p Y x to Females Team Training
. v \ S - >

3-3. Task Analysis. Task analysis is the process of analyzing tasks (e.g. collective,
individual critical, leader, and staff tasks) to determine which tasks to train to achieve the
mission(s).

3-4. Training & Evaluation Outlines. (T&EO): USAREC Collective, Individual, Critical, and

Staff tasks use Training & Evaluation Outlines (T&EQO) to describe tasks. Figures 3-2 thru 3-
9 show the common sections of a T&EO and provides a segmented explanation of the task.
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Chapter 3

3-2

805K-79R-3013 4— 805K — School Code
Determine Basic Eligibility L 79R — MOS

Status: Approved

Conditions: and your prospecting plan ndicates that you have a prospect scheduled for an Army Inbenvew. You have accoess to
2 Recruiter Work Statien (RWS), USAREC Messages. This task should not be trained in MOPF 4

determine a prospect’s enlistment eligibility through questioning in accordance m—

Standards:
accuracy.

Special Conditions: None

Safety Risk: Low
MOPP 4: Newer

3013 — Task Number

The condition in

which the task must
be preformed

The minimum level to
~ which the task must

[ Task Statements

Cue: You have a lead that has agreed to an Ammy Intenview.

be completed

WARNING
None

CAUTION
None
Remarks: None

Notes: 215T CENTURY SOLDIER COMPETENCIES
Character and sccountabity

and engagement (oral, writen,
Tactical and techrical competence (full spectrum capable)
Lifelong keamer [nchudes Sgrtal [teracy)

Criteal thriking and probiem sciveg

Figure 3-2. T&EO Example

Performance Steps

1. Determine the individuals age.

a. Verify date and place of birth.

b. Verify citizenship status using approved documentation.

c. Verify Social Security Number (SSN) using approved documentation
2. Determine if the individual had prior military service.

d. Determine which service individual was in.

e. Verify prior service using approved documentation.

3. Determine the individual's physical qualifications.

f. Determine if the individual has ever been or is currently under the care of a physician.

g. Determine if the individual has ever taken or is currently taking any medications.

h. Determine if the individual has ever used or experimented with illegal drugs.

i. Determine if the individual has a history of or been treated for a psychological disorder including Attention Deficit

Disorder (ADD).
j. Determine if the individual has ever had a broken bone.

Performance Steps describe the
exact steps that must be
performed to complete the task.

Note: Unless otherwise stated,
performance steps are normally
displayed and completed in a
sequential manner.

Figure 3-3. T&EO Example

UTC 5-03.4
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Evaluation Guidance: Score “GO" if Soldier correctly performs all performance measures. Score “NO GO if
Soldier incorrectly performs one or more performance measure. Provide on-the-spot correction, should the

Soldier experience minor difficulty consider directing self-study or on the job training (OJT) for Soldiers who
experience major difficulties in task performance.

Evaluation Preparation: This task may be evaluated by using the evaluation guide and/or administering the
performance test. If the task is performed on the job, use the materials listed in the CONDITIONS statement
above. This task can be evaluated by using the evaluation guide.

Figure 3-4. T&EO Example

PERFORMANCE MEASURES GO NO-GO HiA
1. Debtmined S nchvidual's 30¢

2. Derbermined o the indivsdual had prior military senvice
3, Oeterringd the nchvigual's chvsicl gualdications
4. Determingd if the indivickl had any bwe victations
5. Dasterrinied S nchicieals sduciton vl
8. Determnined the inchvidual's marital status.
7. Derbermined the inchvidual's dependency status.

5. Dbermingd & the ndvdual ko taken the ASVAR ASVAR-CEP or PICAT.

Figure 3-5. T&EO Example

Supporting Reference(s):
|_StepNumber | ReferencelDd |  ReferenceMame | Reguired Primary
AR 40-301 Stanclards of Medical Feness Y5 -]
AR 800-9 The: Any Biody Composition Frogram Yes Mo
AR S01-210wCh 3 ACTIVE AND RESERVE COMPONENTS Tes Mo
ENLISTMENT PROGRAM
UR B01-210W5 mﬂﬁrﬂ&m Componenis. s Mo
USAREC TC 5012 Influsncing and Interviewing Yes s

Figure 3-6. T&EO Example
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Prerequisite Individual Tasks : None

Supporting Individual Tasks :

Task Humber | Title Proponent Status

BOSH-TOR-3008 (Conduct Faok 1o Face Prospecting BDHEI: - Ripcruiting and Retenton, Fr. Knox, Aty Roewibw
{ VO,.L’I

BOSK-TER-3010 Conduct T Ay Intenaes m&vﬁww and Retenton. F. Knoa, Approwed
! 1

BOSK-TER-3011 Process an Enlenent Application El)kzﬁvj;ww and Fetenton, Fr Knax, Arrrafll Fewntw
i 1

BOSK-TOR-3020 Canduct Virual Prospecting EI:'P:K - Rliscristing and Retenton, Fr Kno, Arrrafll et
(Inginraiual )

BOSK-TOR-3010 (Conduct Telephone Prospecting mhgivulj;auw and Retenton, Fi. Knox, Al Fogwew
[ I

Supported Individual Tasks :

Task Humber | Title Proponent Status

BOSK-TOR-3010 Canduct the Ay Inerviw BOSK. - Recruiting and Retenson, Ft. Knax, Approved
{Ingidual |

BOSK-TOR-3019 (Conduct Telephone Frospecting Borar: » Ricruiting and Retention, Fr. Knox, Arrmyl) Foewiew
{ Yw.il

BOSK.-TER-3000 Frepare for e Ay Intereew E)rzﬁvﬁww and Fstenton, Fr. Knox, Approwed
! 1

Supported Collective Tasks @ None

Knowledges :

Knowledge ID | Knowledge Name

KD1&2 Fnewiedos of Personal Prvacy Act 1474

Ki12e1 Know Ay Tatoo Policy

K1330 Ko Enlrstrment Elgibility

Skills :

Skill ID Skill Hame

S03e Perform Body Fas Measurerments

50404 Pariorm Resanch Shas

SAH Lelize Acges Listhening

ICTL Data 2

ICTL Title |F'ersanne| Type [MOS Data

TER - Recruter - 513 |Enlisted MOS: ToR. Skl Levet SL3. Duty Pos: REA. LIC: Y. 50i- 4

Figure 3-7. T&EO Example

Note: Chapter 9 provides instructions to locate T&EOs and an in-depth review of Mission
Essential, Collective, and Individual tasks to perform a METL Crosswalk.

3-5. End-State. The end-state of performing a task analysis is to select the correct tasks to
meet the training objective, identify, and train the supporting tasks, and identify whether the
task improves cognition. Consider the following when performing a task analysis and review

the examples in Figure 3-8:

3-4

Does the task meet the objective of training?
Does the mission require a task that builds skill or knowledge?
Does the task progressively increase thinking (cognition) in comparison to
before training, then during, and after the instruction is complete?
Are there tasks required for learning before moving to next task?

UTC 5-03.4
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Task Analysis Considerations

Considerations Example Mission — Improve HS Senior Recruiting
+ Ifthe objective oftraining is to improve HS Senior recruiting then a review of
Objective of TEEQ 805K-79R-3012, Implement a Scheol Recruiting Program, may be one
Training ofthe tasks requiring analysis to determine ifthe performance measures meet the

objective ofthe training.

Skill or knowledge
reguirements to
performa particular
mission

* Does HS Senior Recruiting require skill, knowledge, or both?
* Does T&EOD B0SK-7HR-3012, Implement a School Recruiting Program,
build one or both =kill and knowledge?

How the learner
thinks before,
during and after
instruction is
complete

+  Assesshowthe learner currently thinks (cognition) through problems, reacts to
challenges, and feels about HS Senior Recruiting.

*  How willthetask (T&ED S05K-T9R-3012) affectthe learnerthinking
during training?

*  How willthe learner think after the completion oftraining? Will training the task
(T&ED 805K-7SR-3012) establish a foundation that resufts in leng-term
improvement of how the learner thinks about and approaches HS Senior Recruiting

ldentification of
task that a learner
must master
before moving
to the nexttask

* What tasks are critical to master before training TEEO B0SK-TIR-3012,
Implement a School Recruiting Program?

Consider:

Should the learner master the use of School Zone or Recruiter Zone firs¥
¥ Should the learner master how to prospect?

¥ Should the learner master develop a battle rhythm?

i,

Figure 3-8. Task Analysis Considerations

3-6. Root Cause Analysis. A root cause analysis is a critical part of any training analysis.
Determining the root cause allows the leader to identify whether performance is a result of
training, compliance, or resourcing. Perform a root cause analysis to dig deeper into the
problem to ensure that training tasks correct the deficiency. See example in Figure 3-9.

21 July 2020
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SGT Smith is experiencing difficulty in moving prospects to the test with an
appointment made to test conversion at 5% against a standard of 36%. The
station commander incorporates the Army Interview into SGT Smith’s training
plan but the problem still exists. The common action is to assume and then
train SGT Smith on the Army Interview; however, a root cause analysis will
dig deeper to determine the specific reason why SGT Smith is struggling.
Training on the entire Army Interview instead of a specific performance
measure may waste time and not adequately correct the deficiency.
Additionally, the root cause analysis may determine that the Army Interview is
fine but SGT Smith is making poor appointments and the Station Commander
is not validating the appointments. In this case, it may be a training and
compliance issue.

Figure 3-9. Root Cause Analysis example

3-7. Templates. The use of an analysis template guides leaders through the analysis

process. These templates vary depending on the unit’s mission, echelon, and experience

level of the leader. This training circular provides examples of basic templates within
USAREC units with the understanding that leaders can use the templates as a base
foundation and develop further with experience.

SUMMARY

3-8. The Analysis Phase of the ADDIE Process is just as critical as performing mission

analysis within the MDMP. Organizational and Individual training needs are at the forefront
of the Analysis Phase specifically, against Mission Essential, Key Collective, and Individual
Critical Tasks. In the end, leaders that invest time in performing analysis can experience

greater returns and growth from training in the unit.

3-6
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Chapter 4.

Design Phase

INTRODUCTION

4-1. The Design Phase produces the details of when, where, and how of learning outcomes.
This phase focuses on understanding the learner and considering how to approach training
that facilitates learning in such a manner that the learner grasps, successfully executes, and
retains the instruction.

4-2. Learning Objective. A critical aspect of the Design Phase is specifying the explicit
learning objectives. During the Analysis Phase, the leader determines and prioritizes task
deficiencies and identifies the type of training to correct deficiencies. Now leaders determine
what or how the participants must perform (Learning objective) as a result of the training.

4-3. Strategy. Leaders determine the most appropriate training strategy depending on the
learning objective. A common error in designing training is failing to understand several
factors that are critical in determining the training strategy. The students’ learning style,
learning domains, experience, attitudes, and the learning objective are considerations in
developing an appropriate training strategy. Learning domains consisting of cognitive,
affective, and psychomotor are critical considerations to designing training.

LEARNING DOMAINS

4-4. The three domains of learning were created by Dr. Benjamin Bloom in 1956, “Bloom’s
Taxonomy,” in order to promote higher forms of thinking, such as analyzing and evaluating
concepts, processes, procedures and principles.

o Cognitive: mental skills (knowledge)
o Affective: growth in feelings or emotional areas (attitude or self)
e Psychomotor: manual or physical skills (skills)

COGNITIVE AFFECTIVE PSYCHOMOTOR

* Thinking *  Aftitudes *  |mvolves acquiring skills that
* Problem Soiving require integration of mental
and muscular activity
*  Memory Retention Emotion i
* Hands-on
*  Malivation

* Willingness to Participate

Figure 4-1. Learning Domains
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4-5. Cognitive. The way a person thinks, how they process information, or how they work
through a problem must be a considered. As part of the Design Phase, determine if the
intended outcome of training requires or focuses on the development of cognition. When
designing training, determine whether training and the participant’s ability matches. In cases
where the design does not match, consider incorporating or replacing strategies to increase
the participant’s ability to perform knowledge-based learning activities, comprehension,
application, or critical thinking on a particular topic.

4-6. Affective. How a person feels about a particular topic may be a barrier to learning and
training. This domain involves dealing with attitudes, motivation, willingness to participate,
valuing the learning experience, and ultimately incorporating these values into a way of life.
In designing training, evaluating the affective domain is necessary. During the Design
Phase, affective training is always considered. An example of affective training is training on
the Army Values.

4-7. Psychomotor. (Hands-on/physical). Psychomotor focuses on performing a sequence
of motor activities to a specified level of accuracy to complete a task. Hands-on training is
the actual manipulation or physical action of a task. In the Design Phase, leaders should
match the learning strategy against the task type and the expected outcome.

LEARNING STYLES

4-8. Overview Learning styles consist of visual, auditory, and kinesthetic and are critical in
the Design Phase because the learning styles of the participants should dictate the type of
learning strategies to incorporate. Often the instructor is not aware of how a group of
participants will learn; therefore, a blended approach is best. For individual one-on-one
training, the leader should understand the learning style of the subordinate and use learning
strategies that facilitate learning.

4-9. Visual. A visual learning style is an ability or preference to processes information
through what the person sees. Reading, videos, graphs, or demonstrations are best for
those with a visual learning style.

4-2 UTC 5-03.4 21 July 2020
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Learning Styles

Visual learner-processes information
through what is seen

* Reading, Video's , Graphs, Demonstrations

) Auditory learner-processes
information through what is heard

* Lecture, Audio Books, Songs, Music

" Kinesthetic learner-processes
information through physical
experience

* =& ) » Hands-on, Practical Application, Group work

Figure 4-2. Learning Styles

4-10. Auditory. An auditory learning style is an ability or preference to process information
through what a person hears. Lecture, audio books, songs, or music serve the audio learner
best.

4-11. Kinesthetic. A kinesthetic learner processes information through physical experiences
by participating in a group and hands-on activity. Regardless of learning style, it is
necessary to add practical exercises into the learning strategy.

SUMMARY

4-12. The Design Phase of the ADDIE Process is the phase where the focus is on the
learner. Leaders that understand the learning styles of Soldiers can then adapt training
methodologies that support and increase learning. Additionally, during the Design Phase,
leaders assess which domains, (Cognitive, Affective, or Psychomotor) require modification
or development. Understanding the styles and domains of the learner is critical, so the
leader can then design training that facilitates effective learning and learning outcomes.
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Chapter 5.

Development Phase

INTRODUCTION

5-1. The Development Phase is the production phase of ADDIE where the Analysis Phase
and Design Phase go into actionable construction. In this phase, training designs are
developed into completed, approved, and validated products. This phase includes
developing the details required to implement the training, assess the students, and evaluate
the program.

.
Design |_> [Dwelﬂpment

L Analysis !__,:>

5-2. Identification. One of the critical aspects of the Development Phase is identifying if
current training material already exists. Leaders should first research to determine if lesson
plans, classes, or other relevant training materials exist. The Recruiting and Retention
College, G3 Training, and the Army Training Network are great resources. In cases where a
specific training material does not exist, then leaders should make a request to USAREC G3
Training for training development.

5-3. Validation. Validation of all training material occurs in the Development Phase.
Leaders review all materials to determine that content meets the needs of the training
objective. Leaders also ensure the training includes the lesson plan instructions and meets
the appropriate domains and learning styles of the training participants.

5-4. Feedback. Leaders also develop feedback mechanism during the Development Phase.
Feedback mechanisms come in the manner of tests, After Action Review, surveys, etc. The
feedback mechanism validates that the participants have learned the instruction and that the
training meets the objective.

5-5. Natural Flow. Understanding and following the natural flow of the ADDIE Process from
the Analysis Phase to the Development Phase simplifies training development. This
process ensures leaders develop training that is needed, relevant, tailored to the audience,
and holistic in preparation for the Implementation Phase.

SUMMARY

5-6. The Development Phase of the ADDIE Process is, in simplistic terms, the phase where
the leader puts everything together from the Analysis and Design Phases. Leaders ensure
that training products are available, developed, are adequate to support the training
objective, and develop feedback mechanisms that assess the critical performance measures
and learning objectives. The Development Phase is just as critical as the Analysis and
Design Phases; therefore, leaders ensure that instructors validate that training products are
current and relevant.
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Chapter 6.

Implementation Phase

INTRODUCTION

6-1. The Implementation Phase is the instructor’s final preparatory step and culminates with
the execution of the training. This phase is a critical aspect of the ADDIE Process;
performed correctly this phase ensures a successful training session.

Development] |_> [Implementation]

Analysis [_>[ Design [_>

STEPS

6-2. Final coordination. Coordination includes validating that facility, classrooms, and
audio/visual materials are ready, confirming transportation, to include pick-up/drop-off times,
and contact with guest instructors, and receipt of their training materials. Confirm all trainers
and remind them of pre-training requirements.

6-3. Trainer Proficiency. The individual responsible for training ensures that trainers are
subject matter experts and ready to deliver training in a manner that meets the learning
objective. Do not assume the trainers are proficient, and consider the last time the trainer
instructed the topic. Change in doctrine may occur; technologies are constantly changing
and it never hurts to validate the trainer’s proficiency, and conducting rehearsals.

6-4. Conduct Rehearsal. Conduct rehearsals to identify problems that may occur before
training and to implement corrective measures. Rehearsals validate that the trainers and
instructional material are appropriate to accomplish the training. Rehearsals also include
the testing of audio/visual systems.

6-5. Prepare Learning Materials for Distribution. During this phase, instructors distribute
all learning materials to include read-a-heads, hand-outs, presentations, practical exercises,
tests, survey AARs, etc. Recall the learning styles (Visual, Auditory, and Kinesthetic) and
remember that not everyone learns by hearing the content of training so ensure materials
contain all learning styles and ready for distribution.

SUMMARY

6-6. The Implementation Phase of the ADDIE Process is the leader’s final opportunity to
validate training requirements and coordinate prior to execution. This is the leader’'s
opportunity to confirm facility reservations, conduct classroom inspections, and conduct
audio and visual equipment checks. Leaders validate trainer proficiency, conduct
rehearsals, complete read-a-heads, and distribute training materials. Leaders that follow the
Implementation Phase discover that preparation and aggressive follow-up leads to great
execution of training and Soldiers experience effective instruction.
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Evaluation Phase

INTRODUCTION

7-1. The Evaluation Phase is consistent throughout the ADDIE process to ensure that all
stated goals of the process meet the individual/organizational needs. Evaluation never
stops, regardless of phase, within the ADDIE process. When in the Analysis Phase,
evaluate whether there truly exists a training need, whether the root cause is valid, and that
tasks selected meet the training objective. During the Design Phase, evaluate whether the
training meets the stated objective and factors in the learning domains (cognitive, affective,
and psychomotor). Continue to evaluate during the Development and Implementation

Phase.
Design };>[ Deveioomentb[Implemenzation };>[ Evaluation I

[Aralysis } >

7-2. Training Standards. Evaluate the training of tasks to standard. Upon completion of
training, leaders evaluate the abilities of the participants to determine whether training met
the standards and training objectives. This evaluation not only comes from examination but
follow-on assessments. Successfully completing the Analysis, Design, Development, and
Implementation Phase ensures the test(s), AARs or observations support the training
objectives.

7-3. Training Revisions. Revise the training if necessary. Revise training by first evaluating
where learning stopped. Adjust the training by executing the ADDIE Process from the
beginning as it pertains to the areas found deficient in the training.

SUMMARY

7-4. Leaders always assess training. The Evaluation Phase of the ADDIE process is the
phase where leaders evaluate whether training met the training objective. Additionally,
because of AARs, this phase is where to make adjustments and correct gaps within the
training packages. Consistent follow-up and sustainment are critical. Therefore, leaders
maintain oversight to identify which tasks the unit sustains and which tasks possess
retention difficulty.
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PART II

Training Development Tools

Part Il introduces tools that support the ADDIE Process and assists the leader in identifying
training needs and then developing sound training plans. Some of the tools within Part Il are
common, day-to-day tools but seldom used to address training. Part Il also reintroduces the
Company / Station Training Assessment Review (CSTAR) that provides leaders with a
single template that organizes information from the Analysis Phase to Evaluation Phase.
Chapter 8 describes the Mission Accomplishment Plan (MAP).

Chapter 9 describes the Mission Essential Task List (METL) crosswalk.

Chapter 10 describes the Company / Station Training Assessment Review (CSTAR).

Chapter 11 introduces the Digital Training Management System (DTMS).
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Chapter 8.
Mission Accomplishment Plan (MAP)

INTRODUCTION

8-1. Mission Accomplishment Plan (MAP). The MAP is one of the most common templates
that provides training indicators. Using the MAP as a training indicator tool allows leaders to
expose deficiencies at the prospecting and processing lines of efforts. The examples listed in
the following paragraphs extract training indicators using only a one-week period. Leaders
can use similar methodologies or data that displays phase- line, quarter, or greater periods
to perform the analysis. Note: (UTC 5-03.1 Prospecting, Processing, and Analysis serves as
the primary resource for understanding the MAP.)

TRAINING INDICATORS

8-2. Appointment Made’ (APPT MADE) to ‘Appointment Conduct’ (APPT COND)
analysis also includes ‘Appointment Made’ Achieved (ACH) versus Requirements (REQ).
The MAP mathematically displays the number of Appointment Made requirements by
category. Failure to identify and then correct training indicators at the Appointment Made
negatively affects the unit’s ability to achieve Appointment Conduct requirements.

Mission Accomplishment Plan
(MAP) The inability to achieve appointment made requirements (Grads
74%, Seniors 67%) may be a training indicator of:

Appointment Made - Conduct * An ineffective prospecting plan
Analysis # Identifying the correct market location (ZIP Code)
# Blueprinting
» Segmentation

GRD SR » Attempt-Contact-Appointment (A-C-A) Analysis
APPT REQ 27 15 * Poor Listening Skills
* Ineffective opening / introduction
—— ACH '@—% * Inability to identify goals and needs
— « Inability to develop a program that resonates with the lead
l * Inability to close / influence
RE A low Appointment Made to Appointment Conduct conversion
APPT Q 2 n (65% for Grads and 60% for Seniors) may be a training indicator of:
COND ACH| U413 | 6 J * Poor Listening Sklills
* Inability to establish rapport
Apptt:'lade 65% 60% = |neffective opening / introduction
Aot Cond X > * Inability to identify goals and needs
ﬂpp dard= = Inability to develop a program that resonates with the lead
a;‘s:; 2 * Inability to close / influence

Figure 8-1. Appointment Made to Conduct Analysis

8-3. High “No-Show” Rate. A high no-show rate may be a result of policies or practices
and not necessarily a training need. Types of policies or practices that negatively affect the
Appointment Made and Appointment Conduct conversion follow:

a. Making an appointment without influencer approval.

b. Scheduling appointments for the station and not at the residence.

c. Scheduling appointments more than 72 hours out.
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d. Scheduling appointments during holiday schedules (e.g. New Year’s Eve).
e. Not counting an appointment made until the conduct of the appointment.

f. Not counting an appointment conduct if the prospect fails to achieve a specific score on
the ASVAB screeningtest.

g. Not counting an appointment conduct until the prospect tests.

8-4. Appointment Conduct to Test Analysis. Testing is the first step in the processing
cycle and critical to understanding the qualification and the psychological and physical
commitment of the applicant.

Mission Accomplishment Plan The inability to move a prospect from appointment
(MAP) conduct to test (Grads 8%, Senior 17%) may be a
training indicator of:
Appointment Conduct — Test
Analysis * Conducting awareness or information only
appointments
GRD SR GRD SR * Poor L|Sten|ng skills
* |nability to establish rapport
APPT HER | - il e * |nability to identify goals and needs
MADE 4 20 | 10 17 | 8 = Inability to develop a program that resonates with
the applicant
J, l * Inability to address obstacles
* |nability to close / influence
REQ 22 | 11 24 | 13
APPT
COMD e 13| 6 10 | & Analysis should also include station commander’s
LA responsibilities
Appt Cond : : » Station commander’s inability to validate,
to 1 REQ| 5 4 |1 understand, and provide guidance for upcoming
Test L R < appointments
Standard= ____AcH]| 1 110 + Station commander’s inability to aggressively
36% /[\ manage the Applicant Process List (APL)
8% 17% « Station Commander’s inability to provide effective
guidance during IPR

Figure 8-2. Appointment Conduct to Test Analysis

8-5. Appointment Conduct to Test Analysis Note 1. Notice the example uses the
Appointment Conduct from the previous week to factor Appointment Conduct to Test
conversion. Use that appointment conducts because the flow of the MAP demonstrates that
conducts this week should test the following week.

8-6. Appointment Conduct to Test Analysis Note 2. A low Appointment Conduct to Test
conversion may be a result of policies or practices and not necessarily a training indicator.
Types of policies or practices that may negatively affect Appointment Conduct to Test
conversion:

a. Testing only those that agree to enlist.

b. Unwillingness to use ASVAB Military Entrance Test (MET) sites due to distance or
time.

c. Establishing “Test Run” schedules that fall outside of an aggressive 72-hour rule.
d. Only testing applicants that score over 50 Armed Forces Qualification Test (AFQT)
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Mission Accomplishment Plan (MAP)

equivalent on the Enlistment Screening Test (EST).
e. Not utilizing the Pending Internet Computer Adaptive Test (PiCAT).

8-7. Test-to-Test Pass Analysis. Testing and then having those testers pass with a
qualifying score is critical to time management, increasing the potential for contracts, and just
as important, moreprospecting.

Mission Accomplishment Plan The inability to achieve Test Pass applicants (3A=50 AFQT or higher),
Test - Test Pass Analysis Graduate 3A=0% and Senior 3A= 0%, may be a training indicator of:
Lo ¢ Inability to identify and prospect in population centers that
Test esrFEQ 9 | 4 possess leads with predominately higher aptitude
to ACH @ @ ¢ Inability to identify lead sources with the highest propensity to
Test Pass N
score 3A
Standard= real & P i i
50% TEST O s ¢ Inability to make and conduct enough appointments to test
PASS i 3 DEEE .
5% acH 31 [ e Inability to prioritize work efforts (e.g. Focusing on non-3A
A8 0o 0% waivers over all other activities)

Figure 8-3. Test to Test Pass Analysis

8-8. Test-Pass to Floor Analysis. Test Pass to Floor is just as much about influencing and
interviewing techniques as it is about leader involvement. Since many applicants believe
that this is the final step to commitment, Recruiters, First Sergeants and Station
Commanders must be intimately be involved with the commitment to enlist.

Mission Accomplishment Plan The inability to move applicants from the Test Pass (3A) to Floor
Test Pass to Floor Analysis (Graduate 3A =50%, Senior 3A =0% may be a training indicator
GRD SR GRD SR of: A——
s sl & |2 a3 nability to listen
PASS Inability to identify goals and needs
ACHA:‘B2| 1[1 1|2 1‘1
e e s Inability to develop a program that resonates with the
s e 1 applicant
Test Pass REQ 2 1
To FLoor | "~ | | « Inability to address obstacles
s‘a?::;:d_ o ’}‘I " L Inability to close / influence
83% 50% 0% « Inability to complete an enlistment / waiver packet

Station Commanders inability to aggressively attack the
Tested not Enlisted (TNE) Report

Station Commanders inability to effectively IPR

Inability to test pass enough applicants to floor the
guality categories

Figure 8-4. Test Pass to Floor Analysis

8-9. Test Pass to Floor Analysis Note. Notice the example uses the Test Pass data from
the previous week to determine the Test Pass to Floor conversion. The designing of the
MAP is so that Test Pass applicants should Floor the following week. Leaders should
analyze why Flash-to-Bang exceeds realistic timelines.

21 July 2020 UTC 5-03.4 8-3



Chapter 8

8-10. Floor to Contract Analysis. When an applicant floors there is a reasonable
expectation that the applicant enlists. When an applicant does not enlist and the applicant is
temporarily or permanently disqualified, then an analysis is required to determine the
reason.

Mission AccompliShmen_t Plan The inability to achieve the 90% Floor to Contract standard (GA 0%,
Floor to Contract Analysis SA 100%) may be training indicator of:
GA SA
* Inability ta listen
REQ | 2 | 1 s B
FLOOR * Inability to identify goals and needs
AcH AB|211/[1] 1 * Inability to develop a program that resonates with
t } the applicant
[ j | * Inability to address obstacles
s | 1 | 1 * Inability to close / influence
CONTRACT | I * Inability to accurately complete an enlistment application
ACH AB ! 1 ; 1 * Inability to perform quality control procedures
it * Station Commander’s inability to perform quality control
0% 100% and hot seat procedures

Figure 8-5. Floor to Contract Analysis

8-11. Deficiencies. Deficiencies may be a result of policy or practices within the
organization rather than a training indicator.

a. Step-selling. Defined as the act of engendering a commitment from the prospect or
applicant to commit to only the next step of the process; Testing or scheduling a committed
applicant as a single event instead of scheduling for test, physical and enlist.

b. Scheduling for Physical only and return.

8-12. Training Indicator Prioritization. Upon performing a MAP analysis to identify training
indicators, leaders should prioritize and identify true and specific root-causes to address the
problem and incorporate into training plans.

SUMMARY

8-13. A leader’s understanding of the MAP is critical, not only for the operations plan
development but also identifies where deficiencies are causing mission failure. Leaders
possess the skill to identify choke points, determine if the choke points are a result of
training or policies and take immediate action. When a leader understands the science of
the MAP, he/she can apply the art of recruiting. When combined with a dynamic operations
plan, the unit’s potential for success increases exponentially.
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Chapter 9.
Mission Essential Task List (METL) Crosswalk

INTRODUCTION

9-1. The USAREC METL Crosswalk allow leaders to analyze the proficiency or difficulty {(T)
-Fully Trained, complete task proficiency}, {(T-) - Trained, advanced task proficiency}, {(P) —
Practice, basic task proficiency}, {(P-) - Marginally Practiced, limited task proficiency}, {(U)
Untrained, cannot perform the task} in performing Mission Essential Tasks (MET),
Supporting Collective Tasks (SCT), and Individual Critical Tasks (ICT). Performing a METL
Crosswalk highlights deficiencies and then allows leaders to prioritize tasks for training.
Leaders at all levels should be proficient at locating, understanding the connections, and
analyzing each type of task. Before a METL Crosswalk can occur, a recruiter must
understand the different types of tasks. (See Figure 9-1).

TASK TYPES

9-2. The METL consists of METs. Collective tasks support METs, and they consist of a
series of Individual tasks.

9-3. Key Critical Tasks (KCT). It is not feasible to train on every MET. After conducting an
analysis, commanders select the Key Critical Tasks (KCT) to train to support the mission;
this includes the ICTs that support the KCTs. Note: When reporting a rating during the
Commander's Unit Status Report (CUSR), report only MET ratings, not KCTs.

A specific unit design
capability compiled
in a Mission-Essential
Task List (METL).

MET
(Mission Essential Task)

An Individual task that
is critical in support of
a collective task.

ICT
(Individual Critical Task)

A collective tasks that
supports the Mission
Essential Tasks.

SCT
(Supporting Collective Task)

Essential tasks

expressed as collective
tasks that the unit must
perform to standard to
achieve the desired
training mission end-state,

KCT
(Key Collective Task)

Figure 9-1. Task Definitions
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LOCATION

9-4. Location of Sites. All tasks come in the form of T& EOs. Locate the Individual tasks in
the Central Army Registry (CAR), Combined Arms Training Strategy (CATS), and the Digital
Training Management System (DTMS) via The Army Training Network (ATN) @
WWW.ATN.Army.mil.

9-5. Army Training Network (ATN). The Army Training Network is the Army’s primary
training resource repository and is open to CAC holders. Access the ATN by opening a
browser and typing www.atn.army.mil into the address box. Click on the CAC login to enter
the ATN and search tasks. (Figure 9-2).

9-6. Tasks in DTMS, CAR, and CATS. Locate the tasks in DTMS, the CAR, or CATS;
however, a simple method is to use the Task Search box. Figure 9-3 shows all three-entry
points. Note: Currently, the only tasks in DTMS and CATS are the Recruiting Individual
Tasks. MET and Supporting Collective Tasks are, until further notice, loaded into the
USAREC G3 Training SharePoint.

9-7. Using the Task Search. Use the Task Search and type in the Task Title or Task
Number to retrieve the Recruiter Individual Task. For ease of research, type in the Task
Number “805K-79R” to retrieve all Individual Recruiting Tasks. Figure 9-4 displays an
excerpt.

9-8. Locating 148 Recruiting ICT T&EOs. Notice in Figure 9-5 that 148 ICT tasks are
available. Click on the desired link to retrieve the desired T&EO.

9-9. USAREC METL and Collective Tasks. Locate the USAREC METL and collective
tasks in the USAREC G3 Training SharePoint site at the link in Figure 9-6 and "clicking on
the “METL Crosswalk” link".

* ATN

Institutional & Operational UTM RN
Products “x_u'.
. - i.w H

| on o <o
CR PTG N S ST R e
-

Figure 9-2. ATN Login
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Mission Essential Task List (METL) Crosswalk
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Figure 9-3. ATN Task Entry Points

Select task type

Figure 9-4. ATN Task Search
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0

Figure 9-5. ATN Recruiting Individual Task

9-10. Digital Job Book. The Digital Job Book is a permission based tool which has been
updated with first line leaders in mind and now streamlines the process for updating unit and
Soldier training records. When given the proper permissions with the right subordinate
personnel assigned to the leader by the unit's DTMS manager, leaders can now easily
manage and track their subordinates’ training using this tool. The tool provides the following:

» The Small Unit Leader tab allows leaders to view or update subordinates’ Unit
Course Registration (any ATRRS courses the Soldiers are programed to attend),
Record Mass APFT, ACFT, Height and Weight, Weapons Assignment, Weapons
Qualification, Task, Export subordinate training data and Manage their Small Units.

» The My Job Book tab provides Soldiers the ability to ensure correct training data has
been entered into DTMS and they have been given credit for training and qualifications
completed. Soldiers can also view their Unit Course Registration, Physical Training,
Weapons Qualification, Training Schedules and Task assigned or completed.
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.
oL |\<A ity

Digital Job Book

Figure 9-6. ATN Digital Job Book

9-11. Five Mission Essential Tasks. USAREC METL currently consists of Five Mission
Essential Tasks (Figure 9-7). Each MET allows leaders to view the MET, their SCTs, and
the associated ICTs.

https://span.usarec.army.mil/sites/HQ/G3/Training/
SitePages/G3Training_ Main.aspx

UNCLASSFED [ FOUID)
E 63 Traiming - Mo
i) -
by ARG (pentons (il WSAET D i U
- G3 Training Division
= = e

il == - _)( ’*‘*‘W]{ WJ

o Bk s *New Training Items!*
S METL Cross-Walk S ——
B *UNEW ITEMN**

S e o ST iy piieml i

Figure 9-7. METL Crosswalk Link
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9-12. Analyze MET and SCT to identify KCTs. Commandersanalyze each MET and SCTs
to identify KCTs based on the current mission requirements. Subordinate leaders should
assess ICTs to identify Individual tasks that support the KCTs selected.

9-13. METL Crosswalk Instructions and quick view. Figure 9-7 displays two additional
items to facilitate a METL Crosswalk: a step-by-step to retrieve METs and SCTs and a
METL 'quick view'.

E 53 Trening + METL Crofsmall; + A1 Documwss :

} g SNEE Cponloes Crleny (RS CHew el [ # ~4 204 - 1]

: s

F_rgecon

Lirires f
wriym E
.. +— Instructions

b 0% I ] e
D OF Ly

M e Foger

S Quick View

ek Mpagret

fetonly 15
S A

Figure 9-8. METs 1-5
CROSSWALK

9-14. The METL Crosswalk. The METL Crosswalk (Figure 9-8) shows all METs, SCTs, and
links to the ICTs. In the example of USAREC MET 1, Conduct Mission Command, notice
Five (5) Brigade SCTs, Five Battalion SCTs, and Nine (9) Company SCTs support it.

Note: The USAREC and Brigade SCTs have a T&EO number. Some of the Battalion and
Company SCTs are identified by the unit level and number (BN 1, CO 2, etc.); this is due to
the pending approval to place into CATS. The USAREC Commanding General has
approved these SCTs.
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Figure 9-9. MET 1 Crosswalk Matrix

T

9-15. METL Crosswalk Process. Figure 9-9 depicts one MET Crosswalk to demonstrate
the process. The example uses only one of the five (5) brigade SCTs to drill down to the
station level in this example.
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Figure 9-10. MET 1 Station SCT Crosswalk
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9-16. Identifying KCTs and ICTs that support the mission. Commanders and leaders
focus on identifying KCTs and ICTs that support the mission and external directives. This
methodology allows the Commander the ability to focus training on only those critical tasks
rather than all tasks. Performing a METL Crosswalk and identifying KCTs narrows the scope
to determine training needs that increase the mission posture of the unit. It is critical that
station commanders understand the next higher level KCTs and assess the ICTs to train to
support the collective tasks and achieve the mission.

9-17. Commanders Unit Status Report (CUSR). The CUSR requires reporting of the unit's
METs. Commanders evaluate each MET and report using the T, P, or U format. Do not
report Critical Tasks in the CUSR unless otherwise directed.

SUMMARY

9-18. All warfighting units possess Mission Essential Tasks to focus training on critical tasks
necessary to fight and win the war. In USAREC, we fight a non-stop battle every day without
any reset and that is the reason for developing the METL. USAREC's METL, as in any
warfighting unit, contains the critical tasks that the unit must master or mission failure
occurs. Leaders at all levels understand the Mission Essential, Supporting Collective, Key
Collective, and Individual Critical Tasks and how they crosswalk to assess and train units to
accomplish each mission.
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Chapter 10.
Company/Station Training Assessment Review (CSTAR)

INTRODUCTION

10-1. Company/Station Training Assessment Review (CSTAR). CSTAR (NPS) and
CSTAR (Healthcare) - The CSTAR is a mandatory Quarterly template to analyze the
company or station operational capabilities and identify training needs. The CSTAR
facilitates the review of a company or station’s last completed quarter data, identifies the
root-cause training deficiencies, and develops a training plan for the upcoming quarter.
This flexible template allows the addition of items for assessment and contains two parts:
Part 1 for analysis and Part 2 for training plan development.

PART 1 - ANALYSIS

10-2. CSTAR Part 1: Part 1 (Figure 10-1) is analyzing tasks against a standard,
understanding the root cause, prioritizing which deficiencies are most critical to address and
developing courses of actions to correct the problem. Note: During task analysis, leaders
use T&EOs to determine if personnel perform the tasks to a standard, and to identify which
performance measures are deficient.

10-3. Instructions.

a. Assessment Criteria: Review the assessment criteria listed and incorporate local
items of interest.

b. List the standard for each criterion. Items in gray are example standards only.

c. List the actual results for each criterion from the last completed quarter.

d. Identify the root cause for each criteria representing deficient standards. Note: Be
specific as to the root-cause as it ensures task selection meets the training need. It is
important to delineate between what is a training need and what is deficient due to non-
compliance.

e. Prioritize the criticality of the deficiency for each criteria using Red, Amber, or Green.
f. Red=Critical task that must be trained immediately

g. Amber=Task that must be trained within the Quarter

h. Green/Blank=No training required at this time or if time permits

i. The course of action to correct the deficiency.

10-4. CSTAR Part 1 Note. CSTAR Part 1 fulfills the Analysis Phase and portion of the
Design Phase of the ADDIE Process. Recall that in the Design Phase the details of when,
where, and how learning outcomes occurs are initially thought through when developing
COAs in Part 1.
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Figure 10-1. CSTAR Part 1 (Example Only)

PART 2 - TRAINING PLAN DEVELOPMENT

10-5. CSTAR Part 2. CSTAR Part 2- (Figure 10-2) is the portion of the CSTAR that allow
leaders the ability to continue the design, begin the development, and consider
implementation and evaluation requirements within the ADDIE Process. Upon completion of
Part 2, a leader should understand how the training occurs and what to expect. (Recall
Cognitive, Affective, and Psychomotor Domains as well as learning styles), and the training
and evaluation dates. Upon completion, transfer and upload into the Digital Training
Management System (DTMS) for submission and next higher review and approval.

10-2
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21 July 2020



Company/Station Training Assessment Review (CSTAR)

HEXT QUARTER TRAMING PRIORITIES
Part 2
Ewliabon
Traireng Infended Traring kx|
1= Tus 2= oncome 3- Mathosakigy Iq"nl'l'rlhumg 5= ot Training
Evabiarie e Market - Learn Marke? Biellgencn Faalaion- 518 12-4ik-18
B TEHL B0 Hamde-on
Dweslopa Recnsfar Caniic
Ervl o \ddantty Ihg::ln:“mms' F:;::::' 1S—dud- 18 20-il- 18
Ex}oH- TOR.- 30T
Behiodl Reonsling Prog - Dwalaping Sahool SFT Fualimrion 22yl 18 Sain-18
BN TG 300 alEmen Hand =g P
Cupndust Takiphonis Progpaeoting. Blue Prindng, Fre-call, Hands-an .
m;pmm & Eamezufian, Pracie-al S pleaton I Bage10
Biared Lo Doy S o L Aug-10 A
Estabiish Goals and Passions Cwalop massapeat Faicn 12 A 18 17.Aug.10
ENE - TR0 T2t e T S Harde-oin
Gertataion e umral nduenca
E 1 a4 |
Irfuencing Technkues jchninues aciiabon Bohug: 16 Aug. 18
Eniganidar i Comimiimasl Eictha Cled g Skl Frzitaben J6-deg-18 T-Si-18
Schoal Becnating Program Dreevd pping Sohaed Fmcilgmion B-58p-16 4-Sap-10
B T B008 Support slemans FHande-on
Complie Hankarcs
Al F ih- 1 L a]
Mandaiory Tminieg EQ-Arti builing aciimion fSap 10 Gap.10
RS Froponant Bned Linders tand all sumesl Enefing o-Gag-1H i -ap- 10
Eattla Mhythm M:pHI;;ﬂ'h-:d Barie Frammr::" i 289-Tap-10 == 1B
HWOTE: Each Traning Task fal witin he peromanoe measenes ol he lsed TAED Only the deloent porions will b Taned
ROTE. Weadries day ane & bsoiad for Cenier Laade - Flianied R o-80o0g & s mnil st training

Figure 10-2. CSTAR Part 2 (Example Only)

10-6. Instructions for CSTAR Part 2.
a. List the specific Training Task. Note: If the task requires training only on a
performance measure within the task, list the performance measure and the T&EO number.

b. List the intended outcome- What the training must accomplish. Recall the Design
Phase and learning strategies, domains, and styles.

c. List how the training takes place. Recall the Design Phase and learning strategies,
domains, andstyles.

d. List the date(s) of training. Upon the selection of dates and knowing the tasks, outcomes,
and training methodologies, request facilities and transportation.

e. List the date(s) the leader returns to evaluate the results of the training.

f. Transpose results from the CSTAR to the 'Schedule Events' in DTMS. Complete and
submit the training schedule intoDTMS.

10-7. CSTAR Part 2 Notes. Notes at the bottom of Part 2 are example ‘leader comments’ as
part of the training plan development.
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TRAINING SCHEDULES

10-8. DTMS. Use DTMS (Chapter 11) to complete and submit training schedules for
approval by the next higher-level commander. The input, when extracted by the CSTAR
(Company or Station) or other templates by higher levels, should provide a holistic plan that
meets the unit’s specific and critical training needs.

10-9. DTMS Training Schedule Notes. Figure 10-3 displays a Company’s training
schedule for one week submitted to the battalion for approval. Review the plan and answer
the questions that follow:

e e ] e
26 e

Figure 10-3. Company Training Schedule

a. Is this a complete training schedule?

e Answer: Notice Nashville RTC only states station training instead of specific
training tasks. Remember, this schedule displays input data; therefore, if it is
blank, then it was not entered.

b. Can the commander validate whether training matches the units training needs?

e Answer: For the company and station, the training schedule should mirror Part
2 of the CSTAR. In this case, the commander cannot validate that the training
schedule for the company contains the appropriate training tasks to meet the
unit's training needs.

c. Are the dates and times of training sufficient to train the tasks listed to standard?

e Answer: It depends, Leaders assess whether the day and time interfere with
mission requirements or train on an earlier day to set up a specific operation.
Recall the Design Phase of the ADDIE process that requires the leader to design
training that meets the training objectives in a manner that facilitates learning.
Include sufficient time to train to standard.

SUMMARY

10-10. The Company and Station Assessment Review (CSTAR) is a systematic approach
to assess and develop quarterly training. Too often, subordinates submit training plans that
are a result of assumptions, lack prioritization, and fail to address operational training
needs. The CSTAR is a simplistic tool to assist leaders in developing training plans that
extend beyond the phase-line and focus training.
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Chapter 11.
Digital Training Management System (DTMS)

INTRODUCTION

11-1. Chapter 11 consists of extracts from the Digital Training Management System (DTMS)
USER Guide (CAC-T, 14 May 2019). DTMS is a System of Record for capturing training
planned and completed from unit level to the individual Soldier. It is a web-based training
enabler designed to link existing systems to create a single point of entry for units to
schedule unit training, manage training resources, and create schedules and master
calendars for training.

11-2. DTMS assists with implementing doctrine, tactics, techniques, and procedures outlined
in FM 7-0, Train to Win in a Complex World. DTMS provides leaders with an end-to- end
view of current unit training status at all echelons. The entry point for the CATS planning tool
allows leaders the ability to develop, record and modify training strategies.

11-3. DTMS helps commanders at each step of the training management process from the
plan and prepare to execute and assess. It also maintains a Soldier's training history from
hire to retire. DTMS allows users to communicate and coordinate across the chain of
command. It also features calendars to plan and schedule training.

11-4. DTMS is a resource that affects Soldiers and commanders throughout the Army. For
unit leaders and trainers down to squads and even team leaders, DTMS provides a digital
version of the Soldier's individual training record, job book, and leader book to inform
training management decisions and reduce manual data entry as new Soldiers arrive and
Soldiers move to other units.

11-5. DTMS provides an easily accessible record of training and replaces the old mission
essential task list crosswalk with a digital version, called the Combined Arms Training
Strategy. (Note: USAREC currently uses the METL crosswalk pending and uploading of all
METs and SCTs into CATS and DTMS). It allows commanders to formulate a training plan
and synchronize it with Army doctrine. Commanders and training managers can also quickly
query records to track the status of any unit or individual training, to include weapons
qualification, physical training, mandatory training, and other training completion information.

11-6. DTMS reduces manual data entry by recording data in a database that communicates
with other systems and automatically updates records. DTMS populates the DTMS Widget
on the "My Training Tab" on AKO, informs the individual user of their training status, and
provides access to the Soldier's unit training schedule.

DTMS ASSISTANCE

11-7. DTMS Manager. Training Management Directorate at Fort Leavenworth, Kansas
maintains the DTMS. It is a subordinate organization of the Combined Arms Center-
Training, which manages training support and training development programs. For
assistance with DTMS, you can email the USAREC DTMS Manager at
usarmy.knox.usarec.list.hg-g3-master-trainers@mail.mil.
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Chapter 11

11-8. DTMS USER Guide and Resource Location. A complete DTMS USER Guide and
DTMS Training Resources are available via ATN@ www.ATN.Army.mil.
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Figure 11-1. DTMS User Guide and Training Resources
SUMMARY

11-9. The Army’s Training Management System is the Digital Training Management system.
DTMS serves commanders and leaders with a tool that not only identifies, training
requirements but, provides templates for planning training, conducting AARs, and serves as
a repository for all training documents. The leader’s proficiency in using DTMS is critical to
predict, develop, and train Soldiers to standard.
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PART Il

Tactics Techniques and Procedures

Part lll introduces Training Tactics, Techniques, and Procedures (TTP). This UTC is not
intended to restate duties and responsibilities as directed in USAREC Regulation 350-1,
(Training and Leader Development) or Field Manual 7-0, (Train to Win in a Complex World)
but rather, provide a pathway of recruiting TTPs for use by Recruiters and leaders.
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Chapter 12.

Tactics, Techniques, and Procedures (TTP)

INTRODUCTION

12-1. The United States Army Recruiting Command is a geographically dispersed
organization requiring Commanders, leaders, and trainers to be versatile, specific and
efficient when it comes to training and leader development. The consistent operational
tempo and competing priorities often inhibit training completion; therefore, the content within
this chapter stations on best practices that aid the command in accomplishing training goals.

TRAINING ASSESSMENT BOARD

12-2. Training Assessment Board (TAB) - TABs are quarterly boards mandated by USAREC
IAW UR 350-1. The intent of the TAB is to gather subordinate unit training assessments; the
units plan to address deficiencies and share best practices.

TTP: The Senior Master Trainer (SMT), S3, or Operations SGM should lead a TAB
before the USAREC TAB and before scheduled Quarterly Training Briefs (QTB)
and Operations Updates Assessments (OUA).

Benefit:

e |dentifies training trends throughout the unit.

¢ Validates subordinate unit compliance in conducting internal training
assessments and developing/incorporating solutions.

e Ensures that data within the QTB/OUA is accurate.

e Causes the staff to be proactive rather than reactive.

TRAINING GUIDANCE

12-3. Training Guidance - Publishing Training Guidance is critical to communicating the
commander’s training priorities. Publishing the KCTs and providing guidance that aligns
training with operational requirements prepare subordinate units to execute the
commander’s intent.

TTP: Include specific dates rather than generalized time- periods that subordinates must
comply with training requirements (e.g. Training Plan or Order of Merit List (OML)
submission, Certification program updates, etc.). Add dates to the long-range calendar for
visibility and compliance.

Benefit:

e Creates a conditioning process and improves battle rhythms.

e Reduces daily requirements to review DTMS or SharePoint since establishing
the dates.

e Increases the Staff’s ability to address non-compliance.

e Increase the SMT or Master Trainer (MT) opportunities to train.
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FUSION CELL

12-4. Fusion Cell — The Fusion Cell primaries consist of the Executive Officer (XO), S3,
A&PA Chief, Virtual Station Commander, Education Service Specialist (ESS), and the S2.
Under the XOs supervision, the Fusion Cell conducts the MDMP process to execute the
commander’s intent, de-conflict resources, and predict and prepare for upcoming
requirements.

TTP: Incorporate the SMT into the conduct of Fusion Cells. In fact, commanders are not
limited to only those listed in Paragraph 12-4.

Benefit:

e SMTs can look at operations and plans, from a training perspective, and
provide awareness as to the unit’s skill capabilities and develop training
timelines in support of the operations.

e Develops the SMT for positions of greater responsibility.

INTERNAL PROGRESS REVIEW

12-5. Daily Internal Progress Review (IPR) - IPRs are daily analysis and discussions that
leaders conduct with subordinates to validate, adjust, or provide operational guidance to
achieve the recruiting mission.

TTP 1: Develop and create a briefing template for subordinates to brief during daily IPRs.
The template should follow doctrine and the subordinate briefs versus the leader using a
question, answer, and guidance methodology.

Benefit:

e Causes the subordinate to understand the operational process and take
ownership for developing solutions and a plan

e Continues to require the leader to conduct Pre-IPR preparation

e Decreases IPR time dramatically

e Increases the development between leader and subordinate

TTP 2: Implement the Question of the Day. The Question of the Day is where the leader
identifies a policy, procedure, or requirement that the subordinate must know at their level.
The leader begins the IPR process with the selected question and if the subordinate can
accurately answer the question then the IPR process continues. If the subordinate is
unsuccessful, then the leader directs the subordinate to research the answer, sets up a time
for a return call and that the answer must include what regulation, chapter, and paragraph
for the answer.

Benefit:

e Causes the leader to conduct research to find an appropriate question.
e Causes the subordinate to conduct research to find the appropriate answer.
e Increases the knowledge of both the leader and subordinate by forcing them to
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read doctrine.

e Conditions the subordinate to conduct self-development (Reading) to prevent
not being able to answer the questions.

e Continues to elevate until the questions become next higher level questions
thereby beginning next higher level development

e Subordinate can use the same methods on own subordinates.

Mobile Training Team (MTT)

12-6. The MTT is made up of Master Trainers and potentially operations personnel. It
provides Senior Master Trainers and OPS Sergeant Major expert feedback, and validates
readiness of core competencies. The complexities of continuous real-time recruiting
operations challenges trainers to develop the means and methods necessary to train and
sustain the recruiting force.

TTP: The MTT develops, administers, and monitors the unit’s training program. The team
provides recruiter and Soldier training guidance. The team also conducts training assistance
visits as required; and provides classroom, seminar, and one-on-one teaching for RA and
AR recruiters.

Before launching a MTT leaders will conduct a meeting with SMT/CDR/CSM to position
MT’s, eliminate risk that that interfere with decisive operations, identify opportunities to
provide support, coordinate operations with local agencies/USAR units, analyze training
deficiencies and sustainment training, and discuss the plan of action and ROI.

The plan of action and ROI is developed based on analysis. Determine the training needs,
potential ROI, and training plan and present them to the OPS SM prior to launching the
MTT. Prior to launching a MTT trainers utilize assets available (Leader Zone, Bl Zone,
BDE/BN S-2, BDE/BN S-3, etc.) to determine training deficiencies through a needs analysis.

Identify supporting operations opportunities like higher learning facilities, possible PAYS
partners, special community events, and community social groups.

Position MTTs once you have identified the specific intent and duration of the operation,
have synchronized assets to target high payoff zones and events, and evaluated the market
and gathered information on the targeted recruiting environment.

Eliminate the risk to decisive operations by managing: external distracters, internal
distracters, weather conditions, time management discipline, and resources.

While on a MTT operation, networking with leaders from USAR units and community
agencies will create a competitive and cooperative environment that supports the USAREC
mission. These elements are an integral part of ensuring success in the field.

Upon returning from a MT operation, trainers will compile their observations and

recommendations in a report and distribute the report to the Commander, Command
Sergeant Major, Operations SM, and SMT of the BN or BDE, and the Command Team and
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Station Commanders of the units involved.
Benefit:

Offers convenience of learning in recruiter’'s AO

Provides improved outcomes

Provides performance support

Fights the forgetting curve — 70% of what is learned is forgotten within the first
24 hours

e Creates multiple training opportunities per phase-line

ONE-ON-ONE TRAINING

12-7. First Sergeant-Station Commander, Station Commander-Recruiter ‘one-on- one
training’ -First-line leaders are the primary trainers of subordinates and training is critical to
not only achieving current missions but also the future of the command.

TTP: First Sergeants dedicate a portion of each station inspection to train the station
commander on a specific, critical task. Incorporating training into all station inspections will
change the negative perceptions towards inspections and leave the station commander with
much more than a list of deficiencies. With the geographical dispersion of most stations and
infrequent opportunities to train subordinates, the First Sergeant should take advantage of
the inspection schedule. Station Commanders should build into the battle rhythm a
dedicated day each week where the Station Commander rides along with the Recruiter to
assess and train.

Benefit:

Creates multiple training opportunities per phase-line.

Creates a more positive impression of the leader by the subordinate.
Increases independence, proficiency, and innovation.

Increases operational capabilities and mission success.

Causes the leader to become proficient or sustain proficiency.
Creates a greater appreciation for what the subordinate experiences.
Identifies training deficiency trends.

Incorporation and execution into the battle rhythm eventually becomes
standard operating procedures.

SUMMARY

12-8. The art and science of recruiting are not always in doctrine. Often, successful TTPs
are those derived from trial and error from fellow leaders and recruiters. Chapter 12 contains
a few TTPs for consideration as well as all USAREC Training Circulars. The intent of this
chapter is to serve as a reminder for the importance of developing internal lessons learned
and sharing methodologies.
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Chapter 13.
Personnel Development MOS 79R

Introduction

13-1. Good Soldier development is not just the job of Battalion Trainers, it should be in the
commanders DNA. Personnel development needs to become an integral part of everyday
life at work. Supporting the professional development of NCO’s places tough requirements
on leaders and commanders alike and should not be something that happens once a year in
their annual appraisal.

Individual Development Plan (IDP)

13-2. The Army continually challenges Soldiers to set goals and progress. The development
of a culture of lifelong learning coupled with professional and personal goal setting is
mutually beneficial to the Army and its Soldiers. Under the Army’s lifecycle approach all
Soldiers will receive counseling within 30 days of arrival to their first permanent duty station.
As part of this counseling process, Soldiers will create an IDP in the Army Career Tracker
(ACT) with the assistance of the first line leader. The IDP will identify the Soldier’s career
(military and civilian), education, and training goals as well as milestones for each. The IDP
will be reviewed at least annually by their leaders.

Professional Development Model (PDM)

13-3. Each proponent defines the appropriate mix of education, training, and experience
needed by noncommissioned officers at each grade level within the context of the
overarching requirement to develop adaptive leaders. The demands of each specialty
balanced with broadening opportunities are reflected in the proponent sections in DA PAM
600-25 (The Noncommissioned Officer Professional Development Guide).

The PDM/Career Maps serves as the professional reference for a successful military career
while providing information and guidance on assignments, education, and training.

PDMs are created by the Army proponents in ACT. The PDM is web-based, interactive and
supports the three core domains that shape critical learning experience throughout the
Soldier’s career: Operational, Institutional, and Self-Development Domains.

Leadership

13-4. Leader development is a process that aligns training, education, and experience to
prepare leaders who are not only prepared for their current position, but also preparing for
their progressive responsibilities as well. The leader development process is a deliberate,
continuous, and progressive process founded in Army Values that grows Soldiers into
competent, committed, professional leaders of character. Our 79R NCOs must expect
complexity and understand they must be prepared to operate independently under mission
orders. They must be living examples of “Be, Know, Do”. They must possess and
demonstrate traits such as being adaptable, agile, flexible, responsive and resilient.
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79Rs must be competent in their core attributes and competencies and able to lead change
in the Army; understand the socio-economic environment and be culturally astute, in order
to successfully operate in complex, uncertain environments. 79Rs must be courageous
enough to see and exploit opportunities in the challenging, complex operational
environment; be professionals who are grounded in Army Values and the warrior ethos.

Developmental Opportunities
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Enabling Today's Leaders... Building Tomorrow’s Army

Figure 13-1. Developmental Opportunities
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Glossary

Section | - ACRONYMS AND ABBREVIATIONS

ATN
ADDIE
CSTAR
DTMS
MAP
MDMP
DTMS
MET
METL
MT
PiCAT
SMT
TE&O
TLP
TTP

Section Il - Terms

ADDIE Process

Army Training Network

Analysis-Design-Development-Implementation-Evaluation
Company/Station Training Assessment Review

Digital Training Management Plan
Mission Accomplishment Plan
Military Decision-Making Process
Digital Training Management System
Mission Essential Task

Mission Essential Task List

Master Trainer

Pending Internet Computer Adaptive Test
Senior Master Trainer

Training Evaluation Outline

Troop Leading Procedures

Tactics, Techniques, and Procedures

The ADDIE process is a framework used to organize and manage educational programs.
ADDIE organizes all course and curriculum development activities using a disciplined
process that ensures classroom instruction accomplishes the institution's educational
purpose. The ADDIE process includes five phases, which support program management
with inputs to the process by the institutional leadership and outputs to support systematic
review, and updates.
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	SUMMARY
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	9-6. Tasks in DTMS, CAR, and CATS. Locate the tasks in DTMS, the CAR, or CATS; however, a simple method is to use the Task Search box. Figure 9-3 shows all three-entry points.  Note: Currently, the only tasks in DTMS and CATS are the Recruiting Indivi...
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	9-14. The METL Crosswalk. The METL Crosswalk (Figure 9-8) shows all METs, SCTs, and links to the ICTs. In the example of USAREC MET 1, Conduct Mission Command, notice Five (5) Brigade SCTs, Five Battalion SCTs, and Nine (9) Company SCTs support it.
	Note: The USAREC and Brigade SCTs have a T&EO number. Some of the Battalion and Company SCTs are identified by the unit level and number (BN 1, CO 2, etc.); this is due to the pending approval to place into CATS. The USAREC Commanding General has appr...
	9-15. METL Crosswalk Process. Figure 9-9 depicts one MET Crosswalk to demonstrate the process. The example uses only one of the five (5) brigade SCTs to drill down to the station level in this example.
	9-16.  Identifying KCTs and ICTs that support the mission. Commanders and leaders focus on identifying KCTs and ICTs that support the mission and external directives.  This methodology allows the Commander the ability to focus training on only those c...
	9-17. Commanders Unit Status Report (CUSR). The CUSR requires reporting of the unit’s METs. Commanders evaluate each MET and report using the T, P, or U format.  Do not report Critical Tasks in the CUSR unless otherwise directed.
	SUMMARY
	9-18. All warfighting units possess Mission Essential Tasks to focus training on critical tasks necessary to fight and win the war. In USAREC, we fight a non-stop battle every day without any reset and that is the reason for developing the METL. USARE...

	Chapter 10.
	INTRODUCTION
	10-1. Company/Station Training Assessment Review (CSTAR).  CSTAR (NPS) and CSTAR (Healthcare) - The CSTAR is a mandatory Quarterly template to analyze the company or station operational capabilities and identify training needs. The CSTAR facilitates t...
	PART 1 - ANALYSIS
	10-2. CSTAR Part 1: Part 1 (Figure 10-1) is analyzing tasks against a standard, understanding the root cause, prioritizing which deficiencies are most critical to address and developing courses of actions to correct the problem. Note: During task anal...
	10-3. Instructions.
	a. Assessment Criteria: Review the assessment criteria listed and incorporate local items of interest.
	b. List the standard for each criterion. Items in gray are example standards only.
	c. List the actual results for each criterion from the last completed quarter.
	d. Identify the root cause for each criteria representing deficient standards. Note: Be specific as to the root-cause as it ensures task selection meets the training need. It is important to delineate between what is a training need and what is defici...
	e. Prioritize the criticality of the deficiency for each criteria using Red, Amber, or Green.
	f. Red=Critical task that must be trained immediately
	g. Amber=Task that must be trained within the Quarter
	h. Green/Blank=No training required at this time or if time permits
	i. The course of action to correct the deficiency.

	10-4. CSTAR Part 1 Note. CSTAR Part 1 fulfills the Analysis Phase and portion of the Design Phase of the ADDIE Process. Recall that in the Design Phase the details of when, where, and how learning outcomes occurs are initially thought through when dev...
	PART 2 - TRAINING PLAN DEVELOPMENT
	10-5. CSTAR Part 2. CSTAR Part 2- (Figure 10-2) is the portion of the CSTAR that allow leaders the ability to continue the design, begin the development, and consider implementation and evaluation requirements within the ADDIE Process. Upon completion...
	10-6. Instructions for CSTAR Part 2.
	a. List the specific Training Task. Note: If the task requires training only on a performance measure within the task, list the performance measure and the T&EO number.
	b. List the intended outcome- What the training must accomplish. Recall the Design Phase and learning strategies, domains, and styles.
	c. List how the training takes place. Recall the Design Phase and learning strategies, domains, and styles.
	d. List the date(s) of training. Upon the selection of dates and knowing the tasks, outcomes, and training methodologies, request facilities and transportation.
	e. List the date(s) the leader returns to evaluate the results of the training.
	f. Transpose results from the CSTAR to the 'Schedule Events' in DTMS. Complete and submit the training schedule into DTMS.

	10-7. CSTAR Part 2 Notes. Notes at the bottom of Part 2 are example ‘leader comments’ as part of the training plan development.
	TRAINING SCHEDULES
	10-8. DTMS. Use DTMS (Chapter 11) to complete and submit training schedules for approval by the next higher-level commander. The input, when extracted by the CSTAR (Company or Station) or other templates by higher levels, should provide a holistic pla...
	10-9. DTMS Training Schedule Notes. Figure 10-3 displays a Company’s training schedule for one week submitted to the battalion for approval. Review the plan and answer the questions that follow:
	a. Is this a complete training schedule?
	b. Can the commander validate whether training matches the units training needs?
	c. Are the dates and times of training sufficient to train the tasks listed to standard?

	SUMMARY
	10-10. The Company and Station Assessment Review (CSTAR) is a systematic approach to assess and develop quarterly training. Too often, subordinates submit training plans that are a result of assumptions, lack prioritization, and fail to address operat...

	Chapter 11.
	INTRODUCTION
	11-1. Chapter 11 consists of extracts from the Digital Training Management System (DTMS) USER Guide (CAC-T, 14 May 2019). DTMS is a System of Record for capturing training planned and completed from unit level to the individual Soldier. It is a web-ba...
	11-2. DTMS assists with implementing doctrine, tactics, techniques, and procedures outlined in FM 7-0, Train to Win in a Complex World. DTMS provides leaders with an end-to- end view of current unit training status at all echelons. The entry point for...
	11-3. DTMS helps commanders at each step of the training management process from the plan and prepare to execute and assess. It also maintains a Soldier's training history from hire to retire. DTMS allows users to communicate and coordinate across the...
	11-4. DTMS is a resource that affects Soldiers and commanders throughout the Army. For unit leaders and trainers down to squads and even team leaders, DTMS provides a digital version of the Soldier's individual training record, job book, and leader bo...
	11-5. DTMS provides an easily accessible record of training and replaces the old mission essential task list crosswalk with a digital version, called the Combined Arms Training Strategy.  (Note: USAREC currently uses the METL crosswalk pending and upl...
	11-6. DTMS reduces manual data entry by recording data in a database that communicates with other systems and automatically updates records. DTMS populates the DTMS Widget on the "My Training Tab" on AKO, informs the individual user of their training ...
	DTMS ASSISTANCE
	11-7. DTMS Manager. Training Management Directorate at Fort Leavenworth, Kansas maintains the DTMS. It is a subordinate organization of the Combined Arms Center-Training, which manages training support and training development programs. For assistance...
	11-8. DTMS USER Guide and Resource Location. A complete DTMS USER Guide and DTMS Training Resources are available via ATN@ www.ATN.Army.mil.
	SUMMARY
	11-9. The Army’s Training Management System is the Digital Training Management system. DTMS serves commanders and leaders with a tool that not only identifies, training requirements but, provides templates for planning training, conducting AARs, and s...

	Chapter 12.
	INTRODUCTION
	12-1. The United States Army Recruiting Command is a geographically dispersed organization requiring Commanders, leaders, and trainers to be versatile, specific and efficient when it comes to training and leader development. The consistent operational...
	TRAINING ASSESSMENT BOARD
	12-2. Training Assessment Board (TAB) - TABs are quarterly boards mandated by USAREC IAW UR 350-1. The intent of the TAB is to gather subordinate unit training assessments; the units plan to address deficiencies and share best practices.
	Benefit:
	TRAINING GUIDANCE
	12-3. Training Guidance - Publishing Training Guidance is critical to communicating the commander’s training priorities.  Publishing the KCTs and providing guidance that aligns training with operational requirements prepare subordinate units to execut...
	Benefit:
	FUSION CELL
	12-4. Fusion Cell – The Fusion Cell primaries consist of the Executive Officer (XO), S3, A&PA Chief, Virtual Station Commander, Education Service Specialist (ESS), and the S2. Under the XOs supervision, the Fusion Cell conducts the MDMP process to exe...
	TTP: Incorporate the SMT into the conduct of Fusion Cells. In fact, commanders are not limited to only those listed in Paragraph 12-4.
	Benefit:
	INTERNAL PROGRESS REVIEW
	12-5. Daily Internal Progress Review (IPR) - IPRs are daily analysis and discussions that leaders conduct with subordinates to validate, adjust, or provide operational guidance to achieve the recruiting mission.
	Benefit:
	Benefit:
	Mobile Training Team (MTT)
	Benefit:
	ONE-ON-ONE TRAINING
	12-6. First Sergeant-Station Commander, Station Commander-Recruiter ‘one-on- one training’ -First-line leaders are the primary trainers of subordinates and training is critical to not only achieving current missions but also the future of the command.
	Benefit:
	SUMMARY
	12-7. The art and science of recruiting are not always in doctrine. Often, successful TTPs are those derived from trial and error from fellow leaders and recruiters. Chapter 12 contains a few TTPs for consideration as well as all USAREC Training Circu...

	Chapter 13.
	Introduction
	13-1. Good Soldier development is not just the job of Battalion Trainers, it should be in the commanders DNA. Personnel development needs to become an integral part of everyday life at work. Supporting the professional development of NCO’s places toug...
	Individual Development Plan (IDP)
	13-2. The Army continually challenges Soldiers to set goals and progress. The development of a culture of lifelong learning coupled with professional and personal goal setting is mutually beneficial to the Army and its Soldiers. Under the Army’s lifec...
	Professional Development Model (PDM)
	13-3. Each proponent defines the appropriate mix of education, training, and experience needed by noncommissioned officers at each grade level within the context of the overarching requirement to develop adaptive leaders. The demands of each specialty...
	The PDM/Career Maps serves as the professional reference for a successful military career while providing information and guidance on assignments, education, and training.
	Leadership
	13-4. Leader development is a process that aligns training, education, and experience to prepare leaders who are not only prepared for their current position, but also preparing for their progressive responsibilities as well. The leader development pr...
	79Rs must be competent in their core attributes and competencies and able to lead change in the Army; understand the socio-economic environment and be culturally astute, in order to successfully operate in complex, uncertain environments. 79Rs must be...




