APPENDIX
The following glossary will help you learn the

terms used in training management.  Refer to it

during the rest of the course.
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TRAINING MANAGEMENT TERMS

TRADOC Circular 350-3 is a glossary of terms that is published yearly and may be

utilized for training management.

The following key training terms are emphasized:

1.
ARTEP
Army Training and Evaluation Program (ARTEP) - ARTEP is the US Army Collective Training Program.  ARTEP

Establishes unit training objectives critical to unit Survival and performance in combat.  ARTEP combines the training process and evaluation process into one integrated function, allowing commanders to focus training resources to provide simultaneous unit training and evaluation.  ARTEP training/evaluation on a mission by mission basis is designed for the trainer to identify and correct training weaknesses of his unit.



2.
Beseler Cue/See
A projector that includes a super 8mm film cartridge and audio cassette.  The Beseler Cue/See permits each soldier to work at his own pace making responses to the lesson requirement.  The Beseler Cue/See can also be used to train small groups.



3.
Collective Training
Training either in schools or units that prepares a group of individuals (crews, teams, squads, platoons) to accomplish tasks required of the group as an entity.



4.
Evaluation of Training
Determining, by objective and subjective means, the extent of learning progress of individuals and units. The purpose is to determine if a training objective has been attained, to provide the training manager with the information needed to modify or update the training program, and to provide feedback to trainers and soldiers undergoing training.



5.
External Evaluation Training
Initiated by higher headquarters, it diagnoses the Training proficiency of an individual or unit, e.g., an SQT or an external ARTEP (referred to as a "formal" ARTEP), which will be conducted as needed to maintain training accountability and status.



6.
Hands-On Component
A performance-oriented test (within SQT) which tests the soldier's ability to perform critical tasks using job equipment or simulators.  The HOC may take up to 8 hours to administer to the individual soldier



7.
Individual Training
Training that any soldier receives to perform specific duties and tasks related to his MOS and duty position.

Training Management Terms (continued)

8.
Institutional

Training
Training, individual or collective, conducted in schools (Army service schools, USAR schools, NCO academy, unit school) or Army training centers.



9.
Internal 

Evaluation
An evaluation initiated by the unit commander to determine the proficiency of that individual or unit.Example:  a squad leader's evaluation of the ability of his members to perform Soldier's Manual tasks.  The internal ARTEP is conducted as often as the commander desires and resources allow.  These internal evaluations maintain accountability for training and provide the commander with the current status of his unit.  They also prepare the unit for external evaluations such as the SQT or an ARTEP by higher headquarters.



10.
Job Aid
A device that help you perform you job more easily

(e.g., memory aids).



11.
Job Book
Is issued to each NCO supervisor.  This book is used toreflect the status of individual job proficiency.  It is roken into duty positions with all associated tasks rouped under that duty position.  Common tasks are eparately identified.  As tasks are tested the NCO upervisor places his initials in either "GO" or "NO-GO" column and the date the individual is tested.



12.
Mission Related Training
Individual or collective training that directly enables

a unit to accomplish its mission.



13.
Multi-Echelon Training
An approach to individual and collective training in

units designed to train simultaneously different elements of a battalion or separate company



14.
Performance-Oriented Training
A training and testing technique that requires individuals or teams/units to perform tasks under specified conditions to definite standards



15.
Performance Test
An evaluation tool that requires performance of a task under test conditions.  It is evaluated on a pass/fail(GO/NO-GO) basis using a specified standard.  Performance tests are developed from information contained in training objectives.



16.
Personal Progress Summary
A personal record for each student to keep track of the

modules that have been performed to standard

Training Management Terms (continued)

17.
Prime Time for Training
An established period of time (hours, days or weeks) devoted entirely to mission-related training.  It should

be established at the lowest level possible, with the

maximum number of personnel present for duty attending

while maintaining unit integrity.  Admnistrative absences should be limited to non-prime time periods thereby increasing training effectiveness



18.
Skill 

Qualification Test (SQT)
A job oriented criterion referenced test of the soldier's ability to perform the critical task required by his job.  SQT is used to assess task competence for training feed-  back and personel management purposes.



19.
Subtask
A "bite-sized" portion of a task which if trained

separately will simplify training of the overall task.

A training objective that is subordinate to the overall

(terminal) training objective.



20.
TEC (Training Extension Course)
Service school, produced multi-media (written, audio-

visual or audio) lessons designed to teach.  The lesson

administrative instruction (LAI) provides training

objectives (tasks) and diagnositc tests.



21.
Trainer
A person who prepares, conducts, and evaluates individual or collective training



22.
Training and Evaluation Outline (T&EO)
The ARTEP T&EO show the unit mission, conditions, under which the mission is to be performed and the primary training and evaluation standards upon which the unit will be evaluated



23.
Training Manager
A commander or staff officer who prepares or monitors a training program.  The duties include:  (1) assigning training objectives; (2) providing necessary support for training; (3) continuous evaluation of training effectiveness; and (4) insuring that the feedback system for training evaluation diagnoses weaknesses and improves the training.



24.
Training Management Workbook
Training Management A workbook for maintaining status of key personnel Workbook projected loss, training assessment of critical mission task and training worksheet for planning task training.

It should be maintained by each line supervisor.



Training Management Terms (continued)

25.
Training Objective
A three-part statement that specifies the training task,

conditions and standards.  Training objectives are some-

times referred to in Soldier's Manuals as "performance

objectives".  The definitions of the three parts of a

training objective are:

a.  Task.

An action to be performed by an 

individual or team/unit.

b.  Condition(s)
The circumstances under which a par-

ticular task is to be performed e.g.,

information/equipment provided or

denied for the task.

c.  Standard.
The minimum acceptable proficiency

required of an individual or team/

unit to perform a particular task.



26.
Training Statement
An action to be performed to a specified standard.



27.
Unit Schedule
A document published by battalion that outlines the

training to be accomplished over a period of time

(usually a short-range projection, i.e., 1 or 2 weeks).

The company commander receives guidance from battalion

and input from his trainers on needed training and adds

his requirements.  He then submits unit schedule input

to the Bn S-3 and Bn Cdr for approval and publication.



28.
Unit Training
Training, individual or collective, conducted in a unit.
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