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SUBCOURSE OVERVIEW

This subcourse is designed to teach you the supervisory functions for a 20-level Food Service Specialist.  You will learn how to assign duties to personnel, how to review the production schedule with the cooks on your shift, to brief the headcounter on his duties, and how to direct personnel who are undergoing on-the-job training (OJT).

There are no prerequisites for this subcourse.

This subcourse reflects the doctrine which was current at the time it was prepared.  In your own work situation, always refer to the latest publications.

The words "he", "him", "his", and "men", when used in this publication, represent both the masculine and feminine genders unless otherwise stated.

TERMINAL LEARNING OBJECTIVE

TASK:  
You will perform the supervisory functions of 20-level food service personnel in a dining facility or field kitchen.

CONDITIONS: 
You will have information from AR 30-1, FM 10-23, TM 10-412, SB 10-260, and extracts from TM 10-412, and an SOP on the storage and preparation of food.

STANDARDS:  
You will be able to perform the supervisory functions of 20-level food service personnel in accordance with AR 30-1, FM 10-23, TM 10-412, and SB 10-260.
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LESSON
PERSONNEL RESPONSIBILITIES OF A 20-LEVEL FOOD SERVICE SPECIALIST.
MOS TASKS:  101-524-2102

101-524-2104

101-524-2167

101-524-2103

OVERVIEW

TASK DESCRIPTION:

In this lesson you will learn to carry out the personnel responsibilities of a 20-level Food Service Specialist.  This includes assigning food preparation tasks to the cooks on your shift, briefing them on production schedules and headcount procedures, and directing OJT.

LEARNING OBJECTIVE:
ACTIONS: 
Perform the acceptable supervisory functions of a 20-level Food Service Specialist in a dining facility or field kitchen.

CONDITIONS: 
You will have access to information from AR 30-1, FM 10-23, TM 10-412, SB 10-260, an SOP on the storage and preparation of food, and extracts from TM 10-412.

STANDARDS:  
Performance of the supervisory functions of a 20-level Food Service Specialist will be in accordance with AR 30-1, FM 10-23, TM 10-412, and SB 10-260.

REFERENCES: 
The material contained in this lesson was derived from the following publications:

AR 30-1

FM 10-23

TM 10-412

SB 10-260
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INTRODUCTION

Upon completion of this lesson you will be able to assign duties to the cooks on your shift, brief them on the production schedule, direct their OJT, and brief the headcounter on headcount procedures.  You will be able to perform these supervisory functions in a manner that ensures the best use of available personnel to accomplish the feeding mission.

PART A - ASSIGN DUTIES TO PERSONNEL

1.  
Introduction.

As a section leader on your shift, you must know what food products your cooks should prepare for a meal.  Your food service sergeant (FSS) prepares a production schedule for each daily meal that gives you this information.  Your most important tool for the daily preparation and scheduling of meals is the production schedule.  Figure 1 is a sample production schedule with column a blank, as you would receive it from the FSS.

When you begin a work shift, study the production schedule.  The food service sergeant uses the production schedule to tell you what food items to prepare, how much to prepare, what time each item's preparation should begin, and to provide special instructions.  The food service sergeant also identifies which recipe card to use for each menu item.  It is First Cook's job to assign a cook to prepare each menu item.  Your job is to see to it that the personnel assigned to your section understand how to follow the production schedule.

The First Cook takes a number of factors into account when making assignments.  Consider the following items:

o
Cooking methods and workspace locations.

o
Cooking times.

o
Skill levels.
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Figure 1.  DA Form 3034 with Column "a" Blank.
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Figure 1.  DA Form 3034 with Column "a" Blank (Continued).
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2.  
Group Food Preparation Duties.

a.  
Cooking Methods and Workspace Locations.  It is important that you assign your staff to specific areas of the kitchen to avoid confusion, and make efficient use of equipment and personnel.  When making assignments, take into account the kitchen layout and workspace locations.  You can assign individual cooks to prepare more than one menu item if they are prepared in the same area of the kitchen.  For example, a cook might be able to baste a roast and prepare another menu item that uses the oven, because both of these tasks are in the same location.  You wouldn't assign the same person to bake pastry items and prepare sauces requiring him to be in two different areas of the kitchen at the same time.

b.  
You must use cooking times efficiently.  Because you have several menu items to prepare and only few cooks, you must use cooking times efficiently.  When you make assignments, take cooking times into account.  For example, if it takes two hours to cook a roast, you wouldn't just allow the cook to wait around doing nothing during those two hours.  Assign him to other menu items that can be prepared while the roast is cooking.  You must be careful, however, to take the preparation starting times into account.  You don't want to schedule a cook to do two things at the same time.

Column e of the production schedule in Figure 1 shows the time that preparation should begin for each menu item.  You must ensure that the times do not conflict for items assigned to each cook.  Using the production schedule shown in Figure 1, you would not assign the same cook to prepare the steamed rice and the lettuce and tomato salad because they both begin at 1500.  You might, however, assign the same cook to prepare the steamed rice at 1500 and the asparagus which begins at 1600.  Use the recipe cards to determine the cooking duration of menu items to determine whether there is enough time to prepare other items while one is cooking.

3.  
Determine the Skill Level Required To Do Each Task.

You must also determine the skill level required to perform each task.  You do this by looking at the steps required for the recipe.  The person you select for each menu item must have the skills to successfully complete the different stages of the recipe.  For example, in Figure 1, the person assigned to the asparagus (Frz) must know how to divide the asparagus into 4 lb. and 5 lb. portions and use progressive cooking to prepare one portion at 1600 and the other at 1700.  Refer to the recipe card for frozen asparagus in the publication extracts, found in the appendix.  The recipe card states that the asparagus is cooked in a steam-jacketed kettle or a stock pot.  You must assign a cook 
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that has the skill to use these cooking methods to prepare the asparagus.

You must compare each individual's previous performance to his ability to learn new skills.  Check his performance in prior tasks.  Watch him as he works, and judge the products he prepares to determine what he knows.  You can use what the cook knows in one area to apply in another area.  You can also assign individuals to prepare new menu items which require similar skills to the menu items they've previously prepared, even though they do not have actual experience preparing the new item.  By doing this, you add to their experience and teach them how to prepare new menu items.  You should supervise cooks preparing new menu items more closely than when they are preparing the items with which they have more experience.

4.  
Enter Names of Persons Preparing Food in the Column Provided on the Production Schedule.

Decide who is to prepare which menu items and enter the names of the person preparing each menu item, next to the menu item you want them to prepare, as shown in Figure 2.  If you want to indicate that two cooks are assigned to prepare the same item, put both names in column a of the production schedule.  The second cook listed assists the first.  Use blue or black ink to fill in their names in column a.

5.  
Brief Personnel on Production Schedule.

Once the First Cook has completed the production schedule, assigning each menu item to a cook, brief your cooks on their assignments.

After you review the production schedule, post it on the bulletin board.  Verbally review the information written on the production schedule with cooks.  Taking the time out to review the production schedule before starting the task can prevent many problems later.

a. 
Point Out Each Cook's Assigned Tasks.  Referring to the production schedule, point out each cook's assignments.  This ensures that a cook doesn't accidentally overlook an assigned menu item and allows each cook to plan his tasks, taking all of them into account.  Using Figure 2 as an example, you point out that Bryant is assigned to prepare the vegetable soup, spaghetti sauce, and boiled pasta spaghetti.
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Figure 2.  DA Form 3034 Completed.
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Figure 2.  DA Form 3034 Completed (Continued)
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b.  
Clarify the Recipe, Standing Operating Procedure (SOP) or Master Menu Note Used.  Brief your cooks on the special instructions listed on the production schedule, any recipe items or notes that need clarification, and any SOP references.  For example, in Figure 2, the cook will prepare steamed rice, which is Master Menu number E-5.  In the special instructions column of the production schedule there is a note on preparing the steamed rice.  The cook should follow the special instructions on recipe card E-5, under Note 1, when preparing the steamed rice.  This note provides an alternate method of preparing the rice and the cook should cook the rice according to the manner described in the note (see the recipe card in the appendix).  Go over any instructions with cooks to make sure that they understand special procedures.  You also need to ensure that the cooks understand what the entries in column c of the production schedule mean.

For example, Figure 2 shows that Bryant is assigned to prepare the vegetable soup.  The entry in column c for vegetable soup is P-7.  This means that the recipe for vegetable soup is found on the recipe card P.  Soups No.  7.  Also referring to Figure 2, note that Gorvai is assigned to prepare the milk.  In column c the entry for milk is SOP 11.  This tells Gorvai that he should refer to Standing Operating Procedure (SOP) number 11 for instructions on the procedures for preparing the milk for service.  You must ensure that all of your cooks understand these and other notations in column c and h of the production schedule.

c.  
Lay Out All Recipes, SOP's and Master Menu Notes.  Remind your cooks to obtain and layout all recipes, SOPs, and Master Menu Notes.  Have them do this prior to beginning the meal preparation.  This will allow them to identify missing recipes, SOPs, or Master Menu Notes early.  You can also answer any questions or provide any guidance needed, thereby clearing up many problems before they actually occur.

d.  
Discuss Instructions on Number of Portions to Prepare.  After the cooks obtain and layout the recipes, they must determine how much of each item to prepare (See Figure 2).  The recipes are all based on 100 portions and the quantities of ingredients specified on the menu will be for 100 portions.  Since many cooks need to prepare more or less than 100 portions, they must convert the quantities specified in the recipe cards to the quantities required for the number of portions they are to cook.  In order to perform these conversions, you must ensure that your cooks are familiar with weight conversion charts.  An example of a conversion chart is shown in the publication extracts at the end of the subcourse.
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Example: 
The production schedule in Figure 2 shows that Bryant will prepare 75 portions of spaghetti sauce.  The recipe card for spaghetti sauce calls for 2 gallons of canned tomato paste.  To find out how much tomato paste to use for 75 portions, refer to the conversion chart in the appendix.  This is card number A-16 (2).  Across the top of the card are column headings for the number of portions.  Locate the column heading for 100 portions.  Then find 2 gallons at the bottom of that column.  Next, look at the column for 75 portions and follow it down to the same row where you found 2 gallons.  The number in that column is 1 1/2 gallons.  So, if 2 gallons are required for 100 portions, 1 1/2 gallons are required for 75 portions.

There are conversion tables for weights as well as measures.  Ensure that your cooks can use them for their menu items and assist them if necessary.

e.  
Discuss Preparation and Cooking Starting Times.  Discuss with each cook the time he should begin measuring, weighing, and peeling, or to begin a production phase for each menu item assigned to him.  The time for beginning each menu item is specified on column e of the production schedule, as shown in Figure 2.  Cooking times are shown on recipes cards.

f.  
Clarify Recipe Terms, Procedures, and Steps with Personnel.  In addition to discussing cooking times, you should clarify recipe terms, procedures, and steps with each cook, such as serving portions different from what is shown on the recipe card, using leftovers, garnish instructions, and items and amounts used for relish trays.  Provide instructions on ways to make the menu item more desirable and attractive, which are not on the recipe card.  If the recipe card calls for procedures which might not be clear or easily understood, you need to explain them to the cook.

g.  
Clarify Special Instructions Noted on the Production Schedule.  Brief cooks on the special instructions on the production schedule.  Make sure they understand their tasks.  For example, notice the special instructions on the production schedule in Figure 2 for the cook who will prepare the baked scallops.  Column h of the production schedule directs the cook to prepare 22 1/2 lbs. at 1530, and 7 1/2 lbs. at 1615.  Make sure he understands this, otherwise he might prepare 30 lbs of scallops at 1530 and the later diners would not have freshly prepared scallops.  Theirs would have been sitting on the steam line for the entire meal.
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PART B - DIRECT PERSONNEL UNDERGOING OJT

1.  
Prepare to Train Personnel.

Commanders are responsible for training, but you are responsible for conducting and supervising the training of your personnel.  You must decide who needs what type of training.  Use the MTP (Military Occupational Specialty (MOS) training plan) to determine the critical tasks for which personnel are responsible.  Then, plan your training around those tasks.  Use the following as a preparation guide for training:

o 
Prepare yourself.  Get training guidance from superiors on when training should take place, what personnel to train, the availability of resources, and on a training site.

-
Determine the task conditions and standards.

-
Make sure you can do the task.

-
Choose a training method.

-
Prepare a training outline on what you want to cover in your training session.

-
Practice your training presentation.

o 
Prepare the resources.

-
Obtain the required resources for each task.

-
Gather equipment and ensure that it's operational.

-
Coordinate the use of training aids and devices.

-
Prepare the training site.

o 
Prepare the soldiers

-
Tell the person what task to do and how well it must be done.

-
Caution personnel about safety and security.
-
Train personnel on basic skills before training them on the task.

-
Pretest each person to determine who needs training in what areas by-having the person perform the task.
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One type of training that you frequently use is on-the-job training (OJT).  In OJT you train your workers during working hours.  You frequently use OJT to teach newly assigned personnel how to do a specific job.  You can also use it to train an experienced worker in a new technique or position.  You must use OJT to train any soldier starting a new job, regardless of their previous jobs.

The main advantage of using OJT is that the trainees work while they are learning.  They get immediate feedback on what they learn and get immediate feedback of the results.  They are taught by the same people with whom they work.  The conditions of the training are the same as the conditions of the task performance in the actual job performance.  The trainees learn a specific job according to set standards.

OJT also has disadvantages.  One disadvantage is either too much, or too little supervision.  Trainees may also feel frustrated because they have to learn too much, too quickly, if there are no uniform standards of instruction.  At times, the trainees' work may be unfairly compared with more experienced workers.  You, the trainer, must take care to develop the ability to teach, take the time, and develop the patience to teach trainees.  These steps help alleviate the disadvantages of OJT.

a.  
Study the Job Breakdown or Skill Level Task.  Before you begin OJT training, you must study the job and break down each part of the job so that it can be presented logically.  The trainee should follow a schedule that covers the necessary training.  The job breakdown is an analysis of the job.  It lists the steps to be done and gives key points on how to do them.  Every job in the dining facility should have a job breakdown.  Use the job breakdown to ensure that the trainees follow the necessary steps and key points.  The job breakdown tells the trainee what is expected of him.  Tell each trainee to refer to it from time to time until he has mastered the task.  The list below provides a job breakdown for the task of frying eggs.  The task of frying eggs is broken down into a step by step process.  The job breakdown tells the cook what equipment to use and exactly what steps to follow in order to fry an egg.  He is also given a key point to follow along with each step.
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JOB TITLE:  Frying Eggs

EQUIPMENT AND SUPPLIES: Grill, eggs, shortening, cereal bowl, plate, and food turner.
IMPORTANT STEPS
KEY POINTS

1.  Take eggs out of refrigerator.
1.
Remove them at least 30 minutes before serving time.
2.  Turn on grill, and set thermostat
2.
Allow time for grill at
    325°F.

to heat.
3.  Ask diner for preference.
3.
Ask if he prefers light, medium, or well-done eggs.
4.  Put melted shortening on grill.
4.
Use only enough shortening to make a light film.
5.  Break one egg at a time. 
5.
Examine each egg for blood spots, odor, etc.  in a smaller dish, then place two eggs into a regular cereal bowl.
6.  Pour eggs on grill.
6.
Pour eggs gently so that the yokes do not break.
7.  Cook.   
7.
Cook until white is set.
8.  Turn eggs over lightly.  
8. 
Cook to diner's preference.
9.  Remove eggs and place them 
9.
Place to one side of

    on plate.

plate to leave space for bacon, grits, or other food.
10.  Scrape grill.   
10.
Scrape grill gently with food turner to prevent damaging grill.
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b.  
Performance Standards.  Performance standards are Important tools for measuring job performance and training.  Performance standards tell trainees how well they must do the job.  The 94B soldier training publications (soldier's manuals) provide tasks and job standards for soldiers in each skill level.  The standards give the sequence which each task must be done.  Use these standards as training tools.  They specify what the person must do at each grade level before he can be promoted to the next grade.  The standards apply to all workers of the same grade in the dining facility, but may vary from one facility to another.  Study performance standards and use them to measure the skill of each trainee.  Once you have measured the trainee's skill level, by using practice exercises, give him a task to complete.  Use the evaluation guides in the soldier's manual to measure the performance.  By doing this, you compare a soldier's performance on a task to a standard, and not to other soldier's performance on the same task.

c.  
Assemble Required Training Aids and Supplies.  Before training begins, you must assemble all of the required training aids and supplies.  This requires different things for different task training.  To train for a food preparation task, for example, you need to have a menu card, food items, utensils, and the kitchen equipment must be available.  For other tasks, you may need to pass out written material.  If so, make and assemble enough copies for everyone before the training.  This saves time and makes the training more effective.  Members of the Food Management Assistance Team from the US Army Center of Excellence, Subsistence (ACES) will help with training problems.  They may suggest extra training.  Recommendation for supplies, such as films and tape, are also available through ACES.  You may then request the film or tape at your local Training Audiovisual Support Center (TASC).  You can also make many of your own training aids.

2.  
Inform Trainee of Expectations and Standards.

You must inform the trainee of the standards required to perform a particular job.  The four basic requirements for using a standard as a training tool are listed below.

o  
Set an attainable standard.  The standard you set should be based on what a first-class worker can do in a specified period of time.

o 
Make allowances for your newly assigned workers.  They may not be able to meet all of the requirements of the standard at first.  However, explain to them that as soon as they learn the job, you expect them to meet the time limits of the standard.
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o 
Make sure that the completed work is inspected.  Tell the trainee whether or not he does a good job.  If he doesn't do a good job, make sure that he gets more instruction to help him do a better job next time.

o  
Keep the standard for the job unchanged.  You may have an exceptional worker who will produce more than the standard's requirement, however, the average worker will not.  So don't change the standard for exceptional workers.

3.  
Demonstrate Techniques and Principles.  The following steps describe training for a task using the demonstration technique.

a.  
Prepare the trainee.  Demonstrate the task.  If the task is to operate the potato peeler, show the trainee where to stand and put the utensils and equipment for easier reach.

b.  
Present the Operation.  Demonstrate the job step by step.  Be patient and thorough so that you don't miss any details, and go slow enough for the trainee to follow.  Ask questions to make sure the trainee understands the operation.  Review frequently to ensure the pace is not too fast.

c.  
Have the Trainee Try the Operation.  Ask the trainee to demonstrate the operation and to explain each step.  Ask him questions about what, how, and why he does a step.  These questions help reinforce the learning process.  Correct errors with tact.

d.  
Follow up on the Training.  Let the trainee work independently, but tell him to come to you for further help or materials.  Provide further instruction if necessary.

4.  
Evaluate Trainee's Performance.
When you develop the training program, include performance standards and develop procedures to evaluate the trainee's progress.  When you plan OJT, plan to follow up on its effectiveness.  Stress the important points that were discussed in the OJT sessions.  Ways to follow up on OJT are discussed below.

o  
Two methods of following up on training are to interview the trainee and to observe the trainee at his work site.  If you plan to interview the trainee, some questions you might ask are:
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-
Did you receive enough information about your job requirements and the general operation of the dining facility? 

-
Were the job performance standards fully explained? 
-
Have you received enough instruction and training to do this job? 

-
How do you like your new job? 

If you choose to observe the trainee at his work site, check to see if he is using the skills he learned in OJT.

o  
Schedule refresher sessions if you feel the trainee needs more training.  Do not use the same methods and materials used in previous training.  Plan new methods and use new materials, such as handouts and task summaries for training in the basic job skills.

o 
Review the OJT program.  Establish good communications with your trainees, and discuss any problems they have.

Evaluation guides are helpful in determining if the trainee can perform their task successfully.  Evaluation guides are in the Soldier's Manual and Trainer Guide.  Each evaluation guide contains one or more performance steps which identify what you need to observe to score a trainee's performance.  Evaluate each step as pass or fail.  You must watch and evaluate the trainee's performance for some tasks; for others, focus on the product that resulted from the task, such as a food product.

Use the training plan as a guide to determine how often to evaluate soldiers.  You can also use the Hands On Evaluation Form, DA 5164-R to record and maintain a trainees performance level.

You can also use the evaluation guide found in the soldier's manual.  Each task has an evaluation guide which lists the performance measures that must be performed for the task.  The soldier must pass each step to be rated GO for the task.  If the soldier fails any step, discuss the step with him and demonstrate how to do the task correctly.  Next, have him perform the task again to reinforce training.  You might also assign him to food preparation tasks that allow him to use the new skill as reinforcement to the training.
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5.  
Report Trainee's Progress to Your Supervisor.

 Once you have evaluated a trainee's performance, report his progress to your supervisor.  You can use a Hands on Evaluation form, and DA Form 5165 (Field Expedient Squad Book) to show your supervisor the progress of trainees.  You can also use DA Form 5165-R to record GO/NO-GO results for a group with the same military occupational specialty.  Besides these forms, give your personal evaluation on the trainee's progress to the supervisor.  Let the supervisor know if the trainee was close to completing the task, or if he had few skills required for the task.  Report the trainee's effort, willingness to learn the skills necessary for the task, and whether further training would be advisable.
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LESSON

PRACTICE EXERCISE

The following items will test your knowledge of the material covered in this lesson.  There is only one correct answer for each item.  When you have completed the exercise check your answers with the answer key that follows.  If you answer any item incorrectly, study again that part of the lesson that contains the portion involved.

Situation:  You are a 20-level food service specialist on the dinner shift.  The FSS gives you the Production Schedule shown in Figure 3.  Your task is to assign cooks to prepare the menu items and brief them on their tasks.  You are also responsible for briefing the headcounter prior to the meal and for directing OJT of personnel.  You have the following cooks reporting to you.

Barker - started as an apprentice cook 1 week age.  He recently graduated from Food Service Specialist School.

Carter - is experienced in preparing most menu items.

Jimenez - is experienced grilling meats.  He assists Carter

 preparing and baking breads.

Use this situation, Figure 3, the extracts from TM-412, and the extract from the SOP to answer the following questions.
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Figure 3.  Sample Production Schedule.
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1.  
Refer to Figure 3 and the situation above.  You assign Jimenez to prepare the honey glazed rock cornish game hens and

A.  
mashed potatoes.

B.  
croutons.

C.  
gingerbread.

D.  
Russian Dressing.

2.  
The Production Schedule requires the preparation of 125 servings of Mashed Potatoes.  You review recipe conversion procedures with your cook to ensure that he uses the correct amount of potatoes.  If the recipe calls for 22 lbs, he needs

A.  
25 lb.

B.  
27 lb.

C.  
27 lb.  8 oz.

D.  
30 lb.

3.  
What method should you use to indicate on the production schedule that two cooks are assigned to prepare the same menu item?

A.  
Put their initials by the menu item.

B.  
Put a note in the special instructions column.

C.  
Put their initials in column a of the production schedule.

D.  
Put both cook's names in column a of the production schedule.

4.  
Which of the following is one of the four basic requirements for using a standard as a training tool.

A.  
Do not make allowances for newly assigned workers.

B.  
Compare the trainee's progress to other trainees.

C.  
Keep the standard for the job unchanged.

D.  
Present the operation.

5.  
Before directing the OJT of your cooks, you first

A.  
ask your FSS to evaluate the cook's skill level.

B.  
review the skill level tasks for that job.

C.  
observe the cook to determine his skill level.

D.  
discuss the cooks skill level with him.
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6.  
Two methods to follow up on training are to
A.  
interview the trainee and observe him at his work site.

B.  
interview the trainee and give him a follow up test.

C.  
observe the trainee at his work site and give him a follow up test.

D.  
observe the trainee at his work site and give further instruction.

7.  
After you evaluate Carter's OJT performance, you

A.  
report his progress to the FSS.

B.  
provide a progress report to Carter only.

C.  
advise Carter to report his progress to FSS.

D.  
refer him to the FSS for feedback on his progress.
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LESSON

PRACTICE EXERCISE

ANSWER KEY AND FEEDBACK
Item
Correct Answer and Feedback

1.
B.  croutons.

Review the preparation and cooking time (column e, of Figure 3).  The mashed potatoes and the gingerbread both begin at the same time as the honey glazed rock cornish hen.  The time or the croutons does not interfere.  
(Page 5, para 2a).
2. 
C.  27 lb 8 oz.

The recipe card specifies 22 lb of potatoes for 100 portions.  The weight conversion card for 100 portions does not list 22 lb.  You need to look up 20 lb and 2 lb.  This converts to 25 lb plus 2 lb 8 oz. for 125 portions for a total of 27 lb 8 oz.

(Page 10, para 5d).
3. 
D.  Put both cook's names in column a of the production schedule.

Both cook's names should be on the production schedule if they are preparing the same menu item.

(Page 6, para 4)

4. 
C.  Keep the standard for the job unchanged.

The four basic requirements for using a standard as a training tool are; set an attainable standard; make allowances for your newly assigned workers; make sure that the completed work is inspected; and keep the standard for the job unchanged.  (Page 14, para 2)

5.
B.  review the skill level tasks for that job.

The first step to direct OJT is to review the skill level for the particular job.  (Page 12, para 1a).
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6. 
A.  interview the trainee and observe him at his work site.

Tests may be used to evaluate training, and further instruction might be necessary to supplement the original training.  The two methods of following up on training are interviewing the trainee and observing him on the job site.  (Page 15, para 4)

7. 
A.  report his progress to the FSS.

It is one of your supervisory functions to report the OJT progress of your personnel.  (Page 17, para 5).
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