
Task 1:  Align the SOJT Project

	Step
	Question
	Answer
	Work List Item
	Who

	1-1
	Have the program and training manager been identified?
	Yes
	· Conduct alignment meeting to gain concurrence and approval of project strategy
	D/D

	
	
	No
	· Identify program manager
	TM

	
	
	
	· Conduct alignment meeting to gain concurrence and approval of project strategy
	D/D

	1-2
	Have the general goals for the SOJT solution been identified (i.e., save resources, improving readiness, etc.)
	Yes
	· Describe the general goals in the Project Plan
	D/D

	
	
	No
	· Meet with client to identify goals
· Conduct alignment meeting to gain concurrence and approval of project strategy
	D/D

	1-3
	What SOJT course model(s) will be used for this course?

Select all that apply

	· This is a standalone course
	D/D

	
	
	· This is a pre-requisite to a resident course
	

	
	
	· This is an advanced strand designed to follow a resident course
	

	
	
	· This is a portion of a resident course to be incorporated during the course. (eg. after week 2, student goes to SOJT at a nearby unit, then returns for week 3 of class)
	

	
	
	· This is a follow-up to a resident course for advanced study or recertification
	

	1-4
	Has a Project Plan been completed?
	Yes
	· Clarify risks and mitigation plans
· Validate support requirements
	D/D

	
	
	No
	· Develop a Project Plan as per SOP Volume 5
	D/D






Task 2.0 Design the Administration of the SOJT

	2-1
	Does the course have a course code?
	Yes
	· List Course Code on C/O
	D/D

	
	
	No
	· Request Course Code
	TM

	2-2
	Is there a FORCECOM unit identified as course manager?
	Yes
	· List on C/O
	D/D

	
	
	No
	· Designate FC school as course manager
	TM

	2-3
	Is enrollment required?
	Yes
	· Establish with ESO/ CGI
or
· Enter into LMS
	TM

	
	
	No
	· Consider converting to a study guide.  Report that SOJT is not feasible.
	TM

	2-4
	Is a completion record required?
	Yes
	· Establish with ESO/ CGI
or
· Enter into LMS
	TM

	
	
	No
	· Consider converting to a study guide.  Report that SOJT is not feasible.
	TM

	2-5
	Is there staffing and funding available to support the course?
	Yes
	· Validate requirements in C/O
· Locate documentation and copy to project file.
	D/D

	
	
	No
	· Insert requirements in memo to accompany C/O
	D/D

	
	
	
	· Review whether to proceed in light of lack of resources from Program
	TM

	2-6
	Does the course require a pilot?
	Yes
	· Determine if travel funding is available (if applicable)
	TM

	
	
	
	· Design the pilot evaluation strategy
	D/D

	
	
	No
	· Design a TRACEN try-out
	D/D






	2-7
	Does the course qualify for ACE accreditation?
	Yes
	· Contact the local ACE coordinator to arrange an ACE review
· Review course material as per SOP Volume 6 to assess award of RRP and include in curriculum outline
	D/D

	
	
	No
	No action
	

	2-8
	Will the SOJT benefit from a course website?
	Yes
	· Determine requirements
· Coordinate website build
	D/D

	
	
	No
	No action
	

	2-9
	Will the CG LMS be utilized to track student enrollment and completion?
	Yes
	· Engage with FC-TADL
· Identify an ADL PO as per SOP Vol 7
	D/D

	
	
	No
	No action
	

	2-10
	Will the course contain ADL components (e.g., self-paced e-learning, EPSS, e-testing, etc.)
	Yes
	· Design ADL as per SOP Vol 7
· Develop ADL as per SOP Vol 7 
	D/D

	
	
	No
	No action
	

	
2-11
	Will the CG Institute administer any course materials?
	Yes
	· Submit Course and Inventory Control Sheet – Create/Modify Course (CGI-283)
· Submit approved curriculum outline to CGI
· Provide course profile and files
· Provide print sheet and proofs (if applicable)
	D/D

	
	
	No
	No action
	

	2-12
	Does completion of this SOJT course earn a competency code?
	Yes
	· Contact CG-1B1 to establish/verify competency code information 
· Contact the program manager to determine competency code requirements
	TM

	
	
	No
	No action
	

	2-13
	Will the course need to be announced?
	Yes
	· Draft and release ALCOAST
	TM

	
	
	No
	No action
	






Task 3.0:  Design the SOJT

	3-1
	Will this SOJT course be based on program requirements or qualifications in lieu of formal analysis?
	Yes
	· Provide authorization memo from Program office chief
	PM andTM

	
	
	
	· Build program requirements or qualifications into course objectives
	D/D

	
	
	No
	No action
	

	3-2
	Is there an analysis less than 5 years old?
	Yes
	· Validate analysis recommendations for SOJT
	TM and D/D

	
	
	No
	No action
	

	3-3
	Is there an analysis more than 5 years old?
	Yes
	· Submit a Request for Analysis
· Suspend project until analysis is complete
	PM and TM

	
	
	No
	
	

	3-4
	Are all requirements (whether from an analysis or Program) written at the performance level?
	Yes
	· Conduct alignment meeting to gain concurrence and approval of requirements
	D/D

	
	
	No
	· Revise tasks to the performance level
· Conduct alignment meeting to gain concurrence and approval of requirements.
	D/D

	3-5
	If blending SOJT with other courses or training solutions, are the requirements in the SOJT and other solutions congruent?
	Yes
	No action
	

	
	
	No
	· Align course requirements and levels of proficiency between all solutions
	D/D

	3-6
	Is there an Audience Analysis available for this SOJT?
	Yes
	· Validate Audience Analysis as per SOP Volume 5
	

	
	
	No
	· Conduct Audience Analysis as per SOP Volume 5
	D/D

	3-7
	Is there a Task Analysis for this SOJT?
	Yes
	· Validate Task Analysis as per SOP Volume 5
	

	
	
	No
	· Conduct Task Analysis as per SOP Volume 5
	D/D






	3-8
	Is there an Evaluation Criteria Selection available for this SOJT?
	Yes
	· Validate the Evaluation Criteria Selection as per SOP Volume 5
	D/D

	
	
	No
	· Conduct Evaluation Criteria Selection as per SOP Volume 5
	D/D

	
3-9
	Is there a curriculum outline completed?
	Yes
	· Validate as per SOP Volume 6
	D/D

	
	
	No
	· Develop C/O as per SOP Volume 6
	D/D

	3-10
	Is the subject matter expertise needed to guide the learner available at the unit level?
	Yes
	· Design all materials for unit-level instructor
	

	
	
	No
	· Establish plan for remote schoolhouse, field, or contract SME
· Design all materials for non-unit instructor
	

	3-11
	Is the task(s) performed alone in the workplace or as part of a team effort?
	Alone
	· Design materials and program for individual use
	D/D

	
	
	Team
	· Design team-based exercises, practice, and performance evaluations s
	D/D






Task 4.0:  Develop the SOJT

	4-1
	Is there currently a viable and available reference, Job Aid, or TTP?
	Yes
	· Develop content from the primary reference, Job Aid, or TTP
	D/D

	
	
	No
	· STOP!  Report that SOJT is not feasible
	TM and PM

	4-2
	Are all tools and equipment required for SOJT available at the unit level?
	Yes
	· Request permission to use for SOJT
	TM and PM

	
	
	No
	· STOP!  Report that SOJT is not feasible
	TM and PM

	4-3


	Is there a SOJT guide?
[Note:  An SOJT guide consists of instructions for facilitator, student, and other contributors as needed]

	Yes
	· Validate SOJT guide
	D/D

	
	
	No
	· Develop SOJT guide
	D/D

	4-4
	Is there existing lesson material that can be used in direct support of the SOJT?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop lesson materials  and learning modules that can be used in direct support of the SOJT
	D/D

	4-5
	Are there existing assignments, projects, exercise guidance, and scenarios?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop assignments, 
· Develop projects, 
· Develop exercise guidance,
· Develop scenarios
	D/D

	4-6
	Is there a detailed performance checklist for each TPO?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop detailed performance checklists for each TPO
	D/D

	4-7
	Is there an existing performance criterion checklist pamphlet?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop a performance criterion checklist pamphlet
	D/D






	4-8
	Does the SOJT require a test at the end of the course in addition to the performance evaluations?
	Yes
	· Develop test in QMP
· Develop test management plan with CGI (optional)
	D/D

	
	
	No
	No action
	

	4-9
	Is there an existing guide for the SOJT coach/facilitator?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop guide for the SOJT coach/facilitator
	D/D

	4-10
	Is there an existing reaction evaluation?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop level 1 evaluation
	D/D

	4-11
	Is there an existing external evaluation?
	Yes
	· Validate and use for SOJT
	D/D

	
	
	No
	· Develop level 3 evaluation
	D/D





[NOTE:  Section 5 is optional]

Task 5:  Design for Course Conversions

	5-1
	Are the available training materials suitable for the SOJT design without the need for revisions?
	Yes
	· Use existing training materials
	D/D

	
	
	No
	· Revise existing course materials for use with SOJT
· Repurpose applicable content 
	D/D

	5-2
	Are the training delivery methods (e.g., instructor led, coaching) congruent with the SOJT design?
	Yes
	· Refine the training delivery methods
	

	
	
	No
	·  Design SOJT training delivery methods
	

	5-3
	Are the instructions for facilitator, student, and other contributors complete and easy to follow?
	Yes
	· Validate and use
	

	
	
	No
	· Design SOJT user instruction
	

	5-4
	Is a performance test required?
	Yes
	· Develop performance checklist
	

	
	
	No
	· Consider converting to a study guide.   Report that SOJT is not feasible.
	TM

	5-5
	Does the SOJT require a test at the end of the course in addition to the performance requirements?
	Yes
	· Develop test in QMP
· Develop test management plan with CGI
	D/D

	
	
	No
	No action
	




7
